
Add users to bidVAULT group

In eGram, select the users that need to be able to send 

projects to, and open projects from, bidVAULT.



Setup planholder/bidding terms
Add customizable bidding terms that a planholder must select when 

they download plans; found in System Settings in eGram 

Administration (for use ONLY with planholder option #2).



Bid Dates and Schedule of Prices

The information entered into the Ad for 

Bid will determine if when the project is 

available on BidVAULT and when the 

bid opening date and time will be



Guided interface for adding 

projects to BidVAULT

Select payment terms, 
schedule of prices, bid 
documents, and click 
on FINISH to sync 
project details to 
BidVAULT.  

If project is part of a 
contract, only sync 
one of the projects to 
Bidvault.  

If part of a contract, 
you will also see 
additional schedule of 
prices by contract 
options in Step 3.

Select documentation to 

electronically populate and sign as 

part of the bid process



Using eGram, add, edit and re-

sync project setup on BidVAULT
‘Edit bidding setup’ 

allows you to change: the 
bid/date time, bid 
available date, the 
schedule of prices, and 
cost.

‘Re-Syncing projects’ will 
update changes made in 
OneOffice to the bidding 
setup.  You will need to 
Re-Sync the bid if you 
add/remove items or 
add/remove projects in 
the contract.

You do not need to ‘re-
sync’ projects after 
adding addendums.


