
HOW-TO GUIDE · BID MANAGER · PART 2

NEW IN SUBTRADE · PART 2

INSIDE
A TENDER
Open any bid and everything about it is in one place: the site on
a map, every date that matters, the GC's contact, your scope
and the drawings. Then mark it awarded or lost.

KNOW IT
Dates, contacts and scope

FILE IT
Every drawing and addendum

CLOSE IT
Awarded or lost in one click



PART 2 · INSIDE A TENDER

THE TENDER
OVERVIEW
Press any card on the Bid Manager board and the
tender opens. The Overview tab is the first thing you
see.

1 Tender header 4 General info

2 Project location 5 Scope of work

3 Project dates 6 Drawings
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01
TENDER
HEADER
TENDER OVERVIEW

The bid at a glance, and the buttons you'll use most.

01 The project name, the general contractor, your contact and the bid number.

02 The bid value and the status on the right. Edit changes any of the details.

03 When the GC makes the call, press Mark as Awarded or Mark as Lost. The card moves
to the right column and your win rate updates.
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02
PROJECT
LOCATION
OVERVIEW MAP

Five tabs, and the site right on the map.

01 Tabs: Overview, Drawings, Estimating, Vendors and Follow-ups.

02 The project location is pinned on the map with the full address.

03 Press Open in Maps to get directions for the job walk.
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03
PROJECT
DATES
OVERVIEW DATES

Every date that matters on a tender.

01 Date invited and the job walk.

02 When RFIs are due and the bid due date.

03 The expected start and expected finish for your manpower
planning.

TIP
The due date drives the countdown on the board
card.
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04
GENERAL
INFO
OVERVIEW CONTACTS

Who you're bidding to and how to reach them.

01 The request type, like a quote, the tender number and
trade names.

02 The general contractor, contact person, email and phone.

03 How many vendor quotes are in, and your estimated
margin.
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05
SCOPE
OF WORK
OVERVIEW SCOPE

Exactly what you're pricing.

01 Scope of Work spells out what's included in your number.

02 Notes for anything else the team should know.

03 Anyone on your team can pick up the bid and know what's in and what's out.
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06
THE
DRAWINGS
DRAWINGS TENDER DOCUMENTS

Every drawing and addendum the GC sent, as it arrived.

01 Press Upload documents to add your PDFs.

02 Use New folder to sort them, like architectural, structural and addendums.

03 Open, download or share any file, or move it to another folder.
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NEXT · PART 3

PROPOSALS, VENDORS
AND FOLLOW-UPS
Part 3 builds the proposal, sends the drawings to your vendors for
pricing, and sets up follow-ups so nothing slips. Questions? Send
us an email and our team will get back to you.

support@subtradesoftware.com
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