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This method is to be used 
when the bid open date is 
less than 24 hours away and 
the bid opening must be 
postponed.

ATTACHMENT F
Telephone Method of Issuing Addenda 

1.  Open Office Engineer Gateway



2.  Open File 

3.  Click on Host



4.  Click on Specify Host



5.  Enter IP Address 
    10.168.8.2 

6.  Click OK 

7.  Open plan_ctr_req_for_pkgs.fp5 file



8.  Leave password blank and
 click OK 

9.  Click on
 Phone Addendum Notice



10.  Enter EA ##-#####4

11.  Click Continue 
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2.  Click on Project Database 

ATTACHMENT K
How to Create a Merge File 

1.  Open Office Engineer Gateway

This operation creates a data file 
from the project record.  The data 
file is "merged" (incorporated) 
into the addendum letter to create 
the base of the addendum letter. 



3. Leave Password Blank 
and Click OK

4.  Click on Project Record 



When opening the Project Database, the first record shows up on the screen. 

To Find a Project Record 

5.  Click on Find 



Find Layout 

Note:  Make sure cursor is located in the EA field

7.  Click on Find

6.  Enter EA (#######1). 
 For Example, 04162001



8.  Click on Project to show Layouts 

9.  Click on MERGE Layout



10.  Click on Yellow Button to
 create MERGE File 

11.  Save File to Desktop 



13.  Click on Save 

12.  Enter File Name 
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ATTACHMENT N 

Where to Locate AADD Addendum Letters 

1. Double Click on HQOE File Server Icon 
 to get to the file server 

2.  Click on HQ OE File Server 



3.  Click on LETTERS folder 

4.  Click on ADDENDA LETTERS folder 



5.  Click on AADD ADDENDUM LETTERS folder 



ATTACHMENT 0 
Where to Locate Proposal and Contract Book for  

Addenda Estimate Changes 

1. Double Click on HQOE File Server Icon 
 to get to the file server 

2.  Click on Jobs_Drive Folder 



3.  Click on BBU folder

4.  Click on District folder 



5.  Click on PROJECT folder

Note:  File naming convention for 
Proposal and Contract File is  
##-######pc.doc

6.  Highlight file 04-162004pc.doc
 for proposal and contract file 



7.  From the File Drop Down Menu, 
 select "Copy To Folder"

9.  Click OK

8.  To save file to the desktop,
select Desktop folder



This is what the document 
should look like on your 
desktop.


