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Guide Overview | 
Unity Construct’s Bidding Module enables online bidding and bid opening, offering several key benefits: 
 

• Broader bid coverage: Reach more contractors and drive more competitive pricing. 
• Streamlined document exchange: Upload, distribute, track addenda, plans, and RFIs in real time. 
• Cost savings: Eliminate travel and shipping expenses by centralizing everything online. 
• Improved transparency: Audit trails and status dashboards give you instant insight into who’s viewed, 

downloaded, and submitted bids. 
 
While Unity Construct includes electronic bidding functionality, project advertisements are managed through the 
FPD website. Contractors will access bid information directly from the FPD site and, depending on the project 
type, will be routed to either our bid portal or the contractor’s portal (as with MCA projects). 
To keep both systems synchronized, an integration between Unity Construct and the FPD website runs hourly. 
 
*For any Request for Qualifications, please contact Vickie Moore to update the construction bids advertisement 
website.  It will appear on the bottom of the website. 
 
Advertisement Lifecycle Overview 
You’ll use a combination of Project Detail information and the Bidding Module in Unity Construct to complete 
each task. 
 

Advertisement Lifecyle Matrix 

 
 
 
Note: MCA projects will be automatically removed from the Projects in Design table on the bid advertisement 
website once the Est. Bid Opening Date on the Project Details page has passed. 
 
 
The following are the high-level steps to move a project through the advertisement lifecycle. This overview outlines 
the key actions required at each stage: 

• Projects in Design: 
Complete the required fields on the Project Details page. Once the Est. Advertisement Date is set and 
the Project Status is “Design,” the project will appear under “Projects in Design” on the FPD website. 

• Current Advertisements: 
Create a Bid Package. When the Bid Open Date is reached, the advertisement will automatically move to 
the “Current Advertisements” table and be removed from the “Projects in Design tables.”  

• Recently Opened: 
After the Bid Open Date in the Bid Package has passed, the project will move to the “Recently Opened” 
section. It will remain listed there for 90 days. 

• Remove from Website: 
Projects listed under “Recently Opened” will automatically be removed from the website 90 days from the 
Bid Open Date. 
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1. Projects in Design (DBB, Prequalified Healthcare and MCA) 
Displaying a project on the FPD Website is a simple process—only a few key data fields on the Project Details 
page need to be completed and updated. 
 
Helpful Reminder: 
While working in Unity Construct, you’ll see a warning/instructional message directly above the Est. 
Advertisement Date field on the Project Details page. This message outlines the key fields required to list your 
project under Projects in Design on the FPD website. Be sure to review this section to ensure all necessary 
information is entered before advertising your project. 
 
BID ADVERTISEMENT INSTRUCTIONS:  

If an Estimated Advertisement Date is entered below and the Project Status is set to “Design,” the project 
will be posted to the Web Advertisement Page. Based on the Project Delivery Method, it will appear in the 
appropriate Projects in Design table, using the Project Description entered above. 

 
 Projects in Design Instructions 

To list your Project in Design on the FPD website, navigate to your project, click Edit, and update the 
required fields: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Project Delivery Method determines which table your project will appear in on the advertisement 
page. Additionally, for MCA projects, the Est. Bid Opening Date will trigger their removal from the 
advertisement page. Once all required fields are updated, the advertisement page will refresh during the 
next hourly integration cycle. 

 

 

 

 

 

 

 

 

Set Project Status 
to Design. 

Update Description 
as needed. 

Select appropriate Project 
Delivery Method. 

Enter the Estimated 
Advertisement Date. 

MCA Projects Only uses the Est. Bid 
Opening Date to remove from Projects in 
Design. Once the date is passed, the project 
will be removed. 
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2. Current Advertisements (DBB, Prequalified Healthcare and CMR) 
To transition your DBB or Prequalified Healthcare project into the Current Advertisements table or to 
post your CMR project, you must create a Bid Package. The Bid Package both updates the 
advertisement web page and manages your online bidding process.  
 
This will move to Current Advertisements in the next integration cycle once the Bid Start Date/Time 
passes. 
 
How to create a Bid Package: 

1. Navigate to your project in Unity Construct. 
2. In the left-hand Project Menu, select Bidding Module. 

 

 
 
3. Click Add Bid Package and complete the required fields (e.g., Package Name, Advertisement 

Dates, Bid Due Date, etc.) as outlined in step 4. 

 

Existing Bid Packages to 
open or edit. 

Click to Add Bid 
Package to add a 
new Bid Package. 
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4. After clicking Add Bid Package, you will need to complete the required fields. 
 

 
 
 
 
 

 
 
 
 
 

  
 
 
 
 
 
 
 

Enter a Bid Package Name (e.g., 
“Project Name”). Avoid using special 
characters such &, *, #, etc. 

Provide a short summary of the project 
scope or any special instructions for 
bidders. This section should highlight key 
details that bidders need to know before 
reviewing the full documentation. 
Refer to the sample in the appendix for 
formatting and content guidance. 

Set the Bid Due Date/Time: This is the official bid 
opening date and time. Bidders must submit their bids 
before this deadline—once it passes, the system will no 
longer accept submissions. Be sure to clearly 
communicate this cutoff to avoid any confusion or late 
submissions. 

Set the Bid Start Date/Time: This is the date and time 
when the bid portal will open and allow bidders to begin 
viewing documents, asking questions, and preparing 
their submissions. Make sure this is aligned with your 
planned advertisement schedule to ensure timely 
access for all bidders. 

Check the box to Allow Public Bids: This option is typically used for 
most bid packages. Once the bid package is saved, a public hyperlink to 
the bid portal package will be automatically generated. You’ll need to 
copy this link and paste it into the Bid Package Description field above 
to ensure it is visible and accessible on the public advertisement page. 

This will appear after your initial save: 
 
 
 

You will need to click on Copy to Clipboard, then edit your bid package to copy this into the Bid Package 
 

 
Populate these fields if you plan to have 
a Pre-Bid Meeting. This can be a Zoom 
or Teams  meeting. 

 

These fields are optional. Complete as 
needed. 

Bidding Contact has permissions to edit the Bid 
Package and will receive emails to Q&A. 



 

5 | P a g e  
 

 
 
 
 

 
 

 
 
 
 

 
 
 
Note: Sections 3 and 4 below are primarily performed after the Bid Opening Date has passed. 
Important: Do not close your Bid Package until you have fully completed Section 3. 

This will be selected by default and is required to allow online bidding. 

You can require these documents to be 
uploaded before the bid can be submitted. 
Move the desired documents to the 
Selected Custom Fields on the right. 

Please select both the Bid Document and Bid 
Response folders. After clicking Select Folder, 
navigate to 45 Bidding and Proposals and 
choose the appropriate subfolder as outlined in 
this example provided. 
 
Note: 45.01 Bid Documents is a public folder to 
allow bidders access to the bid documents. 

Leave the default as this isn’t currently configured. 

Please select the appropriate Project 
Delivery Method and add the 
Estimated Construction Cost.  

 
 

                              Please ignore - Bid Scope Custom Field are not used. 

Navigate to the Document 
library, 45.01 Bid 
Documents, and Copy the 
Public URL and Paste 
above in the Public Bid 
Documents data field. 



 

6 | P a g e  
 

3. Recently Opened Bids (DBB and Prequalified Healthcare) 
Your project listed under the Current Advertisement will automatically move to the Recently Opened Bids 
section once the Bid Open Date (from the Bid Package) has passed. To ensure accurate and complete 
information is shown on the Bid Advertisement page, you must update the following custom fields within the 
Bid Package. These fields populate key columns on the advertisement: 
1. Bid Awarded To 
2. Bid Award Amount 
3. Date Contract Awarded 
4. Bid Results Folder URL (Bid Tabulation link) 
 
 
For Steps 1, 2 and 3 listed above, please navigate to your Project > Bidding Module> and click on your Bid 
Package. Click Edit in the upper righthand corner and scroll down to the Custom Fields and update the 
following fields:  
 
 

 
 
 
 
Step 4, final step, you will need to create and post a Bid Tabulation document, which will be pushed to the 
Advertisement website through hourly integrations. Use the following steps to export and update the Bid 
Tabulation document from the Bid Package.  
 
 
Steps to Create and Post Bid Tab Document.  

1. Navigate to your Project > Bidding Module > and click on Bid Package to open it. 
2. Click on the Bid Tabulation tab. 
3. Click the Export button in the upper right corner and open the excel file from your downloads 
4. Click on Enable Editing and format the excel file  to your preference: 
 

 
 
 Here is an example of the one above formatted: 

Add the Contractor to the Bid 
Awarded To field. 
 
Add the Bid Award Amount. 
 
Add the Date Contract Awarded 
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5. Save the Bid Tabulation Document to the Public Bid Folder in your project: 
 

 
 
6. Click on the Properties of the Document you just save and copy the Public File URL link:  
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7. Open the related Bid Package and click Edit. Then paste the Public Link in the Custom Field Bid 

Results Folder URL: 
 

 
 
 
 
 
 

4. Remove from Website (DBB and Prequalified Healthcare) 
This step is also automated — projects listed under “Recently Opened” will automatically be removed from 
the website 90 days after the Bid Open Date. 
 


