
HovBros Construction Bid Management Facility

1. Bring up Internet explorer

2. Go to http://hovwebapp.hovhomes.com/onlinebids

Following screen will appear: Screen 01

Please read the message about the site.

Website Instructions will open this document through Adobe PDF reader.

Install Adobe PDF Reader takes you to the website to install the reader if your
computer does not yet have it installed. Please follow the install instructions on the
site.

Install Snapshot Viewer: An option is available to print a worksheet or final bid
from the website. We create that in a “snapshot” document. Before you can view
that, you will need to install the Snapshot Viewer. By clicking Install, you will be
directed to a safe Microsoft site. Once you get there, please click DOWNLOAD and
follow the instructions to install this software.



To Login , Click Login on the left side of the screen.

The following screen will appear. Screen 02

To continue, you will need the username and password that Purchasing has issued to
you. If you do not have it, please call Tracey at 856-235-0262.

3. Enter your Username and Password and click the Log In button.

The following screen will appear. Screen 03

I used Mr. Plasket as an example because of the number of items he has to quote on.
Please focus on the directions and not on the content of the electrical bid.

4. This screen shows the projects we are currently accepting bids on. You will
notice the project Name and the Plan Revision. Please make sure it matches the



plans you are about to quote on. Sometimes there are changes after you have
picked up your set. David or Tracey will assist you if there has been a change or
you have questions pertaining to the current revision. To continue, click the
View Details… next to the project you want to bid on.

The following screen will appear. Screen 04

You will notice on the left a JOB SPECS line has appeared. If you click this, the
Specs Sheet handed out with the plans will appear in PDF format. If you have Adobe
PDF Reader installed on your computer, the Specs sheet will appear. If you do not,
a message will appear asking if you want to install it. Please follow the install
instructions on the Adobe site. Once it is installed, you should be able to reclick the
line and the Specs Sheet will appear.

At anytime, you can also LOGOUT. This will put you back to Screen 02.

5. You will notice there is one trade in the list which can be bid on. Some of you
will have multiples based on how Tracey and Rebecca grouped the bid lines. This
line shows the trade, it shows the last day we will accept bids for this trade. This
is the last date a bid will be accepted. Please submit your bid by this date. The
next item is the status of this line item. It will show as EDIT until you submit or
withdraw it. Then the status will change accordingly. The final column is the last
time you have changed the bid. The system allows you to log in and edit the bid
as many times as you need to. If you have multiple trades in your list, each is
treated independent of the others. Each will also need to be submitted or
withdrawn separately.

The BACK button takes you back to Screen 03.

To continue, please click on the Select Bid… next to the trade you want to edit.



The following screen will appear. . Screen 05

On the left side of the screen, a Standards List option is available. The list of standards
for this trade will appear as setup by Purchasing. If there is not a standards list, this will
not display. By clicking on Standards List , a popup window will appear with the
standards. Please see Screen 07 in this document.

NEW FEATURE: To the left, you will also find a Print Worksheet Button. This button
serves two purposes. 1.) In the beginning, you may want to print a worksheet that can
be used to record your bids per line item and then be used to enter your bid into the
system. Prior to submitting your bid, you can reprint this worksheet for review. 2.)
Once you have submitted, this report can also be used as your copy of the bid. We have
also made this report available through the Bid Report button

To print the worksheet or the bid report, the snapshot viewer must be available on your
computer. Once you click on the print button, you will be prompted with a windows
screen to open or save the .snp file. You want to open it. Once opened, you can print it
to your local printer.

6. TAX: Some trades are applicable to sales tax. On screen 05 you will notice
Material Tax. This means there is at least one line item where sales tax will be



applied to Material. This allows you to enter the material sales tax % here and
then it will automatically carry forward to the line item. Each line item screen
also have the tax % area. If the sales tax % is different for that line item, it can
be changed on each line item screen. If no sales tax applies, the tax items do not
display. If labor was taxable, you would also have an area for labor tax %. 7%
sales tax would be entered as 7, 3.5% would be entered as 3.5

7. The electric bid has 18 different items. This screen shows the first 5 line items to
be bid on. At the bottom of the screen you will see 1 2 3 4 . This represents
the 4 screen sets of 5 items. If you click on 2, item 06 – 10 will show on the
screen.

Toward the bottom of the screen, there is an area for you to enter Overall Bid
Notes. This would be anything you want David or Tracey to be aware of when
considering your bid.



In the bottom part of the screen is a SUBMIT BID button. Once you have finished
entering and checking your bid, you will need to enter the e-mail address you want the
submission acknowledgement to be sent to and click the SUBMIT BID button. The
program will edit your bid to ensure all expected information has been filled in. If it
detects any errors, a message will appear. Once a bid is submitted, you can review it,
print the worksheet, but can not modify it. If you find an error, please call Purchasing
and have them reset the bid. Then you can make corrections and then YOU MUST
resubmit the bid.

Example of Submit



To enter your bid, you will click on the Details… to the left of the line item you
want to enter. Depending on whether tax needs to be charged on the line item, a
Taxable or Non-Taxable screen will appear. Examples of each follow. Lets
discuss the non taxable screen first.

The following screen will appear if Non Taxable. Screen 06 Non-Taxable

This is the bid entry screen for Non Taxable. Lets review the items of importance.

The PRINT button will print this screen. Print Worksheet or Bid Report will print a
formatted report of all bid items. This print button only prints this screen.

The section at the top shows information which will be helpful to define what should be
included in your bid for this item.

The bid for this line item can be entered as “Price for All Models” or “Price By Model”.
“Price for All Models” allows you to enter a bid which will apply to All Models. The
“Price By Model” changes the screen to allow you to enter your bid based on model.
Bids cannot be entered both ways for the same line item.



Our new Builder system needs your bid to be separated by Material and by Labor.
Please enter your amounts accordingly. The total column will calculate once you click
the Save Item # button at the bottom.

Toward the bottom of the screen, there is an area for you to enter Item Bid Notes. This
would be anything you want David or Tracey to be aware of when considering your bid
pertaining to this item. This note is different than the Overall Bid Notes from the
previous screen.

The Save Item # button at the bottom will save your entry.

The Back to Bid Line, don’t save changes button will NOT save any of your entries for
this screen only and go back to Screen 05. There are edits in the screen to ensure all the
information needed is entered. Please use this button knowing it will not save. Any prior
values that were entered will be retained if this button is clicked.

There is a Previous Item and Next Item buttons which will allow you to navigate through
your bid items. The amounts you enter for the item displayed will be auto saved before
moving to the next item. Once you have reached the last item, a message will appear
telling you this is the last item and you can click SAVE to proceed to screen 05 to submit
or print the Worksheet to review.

The amount fields you are to enter have been highlighted in red. This is based on the
option you chose for “Price for All Models” or “Price By Model”.

IMPORTANT: There are some line items which only apply to certain models. If you
have that situation, the screen will highlight only those models which the line item
applies and the Must Select One option will default to “Price by Model”. If your price is
the same for all models, you will need to enter it for each model. An example of this
follows:



Bid Amount for this line is Zero: If this is a no charge item, please click the box to the
right of this message. This will satisfy the edit we have in the system requiring amounts
to be entered where required.

The following screen will appear if Taxable. Screen 06 Taxable

This is the bid entry screen for Taxable. Lets review the differences in the two screens.

First, you will notice that this Line item is from Landscaping. None of the electrical line
items are taxable and could not be used to show the Taxable version of the screen.

To the left, a Material Tax % and a Labor Tax % field has been added. This allows you
to enter the Tax % applicable to the line item.

Amounts are still entered by “Price for All Models” or “Price By Model” as defined in
the non taxable screen. The Tax columns and the Total column will calculate once you
click the Save Item # button at the bottom of the screen.



The amount fields you are to enter have been highlighted in red based on “Price for All
Models” or “Price By Model”.

All other items on this screen are described in the non taxable screen.
This screen shows the Standards List (for electrical). Screen 07

This screen appears when you click the Standard List line. Please remember that it will
only be available if Purchasing has setup a standards list for the trade you are bidding on.

The Print button will print this screen.

The Close/Go Back button will close this screen.



WITHDRAWING A BID:

Once you have submitted a bid, you have the opportunity to withdraw it.
Withdrawing it means you do not want it to be considered by Purchasing during
the award process. Purchasing will be aware of your withdraw. If you have
submitted your bid and found an error, please do not Withdraw the bid to correct
it. Purchasing will assist you in case of an error. This button means you are
withdrawing your submission.

Example of Withdrawal Screen:



The withdraw button should only be pressed if you are not bidding on this job. Once you
withdraw your bid, the following screen will display if you go back into the site after the
bid has been withdrawn.

Example of Screen after bid withdrawn:

Thank you for taking the time to review this document. If you have any questions,
please call our Purchasing Department at (856)-235-0262.

If you have any comments or recommendations which will improve this process, please
let Tracey know. We want to make this process as easy to use as possible while ensuring
the quality of the information submitted can be used to efficiently evaluate your bid.

*** end of document ***


