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Procurement – Smart Spec – Project Administrator 

  
  
1. 
 

 
 
 

2.   Using the link https://biddocsonline.com/login.php?from=/smartspec/login . Login to your account.  

 Creating a Project 
  
3. Click on Create Project. 

 
  
4. 
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5. 

 
  
  
6. The Project Administrator will default in as your email. 

Select Template Type and Awarding Authority Name from the drop down values.   
 

Note: The only Template Type currently available is UML_149.  More templates may be added in the 
future use. 

  
7. Project Name should use the convention of Building Formal Name – Project Name, i.e. Wannalancit – 

Bathroom Code Updates.   
 

Note: Project names can be the same as is used in Team Dynamix for consistency and mapping. 
  
8. Check the box “I have read and accept terms and Conditions”. 

Click Process Order. 
  
9. 

 
  
10. Review information then  click Confirm and Continue.  If changes are needed, click Back and make 
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updates. 
  
 Project Team Section: 
  
11. 

 
  
12. Populate Alternate Administrators and Prime Designer by clicking the Edit buttons for each section. 
  
13. To assign a Project Manager and additional reviewers, click  Edit box in Preassigned Reviewers section.  

Check appropriate reviewers then click SAVE. 
To add someone not on list of Reviewers, click Add Reviewer. 
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14. Enter Email address in box provided and click SAVE. 
  
 

 
  
15. Design Team will be populated by your Prime Designer. 
  
 

 
  
 Smart Guide Section 
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16. 

 
  
17. Each section can be expanded by clicking on Plus sign.  Then Click on Edit.  Fill in fields as appropriate. 
  
18. 

 
  
Note: Site #1 is primary project address.  The address will default from the building selected.  If building is 

not listed in the drop down, please contact BidDoc to have added to configuration. 
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19. 

 
  
Note: Project Schedule and BID Dates will be completed by Procurement Services after Request for Bid 

Form B has been submitted and approved.   
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20. 
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21. 

 
  
22. Drawings and Design Submission Log will become populated later in the process as the Designer  

updates the project.   
  
23. Active Projects will display your current project list. 
  
 

 
 

  
 


