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Procurement – Smart Spec – Prime Designer 

 

  
. Prime Designer 
1. Using link https://biddocsonline.com/login.php?from=/smartspec/login .  Logon onto BidDocs. 

If this is first logon, complete the Profile on the Home Screen. 
  
 

 
  
  

https://biddocsonline.com/login.php?from=/smartspec/login
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2. Click Acknowlege Terms and Conditions.  Read information so you understand expectations and 

requirements. 
  
3, Click Update My Acocunt when finished. 
  
  
Note: This information will populate to the Design Documents. 
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4. You will be asked to Login once your profile is complete. 
  
 

 
  
  
5. Once on the Home Page – go to Other Services and choose  Smart Spec from Drop Down. 
  
 

 
  
  
6. Your Active Projects will be visible.  Click on the appropriate project and continue. 
  
 

 
  
7. 
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8. Management Team and Reviewers.  This can be expanded by clicking on plus sign and reviewing the  

information listed. 
  
 

 
  
Note: The University has determined the group Permanent Reviewers will receive all projects for review. 
  
9. Design Team can be expanded by clicking on plus sign.  
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10. Click on Edit for Prime Designer Team to add information. 
 

 
  
11. Click Save once completed. 
  
12. Click on Edit for Consultants to update/ add information for consultants.   
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13. Click on Add Discipline to add additional discipline/consultants if needed.  Click on Remove Discipline 

to eliminate unnecessary disciplines.  Click Save once completed. 
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 Smart Guide Section 
 

 
  
14.  Project Details can be expanded to review information. 
  
 

 
  
15. Project Schedule and Bid Dates can be expanded to review information. 
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16. Project Overview can be expanded to update required information by clicking on edit. 
  
 

 
  
17. Provide appropriate information and click Save when complete. 
  
 

 
  
Note: Standard deposit is $50.00 
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18. Summary of work can be expanded to update required information .  Clicking on edit for each field 

that requires update, then click Save. 
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Note: Special Projects Requirement should ONLY be used to capture details not contained elsewhere in the 

form.  Thi sfield is limited to 2000 characters. 
  
19. Filed Sub-Bids(FSB)  can be expanded to update required information .  Click on edit for each field that 

requires update, then click Save. 
  
 

 
  
  
20.  Click on No  if appropriate.  Then Click on Save.  
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21. Click on Yes if Appropriate, then click on Add/Delete Sub-Trade.  Click on Save once completed. 
  
 

 
  
22. Check the appropriate choices then click Save. 
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23. Temporary Facilities  can be expanded to update required information .  Clicking on edit to update, 

then click Save. 
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24. Update questions as appropriate, responding No/Yes as needed and deleting items not required. 
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 Specification Section 
25 Front End  can be expanded to view all  forms posted to the project.  Click on the form link or VIEW to 

see the specific document. 
  
 

 
  
Note: Wage Rates will be pulled by UML Procurement Services. 
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26. Division 1 – General Requirements can be expanded to view additional documents.  Click on view and 
document will open in new tab. 

 

 
 Drawings Section 
  
  
27. 
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28. To upload a Drawing Click on Add Drawing 
  
 

 
  
29. Enter the Drawing # and Drawing Name.  Click on Choose File, a Browser window will open.   

Choose Drawing as you would for any upload.  Click Save. 
  
Note: You need to add each file individually and they should be in PDF format. 
  
30. Once drawings are saved, they can be viewed or modified (replaced) or deleted by clicking on the 

appropriate links.  If you want to change the drawing order use the arrows at end of row to move up or 
down in list.  Once Completed Click on Save Drawing Order 
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31. Once you have completed updating the project and determine it is ready to submit, click on Create 
Submission. 
 

 
  
  
  
32. 

 
  
33. Select type of submission from drop down.  Enter Submission date by using calendar feature.  Add 

remarks as needed.  If additional Documents are required click Add Documents. 
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34. 

 
  
Note: Remarks section should include the Review Deadline of when they will need comments back for 

submission. 
  
35. Click on Preview to do a final review of Project befor it is submitted.  Making sure all items are correct, 

drawings are included and all requirements have been met.  The preview may vary depending on 
Submission Type. 
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 Design Submission Log 
  
36. Design Submission Log will show you history of current project submissions . 
 

 
  
37. To see all Reviewers History of Comments.  Click on Concept to view the Comment documents 

uploaded by each person. 
 

 
Note: Send to Bidding only becomes active when Procurement Services has completed entry upon receipt of 

Form B.  Form B must be submitted at least 2 weeks prior to anticipated Bid Publication Date. 
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