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ATTACHMENT F
Telephone Method of Issuing Addenda
I8l
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e congected to the Office Engineer Gateway
This method is to be used
when the bid open date is
less than 24 hours away and
the bid opening must be
postponed.

in a few moments, please wait!
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1. Open Office Engineer Gateway

For Help, press F1 MUK
#¥ FileMaker Pro - [ES-OE Access Key.fp5] =181
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Navigation
Welcome to the ES-OE Accoss Key
* AADD Database Selectthe database, internet or intranet site by clicking ane of the Tollowing links
Find Your Project
* Archive Projact One stop find and access to your project in multiple databases.
- Project Database
* Bid Summary Provides access to OE Project Database to track status after PS&E submittal to OE.
Quality Feedback
« S Provides project preparation feedback
Request Database C
AADD Database Archive AADD Database
. g:;:;"“"‘""s Provides access to A4DD Project database for District processing.
= Archive Project Database 05/04FY
* HQ OE File Server Archive Project Datahase 01/02FY
L Archive Project Database FYv95/96 to 00/01
g e Archive Project Datahase_Pre Fy94/95
* List of Plan Holders Frovides access to Archived OE Projects awarded in past fiscal years
Scheduling Projects through DES - OF
« Preliminary Bid Appointment Process and Reports, Weekly Status Report, Woarkload Estimating
Resulis Database Tools, Risk Advertise Request Process, Return of Projects not Ready for

Advertisernent, Schedule Recovery Process
Eequest for Database Revisions
* Submiltal Database Provides access to submit a request for OE database issues
OE Telephone listing (printable)
Provides access to OE stafftelephone numbers
PSEE Subrmittal Database
Frovides access to PS&E Submittal Database.
Standards Q & A
Provides access to Standards questions and answers.

List of Plan Holders Database (internet) (live) L
Find hidders and non-hidders by contract number or contractar name.

Preliminary Bid Results Database (internet)
Find 3 top preliminary bidders for contracts.

Contract Awards Database (internet
Find the final awarded contract.

* Project Database

* Contactlist Bid Surmmary (internet
Provides access to final Bid Summary Results.
Office Engineer Home Page (internet)
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For Help, press F1 ,_ MUK



¥ FileMaker Pro - [ES-DE Access Key.fp5]
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Scripts  Window Help
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Ctel+0
Ctrl+5hift+0

Access key
HQ OE

Define Fields...

Define ¥alue Lists...

to the ES-OE Acc

Define Relationships... ase, internet or intranet site by clich

g one of the following links

yect
Lisugz Padamsiil. and access to your project in multinle database
Sharing... Q5E

5to OE Project Database to track status after PSEE

Print Setup... lack 2,, Open File

&} print... Ctel+P  pct preparation feedhack
se Archive AMD0 Database
Gsipost fzcurds., 35 to AADD Project database for District processing.
Export Records... t Database_ 03/04FY
Saye a Copy As... t Database 01/02FY

t Database FY95/96 to 00/01

t Database_Pre FYv94/95

55 to Archived OE Projects awarded in pastfiscal years.
ojects through DES - OE

Recoyer...

1 ES-OF Access Key.fp5

2 D:\Gateway to DE.fp5 rocess and Reports, Weekly Status Repart, Workload Estimating
3 plans_ctr_req_for_pkgs.fp5 efise Request Process, Return of Projects not Ready for
4 —-project_db.fp5 Schedule Rec_oyery Process
atabase Revisions
Exit Alt+F4 = to submit a request for OE database issues

e listing (printable)

Provides access to OF stafftelephone numbers
PSE&E Submittal Database

Provides access to PSEE Submittal Database.
Standards Q & &

Provides access to Standards questions and answers

List of Plan Holders Database (internet) (live)
Find bidders and non-bidders by contract number ar contractor name.
Preliminary Bid Results Database (internet)
Find 3 top preliminary bidders far contracts.
Contract Awards Database (internet
Find the final awarded contract.
* Contact list Eid Summary (internet
Provides access to final Bid Summary Results.
Office Engineer Home Page (internet)
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Opens an existing file on a disk ar a netwark.
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Mavigation
Welcome to the ES-OE Accoess Key B
* AADD Database Selectthe datahase, internet orintranet site by clicking one of the following links
- Find vour Project
* Archive Project One stop find and access to your project in multiple databases.
Project Database
ammary Provides access o OF bk 24
Quality Feedback - = i =
3 :::‘:;niel;:;':'ase Provides project prepa Lt IQ Lozal Disk () j S cF E2-
AADD Database |_1 Documents and Settings CJ138s _IPARATOOL
* . Provides aceess 10 AAL 1™ yiuene [ Latus Coenp
= Archive Project Datat ) )
" " ] EPOAgent [ | My fhusic [ ] Pragram Files
* HQ DE File Semer Archive Project Datat ™ formdat | NALCach 21 QUARANTINE
Archive Project Datat ormdata ache Q
#HO OE Home Page Archi " |1 FORMFLOW 2] Mates 1 sETUR
rchive Project Datat
® List of Plan Holders Provides access 1o Arcl | HP_INFO Cmovell Ctemp
Scheduling Projects t
« Preliminary Bid Appointment Process a | 4] | |
Resulis Database Tools, Risk Advertise R |
N Advertisement, Schedul File name: Open I
gD Request for Database
* Submitial Database Provides accessto sub - Files of tpe: !FlIeMaker Filess [ fp5:* fpd:* fn) L! Cancel I
QE Telephone listing
Provides accessto OE Hosts | .
PS&E Submittal Datat = ><— 3. Click on Host

Pravides access to PS&E SUBMITaEl Database. N >
Standards Q & A
Provides access to Standards gquestions and answers.

List of Plan Haolders Database (internet) (live)
Find bidders and non-bidders by contract number ar contractor name.
Preliminary Bid Results Database (internet)
Find 3 top preliminary bidders far contracts
Contract Awards Database {internet
Find the final awarded contract.
* Contact list Eid Summary {internet
Provides access to final Bid Summary Results.
Office Engineer Home Page (internet)
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Navigation
Welcome to the ES-OE Access Key
AADD Database Selectthe datahase, internet orintranet site by clicking one of the following links
Find Your Project
i G T One stop find and access to your project in multiple databases

Talieass Project Database

Bid Summary Provides access to OF _ EiE 2|
Quality Feedback

z::‘::ﬂel;:::‘ase ApArEDJ\EinEJS Frgject prepa o | o B
atabase b WRATOOL
. g::‘::“*"""‘s Provides actess to AAL [~ 4 "
= Archive Project Datat |~ )
" - ogram Files
* HOQ DE File Sever Archive Project Datat i LUARAMNTINE
. Archive Project Datat
HQ OE Home Page Archive Project Datat (=1 FTuR
* List of Plan Holders Frovides access to Arcl H frp
Scheduling Projects t =
« Preliminary Bid Appointment Process a |4 i
Resulis Database Tools, Risk Advertise R !
* Project Database QAdvemStefme%' Stcrlljedul Vi D?r’::lt;‘r;%;vlce ;I Seen
equest for Database ; : :
¥ S ines access to sub Nes: | Spesi Hosl. @] 4. Click on Specify Host
OE Telephone listing Upen
Provides accessto OE
PSEE Submittal Datak ] Cancel | ﬁl

Provides access to PSEE SOb.
Standards O & &
Provides access to Standards questions and answers.

List of Plan Holders Datahase (internet) [live)

Find bidders and non-bidders by contract number ar contractor name.
Preliminary Bid Results Database (internet)

Find 3 top preliminary bidders far contracts.
Contract Awards Database {internet

Find the final awarded contract

* Contact list Bid Summary {internet
Frovides access to final Bid Summary Results.
Office Engineer Home Page (internet)
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MNavigation
Welcome to the ES-OE Access Key
* AADD Database Selectthe datahase, internet orintranet site by clicking one of the following links

Find Your Project
One stop find and access to your project in multiple databases.

Project Database
Bid Summany Frovides access to OE
CQuiality Feedback
A Computer Tech Q;raul\lridEZEEdhafk
Request Database Project prepa
AA00 Database
- Provides access to AAC
RS Archive Project Datat
* HQ OE File Server Archive Project Datat
Archive Project Datat Enter host's DNS name or IP address:

Archive Project Datat
® List of Plan Holders Provides access to Arcl H ||

P
Scheduling Projects t
o Preliminary Bid Appointment Processa |4 I~ Pemanently add entry to Hosts list _>|
Resulis Database Tools, Risk Advertise R _—
Adveriisemnent, Schedul Filen [ Loc - | Open |
Drire Cancel

Reguest for Database

* Submittal Database Provides access to sub Files: Spey I Cancel I
OE Telephone listing Sgen | =
Provides accessto OF = Hosts |
PS&E Subrmittal Datak ] Cancel =
Praovides access to PSEE SUD.
Standards & & A
Provides access to Standards gquestions and answers.

List of Plan Haolders Database (internet) (live)
Find bidders and non-bidders by contract number ar contractor name.
Preliminary Bid Results Database (internet)
Find 3 top preliminary bidders far contracts
Contract Awards Database {internet
Find the final awarded contract.
* Contact list Eid Summary {internet
Provides access to final Bid Summary Results.
Office Engineer Home Page (internet)
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Mavigalion
\Welcome to the ES-OE Accoss Key
Selectthe datahase, internet ar intranet site by clicking one of the following links

Find Your Project
One stop find and access to your project in multiple databases.

AADD Database

#uchive Project

5. Enter IP Address

S Project Database
Bid Summary Frovides accessto OE Eﬂ_ 2| %
Quality Feedback 2] i B
o Computer Tach Provid + Look
Request Database ravides project prepa =
AADD Database b
+ ConliachSemanis Provides access to ASD di
- archive Project Datal ) | o
* HQ OE File Sever Archive Project Datat ﬁ
. Archive Project Datal WP addiess:
MHELrE Archive Project Datat
* List of Plan Holders Praovides access to Arcl H |1D.188 5.4
Scheduling Projects t
o Preliminary Bid Appointment Process a |4 entry to Hosts list
Resulis Database Tools, Risk Advertise R I
: Advertisement, Schedul Filen | Loz
* Project Datab, g
- — Reguest for Database Dirq
* Submittal Database Provides access fo sub Files: | SPe=m
OE Telephone listing Dpzn
Provides access to OE
LI Cancel

PSE&E Submittal Datak
Provides access to PSEESUR.

Standards Q & &
Provides access to Standards questions and answers

List of Plan Holders Database (internet) (live)
Find bidders and non-bidders by contract number ar contractor name.
Preliminary Bid Results Database (internet)
Find 3 top preliminary bidders far contracts.
Contract Awards Database (internet
Find the final awarded contract.
Bid Surmmary (internet
Provides access to final Bid Summary Results.
Office Engineer Home Page (internet)
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Access key
HQ OE

Welcome to the ES-OE Access Key
Selectthe datahase, internet orintranet site by clicking one of the following links
Find Your Project

One stop find and access to your project in multiple databases.

Project Database

* AADD Database

*  Archive Project

PSEE Submittal Datak

Open plan_ctr_req_for pkgs.fp5 file

= P 21wl
ammany Frovides access io OE 2| x ==
Quality Feedback 2] B =
, Computer Tech Provid " Look il
Requast Database rovides project prepa O, Book Log-2004 ip5 7Y [
AA00 Database [ 0K Book Log-2005.fpS HRATOOL
» Conbact Awards Provides access to AAL |~ 4 OPPS Tasks.fp5 P
- Archive Project Datat [~ o T caram F
* HQ OE File Sever Archive Project Datat plans_ctr_projects. fpS ' HQAR A
Archive Project Datat pla q_tor_pkasfpa .
#HO OE Home Page Archive Project Datat Fi Project Informal Label fp5 J ETUP
* List of Plan Holders Provides access to Arcl H Req Fev db b fp
Scheduling Projects t Seﬁ_d 'T."— ; -59 =
« Preliminary Bid Appointment Process a |4 hecand b |
Resulis Database Tools, Risk Advertise R
.- advertisernent, Schedul Filen | Local Hosts =l Open |
FProject Database Request for Database Directary Service...
* Submittal Database Pravides access to sub Files ?UD:TB!EQSSL“ — Carcel |
OE Telephone listing S [_Geen |
Provides access to OF =l Hosts |
Cancel =

Frovides access to PS&E SUN.

Standards Q & A
Provides access to Standards gquestions and answers.

List of Plan Haolders Database (internet) (live)
Find bidders and non-bidders by contract number ar contractor name.
Preliminary Bid Results Database (internet)
Find 3 top preliminary bidders far contracts
Contract Awards Database {internet
Find the final awarded contract.
Bid Summary {internet
Provides access to final Bid Summary Results.
Office Engineer Home Page (internet)
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e e 8. Leave password blank and
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[Leave blank for limited access) Clle OK
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For Help, press F1
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=l Plans Counter Database
=
Fecords:
4977

Requests for Plans & Specs

Unzorted

9. Click on
Phone Addendum Notice

H --- -
Today is: wewdyT 20 April 2005

2:52:28 PM

-
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Cancel
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Cancel I
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Seach _'I Bidders Lis —

Main Menu

- Search
Cancel

Fequests: Enter the Search Criteria then press the ENTER key.
I i Contract Number [ 0416200 |
Lr

B Bidde = B NenBidder = NE

Bidders or NonBidders Teave blank fox both

Bid Date
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Script:
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11. Click Continue
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e Cﬂle\:,;f:fz“;eu Them: Bid Date: 532005 9,390,000

I_ 1 1. Give them your name Road: 04-Ala-580-T3.7775.5

Records: 2. Tell them you are representing Calirans DISTRIBUTION STRUCTURE WIDENLIG

4382 3. Youare calling in mga.nl 1o Coniract No. 04162004

Found: 4. The reason you are calling

43

Sorted 3. Ask them if the fax number is correct. If not record correct number.
BIDDERS LIST
Firm Name Contaci Person Date/Time
ACCWEST COASTING Contract # 04162004
PhumeNo. 07746 8028 Fax 707 7460036 B
AR FOUND ATION INC SARAH Coniract# 04-162004
PhoneNe. 360474 5200 Fax 3604748291 B
4GRS FOUHDATIONS HC Coniract # 04-162004
PhumeNe. 510232 1474 Fax 3102320619 B
AMERICAN PILEDRIVING INC EmdRizz Coniract# 04-162004
PhumeNo. 9254268269 Fax 9254268308 B
AMR ESTIMATIHG SERVICES IHC ALEN M RODRIGUEZ Contract # 04-162004
PhomeNo. 808305 4025 Fax 5083954026 B
ANDERSON DRILLING Contract# 04-162004
PhumeNe. 6194433801 Fax 6104430724 B
BALFOUR BEATTY CONSTRUCTION INC Contract# 04-162004
PhoneNe. 707427 8900 Fax 7074278901 B
BAY CITIES PAVING & GRADIHG Contract# 04-162004
PhumeNe. 925687 6666 Fax 9256872122 B
EBELLICTTTIS PELLICCIOTTE Coniract # 04-162004
PhumeNe. 4089323155 Fax 403 9838665 B
CALIFORNLA ENGINEERING CONTEACTORS Aihmad Hiys Coniract# 04-162004
PhomeNe. 525461 1500 Fax 0254610510 B
CASEPACIFIC COMPANY Contract # 04-162004
PhomeNe. 5102643999 Fax 510264 3990 B
CC MYERS Contract# 04-162004
PhumeNe. 9166359370 Fax 9166351527 B
CONFAE CORPORATION Coniract# 04-162004
PhumeNe. 2098522521 Fax 3093534123 B
COND O - JOHNS 0N & ASS0CIATES INC Coniract # 04-162004
PhumeNe. 510534 3400 Fax 5105343421 B
DLABLO COMTRACTORS THC Contract # 04-162004
PhomeNo. 525 5528250 Fax 925 5528254 B
DRILL TECH DRILLING & SHORIMG NG HORTHERH OFFICE Contract# 04-162004
PhomeNe. 525072 2060 Fax 9250782063 B
FCI COMSTRUCTORS Contract # 04-162004
PhoneNe. 707742 6000 Fax 707 746 1603 B
FOUNDATION CONSTRUTCTORS IHC Mie Linudsay Coniract # 04-162004
PhumeNo. 925754 6633 Fax 9256255783 B
GHIL OTTI BROTHERS TRICLA WILE OH Contract# 04-162004
PhomeNe. 4154547011 Fax 415454 8376 B
GORD 0N H.BALL INC 3. MacPhail Contract# 04-162004
PhumeNo. 923838 3675 Fax 9238383915 B
GRANITE CONSTRUCTION COMPANY ESTELA ALCALA Contract# 04-162004
PhumeNo. 408327 7000 Fax 4083277090 B
HILLSIDE DRILLING COMPANY IHC Contract # 04-162004
PhomeNo. 510234 6532 Fax 5101343131 B
TEFFC 0 PATNTING & COATRIG IC Coniract# 04-162004
PhomeNe. 707 562 1900 Fax 707 556 1907 B
TLAGE0 DEILLITG G Do Gy Contract # 04-162004
PhumeNe. 6263383171 Fax 020 960 7413 B
MALCOLMDRILLING COMPANY IHC Contract# 04-162004
PhumeNe. 5107809131 Fax 3107809177 B
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e Cﬂle\:,;f:fz“;eu Them: Bid Date: 532005 9,390,000

I_ 1 1. Give them your name Road: 04-Ala-580-T3.7775.5

Records: 2. Tell them you are representing Calirans DISTRIBUTION STRUCTURE WIDENLIG

4382 3. Youare calling in mga.nl 1o Coniract No. 04162004

Found: 4. The reason you are calling

43

Sorted 3. Ask them if the fax number is correct. If not record correct number.
BIDDERS LIST
Firm Name Contaci Person Date/Time

[ [ GURE & HESTER THiahel Cater Coniract# 04-T2004
PhumeNe. 5106327676 Fax 510 5625209 B
MCH CONSTRUCTION IHC Contract# 04-162004
PhumeNe. 916334 1221 Fax 9163340562 B
MORTHEEN DRILLING Contract # 04-162004
PhomeNo. 2098638577 Fax 200 8638625 B
PERFORMAMNCE EXCAVATORS IC Coniract# 04-162004
PhumeNe. 415257 4640 Fax 4152574644 B
POMEROY CORPORATION Contract # 04-162004
PhoneNe. 9519709134 Fax 7077632227 B
POWER ENGINEERING CONTRACTORS IHC Tyt Hemman, Coniraci & 04-162004
PhumeNe. 510337 3800 Fax 3103373808 B
PROVEN MANAGENENT IHC Contract# 04-162004
PhumeNe. 4154219500 Fax 4154219600 B
& L EROSAMER Contract # 04-162004
PhomeNo. 525837 5600 Fax 0258378387 B
REGIOHAL STEEL CORP ORATION Coniract# 04-162004
PhomeNo. 200836 0465 Fax 200 936 1457 B
RGW CONSTRUCTION IHE Coniract# 04-162004
PhomeNo. 525606 2400 Fax 9259611925 B
RIM HAREIS MARY Contract# 04-162004
PhomeNe. 925335 3000 Fax 9253353020 B
ROSENDIN ELECTRIC MG ESTIMATIHNG Coniract# 04-162004
PhumeNo. 408 534 2848 Fax 4082956609 B
SHASTA CONSTRUCTORS IHC Coniract# 04-162004
PhumeNo. 5303653930 Fax 5303655465 B
SILVERAD 0 CONTRACTORS INC Coniract# 04-162004
PhomeNe. 510652 9960 Fax 5106529061 B
STEINY & COMPANY INC Contract# 04-162004
PhoneNe. 707 5526900 Fax 707 5527705 B
VIEING CONSTRUCTION COMPANY Coniract# 04-162004
PhumeNe. 916852 5530 Fax 9168525533 B
WEST BAY BUILDERS Contract # 04-162004
PhomeNo. 4154568972 Fax 4154500665 B
WILLLAM P YOUHG CONSTRUCTION LA LAWREHCE Contract# 04-162004
PhomeNo. 925602 6408 Fax 9256893035 B
? ]|
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ATTACHMENT K
How to Create a Merge File
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e congected to the Office Engineer Gateway

in a few moments, please wait!

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.
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1. Open Office Engineer Gateway

For Help, press F1 MUK
#¥ FileMaker Pro - [ES-OE Access Key.fp5] =181
File Edit Y¥iew Insert Format Records Scripts Window Help = |ﬁ'|1|

DE-gv ime(- | BEai Pt @

(Clrfice

Navigation
Welcome to the ES-OE Accoss Key
- E et orintranet site by clicking one of the following links

- EEi:a
Find Your Project
Cne stop find and access to Py

Project Database

* AADD Database

* Archive Project
Database

* Bid Summary

A Computer Tech
Request Database

. N Provides access to A4DD Project database for DistricThragessing.
g Archive Praject Datahase_D3/04FY
* HQ OE File Server Archive Project Database 01/02FY

L Archive Project Database FY85/96 to 00/01
g e Archive Project Datahase_Pre Fy94/95
® List of Plan Holders Provides access to Archived OE Projects awarded in pastfiscal years
Scheduling Projects through DES - OF
« Preliminary Bid Appointment Process and Reports, Weekly Status Report, Woarkload Estimating 1 1
Resulis Database Tools, Risk Advertise Request Process, Return of Projects not Ready for 2 Cth on PI‘O_] GCt Database

Advertisernent, Schedule Recovery Process
Eequest for Database Revisions
* Submiltal Database Provides access to submit a request for OE database issues
OE Telephone listing (printable)
Provides access to OE stafftelephone numbers
PSEE Subrmittal Database
Frovides access to PS&E Submittal Database.
Standards Q & A
Provides access to Standards questions and answers.

List of Plan Holders Database (internet) (live)

Find hidders and non-hidders by contract number or contractar name.
Preliminary Bid Results Database (internet)

Find 3 top preliminary bidders for contracts.
Contract Awards Database (internet

Find the final awarded contract.

* Project Database

* Contactlist Bid Surmmary (internet
Provides access to final Bid Summary Results.
Office Engineer Home Page (internet)
= [T bl
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3. Leave Password Blank
and Click OK

| p————————————————
File “--project_db.fp5™
Passward ||
[Leave blarl et

For Help, press F1
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DE-lgv ime(-BEali s @
tenu vI

H OFFICE
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—] DES/OF
R . Projects Database
Unsorted

June 14, 2005

4. Click on Project Record

.
[ Project Record ] [ mm Sheet ] [Prnject Sch ] [L‘
> 4

'Prnjects] [ Weekly Status ]

ject Log Sheet ] [ Import Data Form ] [ DS Final Log

] [ Federal Resources ]

[ Joh File Cover ] [Specialtypruiects ] (

) (

SE Input

SE Menu

] [ Attachment & ]

( Attachment B ] [ Cover Memo

AADD Performance = fp?
] Measure Report | Project Priority

[ [ ew Covermoma | [ newrricon | ]

Awards

[ Price List & Goals ] [

] [ Authority to Advertise ] [Cumrac‘t Status Reporl] [

G-12 Entry ]

[ Contract Approval LIJ!Z]] [

] [ Award SummanyLtr ] [ Vendor Data Record ] [ Contract Register ]

1DU|..||AE Browse
For Help, press F1
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When opening the Project Database, the first record shows up on the screen.

e station
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PE-8y sme-EFeRfesn Q)
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ATTACHMENT N

Where to Locate AADD Addendum Letters

Double Click on HQOE File Server Icon
to get to the file server
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Where to Locate Proposal and Contract Book for
Addenda Estimate Changes
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1. Double Click on HQOE File Server Icon . HQOE
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DDistr\cT_D? File Falder 64172005 9:13 AM
[ bistrict_10 File Falder 5/25/2005 30 AL
DDistr\cLll File Folder 5/31/2005 5:28 AM
[ | District_12 File Folder 641452005 10:47 .

4. Click on District folder
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Address I@ ftp://10.168.8.13/ Jobs_Drive/ BEU/ District_04/

x| @en |Links =

Mame ¢ I Sizzl Type I Modified
C104-006054 File Falder 104942002 12:00 ..
Clo4-012074 File Falder 104942002 12:00 ..
Clo4-0120c4 File Falder B/1/2003 12:00 AM
1 o4-0120F4 File Falder 6/27/2005 9157 A...
Clo4-012064 File Falder 3/6/2003 12:00 AM,
Cdn4-niznc4 File Falder B 1/ 2003 12:00 Abh
C104-013094 File Falder 2/18/2005 10:59 ..
C104-015114 File Falder 104942002 12:00 ..
Clo4-015124 File Falder B8/1/2003 12:00 AM.
Cl04-042234 File Falder 104942002 12:00 ..
C104-0435v4 File Falder 11418/ 2002 12:00 ...
Clo4-045064 File Falder 12425/ 2002 12:00...
Cdn4-n4aonss File Falder 1AL/ 2005 12:54 Pk
[C104-049054 File Falder B/5/2004 5:41 A,
C104-049044 File Falder 8423/2003 12:00 .
[ 04-040104 File Falder 104942002 12:00 ..
C104-043004 File Falder B/1/2003 12:00 AM
Clo4-046704 File Falder 104942002 12:00 ..
Clo4-0cez04 File Falder B8/1/2003 12:00 AM.
Clo4-0c6804 File Falder 5/8/2005 1:22 P
Clo4-0c7 314 File Falder 104942002 12:00 ..
Clo4-0c7704 File Falder 10/ 25/ 2004 1:31 P .
Cdn4-nznmz4 File Falder 1049/ 2002 12:00 5. Clle on PROJECT fOldel' b
Clo4-0To424 File Falder B/1/2003 12:00 AM,
Cl04-0T1444 File Falder 114642002 12:00 ...
04071404 File Falder 104942002 12:0
Clo4-1123c4 File Falder 1230 3131 .
Cl04-124784 File Falder 79/2002 12:00 ..
Clo4-1347 64 File Faldg 104942002 12:00 ..
C104-146704 Tlder B/1/2003 12:00 AM
C104-150594 File Falder 1/1042003 12:00 ...
File Falder 104942002 12:00 ..
File Falder SA1ZSZO06 4% A
File Falder 104942002 12:00 ..
Cl04-171204 File Falder 1047/ 2004 9:55 AM,
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Address |E§I ipi/£10.168.8.13/ Tobs_brive/BBUY bistrict_04/04-162004/

-] @eo |Links ®

Mame 4

Size I Type

| wodified

T 04-162001es doc
) 04-1620040d1 dac
0416200402 doc
T 04-162004ad3.doc
) 04-1620040d4.doc
¥ 04-1620040d5.doc
T 04-152 doe
4-162004ne doe
) 14-16 20 04pe doc

) 04-16200452al2 dac
) 04-162004sp.dac
merge txi

48.5KE
Z7.0KE
EG9KE
275 KB
28.0KE
TS5 KE
154 KB
69 5 KB
171 KE
173 KE
149 KB
165 ME
3TTKE

Jiicrosoft Word D
Microsoft Word 0.
Microsoft word D
Microsoft Word D
Mhicrosoft Word D
Microsoft word D
Microsoft Word D

Jiicrosoft Word D

Microsoft Word D
Microsoft Word D
Jiicrosoft Word D
Microsoft Word 0.

Text Document

5/11/2005 9:44 AM,
1042172004 11:45 ..
4/5/2009 T:43 A
4/22/2008 745 A
4/29/2009 1:09 P
5/12/2003 742 AM
4/5/20085 7:43 AM
9/16/2004 T:24 AM
F/10/2004 6:31 AM,
FA16/2004 G:43 AM
9/16/2004 6:43 AM
F/15/2004 9:40 AM
F/10/2004 6:31 AM,

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

6. Highlight file 04-162004pc.doc
for proposal and contract file
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rosoft Internet Explorer
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Open

@Search @Fo\ders ®| @ @ }( gl ‘ -

Copy To Folder...

5 Y Tobs_Drive/BEUS District_04/04-162004/

x| @en |Links =

I Sizzl Type I Maodified I
New 3
e —— 45.5KE Microsoftword D G/11/2003 2:44 AM
Create Shortcut Z7.0KE  MicrosoftWord Do 1042172004 11:48
Delete 299 KE  Microsoftviord Do 4/5/2005 7:43 AM
Rename 27.5KE  Microsoft viord Do 4/22/2005 745 A
Properties 23.0KE  Misrosoft Word Do 4/20/2005 1:09 Ph,
? TO5KE Microsoftword D 5/12/2005 7:42 AM
— 154 KB Microsoftword D 4/5/2005 7:43 AM
@04-162004nc.d0c 9.5 KB Microsoftword D...  9/16/2004 7:24 AM
] 04-162004pe doe 1IT1KE  Microsoft Word D 9/10/2004 6:31 AM,
ﬁm-lﬁzﬂmseall.doc 173 KE Microsoftword Do 971672004 6:43 AM
04-162004z2al2 doc 149 KB Microsoftword Do, 9/16/2004 6:43 AM
@04-162004sp.d06 L& ME  Microsoft word D 9/15/2004 2:40 A,
merge . txt 37T KB Text Document /10,2004 6:31 Adh

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

Copies the selected items to this computer,

iﬁstartl“ L@ ME & 6o é 3E “ T¥ Microsoft Word-a...l (& Ellen Wang - Inbo. .. “@rtp:fflll.lﬁﬁ.ﬁ.l... |@NE§(§JE;&I ]

Microsoft Inters

O B 106 M
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Address |E§I ipi/£10.168.8.13/ Tobs_brive/BBUY bistrict_04/04-162004/

-] @eo |Links ®

iy Computer
Ay Metwork: Places

New Folder

A

Mame 4 I Sizel Type I Jodified I
iEDAl-lﬁyZDDles.cloc 48.5KE MicrosoftWord D 571172005 9:44 AM,
T 04-162004ad1 doc 27.0KE MicrosoftWord Do, 10/2172004 11:45 ..
T 04-162004ad2 doc ZI9KE  Microsoftwrord Do, 4/5/2005 743 A
T 04-1620040d3 doc 27.5KE Microsoftiword b, 4/22/20057:45 AL
14162004004 doc 28.0KE Microsoftivord b, 4/29/2005 1:09 Phi
T 04-162004ad5 doc TROKE Microsoftviord .. 571272005 742 AM
) 04-162004fw doc 154KE  Mic 2=l
) 04-162004ne doc 695 KE  Mic
@ 04-162004pe doc 17LKE Mije  CopY the selected itemis) to the Folder:
@04-16200452(1“.\100 173KE M
T 04-16 200450012 doc 149 KB Mhic T 8. To save file to the desktop
) 04-162004sp.doc L6 ME  Mic f] besktop . >
merge fxt 377KE T select Desktop folder

9. Click OK
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This 1s what the document
should look like on your
desktop.
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