
Request Bids From Trades/Suppliers (Vendors)
To request bids from Vendors, there is a simple‘Bids/
Plans Tracking Form’ (shown on this page) that lists all
Vendors that have been marked as ‘Yes’ for ‘On Bids
List?’ on the ‘Add or Edit Vendors’ window.  That
report gathers Vendors by the default Cost Code
assigned to them on the ‘Add or Edit Vendors’ window.
Use the form to call Vendors and track when they pick
up and return plans or bids.

OR see next page for requesting bids using Matls/
Labor check lists.



Request Bids That Include Materials / Labor Check Lists
On the Budget/Bids Worksheet, you can double click on a Cost Code or its Title to open the ‘Materials / Labor Check List’.
We have a very simple example with 2 lines for Materials Floor/Walls.  Of course you might have more materials listed.
See Help Documents about Check Lists of Materials and Labor for more info.

Notice that you can place check marks to the left of the materials lines to include the line on a ‘Bid Request’.

Then use the button on the window to open the window to ‘Prepare Bid Requests’.  See next page.



After the Bid Request is printed or emailed, and the
report is Closed, CHS will pop up a window with the
option to start a Vendor Bid line on the Vendor Bids
window.  See next pages about the Vendor Bids
Window.

Request Bids That Include Materials / Labor Check Lists - continued
See Previous Page!

This is a very SIMPLE
example.



Open Window To Post Bids From Vendors
To post Bids From Vendors, click on ‘Job Budgets/ Bids/...’ under ‘Task
Menus’ on the Navigation/Home window.  On the window that opens, select
the job, then click ‘01-Job Budget/Bids Worksheet’.

When the Job Budget/Bids Worksheet opens, find
the appropriate cost code.  Use the ‘Select
Task’ field to the left of the cost code to select
‘Bids for This Cost Code’.   The window
shown on the following page will open.



Post  Bids From Vendors
The ‘Bids From Vendors’ window can be used to store bids information.  Use the button labeled ‘Add New Bid Line’ to create a new line.  See
information below screenshot about the fields on the line.

Selected: - Select ‘Yes’ if the bid on the line is being accepted.  The total of lines that have been selected with ‘Yes’ will display towards the
bottom of the window.  To send the Total Selected to the budget as the budgeted cost amount for the cost code, use the button labeled
‘Send Total Selected to Budget’.

Ent #: - Ignore this field.  It is used by the program.

DATE  - Enter the date of the vendor’s bid.  Use 6 digits (2 for month, 2 for day, and 2 for year).

VENDOR - Select the appropriate Vendor from the drop down list.  If the Vendor is not set up, use the button on the window la-
beled ‘Add/Edit Vendors’.  (See help documents on the Add/Edit Vendors window.)



MEAS - Select a measure code.  Optional.  The default is ‘Bid’.

QTY, UNIT PRICE, TOTAL : - Enter the appropriate quantity and unit price.  The TOTAL field will be calculated by
the program based on Qty times Unit Price.  Usually you will just enter the total bid in the Unit Price field and leave the
default quantity of one in the Qty field.

Vendor Sales Tax - If the vendor is charging sales tax, enter the sales tax rate in this field as a decimal number.  (Ex-
ample:  For 7.25%, enter .0725 )   The TOTAL With TAX  field will be calculated by the program based the TOTAL
plus the calculated sales tax.

Contingency Percent For Budget -  If you would like to add a contingency amount to the bid amount before sending a
Selected Bid to the budget, enter a percent for the contingency so the program can calculate the contingency amount.
This is used to anticipate waste or loss in your budgeted costs.

Date Bid Requested From Items Check List Window -  If Bids are requested from the Items Check List of Material or
Labor (as seen previously), the program will record the date that the bid was requested in this field.

Internal Notes -  Type whatever notes you like about the bid.

Button:  Create PO/WO -  If you have selected ‘Yes’ that the bid has been Selected, you can create a Purchase/Work order
from the bid.   (See other help documents about creating Purchase/Work Orders.)

Button:  Delete - Use this button to delete the bid line.  A window will pop up to verify that you want to delete the line.

Reports Buttons - The buttons for bids reports are self explanatory.

Button:  Open Window To Select From All Bids For Job - To quickly select bids to send to the budget as budgeted
costs, use this button.    See next page for more information about this button.

Post Bids From Vendors - continued



Select From All Bids To Send To Budget

If you have posted bids for various cost codes, you can quickly review all bids for all cost codes for the
job, AND select bids to send to the job budget as the  budgeted costs.

Open the window using the button on the Vendor Bids window shown here.
The window is self explanatory.


