DFD AE Monthly Selection
Letter of Interest Document Upload Instructions

Overview
The instructions below represent a click-by-click process for Architects/Engineers to upload a letter of interest for one or
more Monthly Selection projects.

Step 1:
View projects listed on the DOA Website, under the “Current A/E Selection Opportunities — Under $5 Million”

A/E Selection https://doa.wi.gov/Pages/DoingBusiness/AE Selection.aspx
Quick Links For important news and updates, click hefe.
* State Building Program . : " - : . : - e
s State Construction Projects A WisBuild login is required to express interest in the projects listed below #See the Summary of A/E Opportunities
o Current A/E Selection web page and the Registering/Maintaining your A/E Data Record web pagyffor additional information.
Opportunities

Construction Project Bidding Small Projects - $600.000 or Less
Small Projects Program

DFD Document Library ) .
WisBuild - Login Screen In order to be considered for projects under $600,000, the A/E m

data record and upload a Consultant Fee Schedule.

t indicate interest in small projects in their A/E

Monthly Selection - $600,000 to $7.4 Million

Contact Us » Current A/E Selection Opportunities - Under $7.4 Million

Ma,'_"_]g Address . Instructions for Uploading a Letter of Interest
Facilities Development « A/E Solicitation Resuits - Under $7.4 Million
PO Box 7866

Madison, WI 53707-7866

Major Project Selection - $7.4 Million and Above
* Current A/E Selection Opportunities and Results - $7.4 Million and Above

Street Address
101 E Wilson Street, 7th Floor
Madison, WI 53703

Email
A/E Consultant Selection



https://doa.wi.gov/Pages/DoingBusiness/AE_Selection.aspx

Step 2:

Click on the Project Title for the project(s) of interest to view the Project Description and the AE Solicitation

Document.
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Selection Committee Meeting Agenda
Agenda Last Updated 2/16/2018 2:30:08 PM
Next Selection Committee Meeting, Thursday, March 01, 2018, 9:00 a.m.
This agenda is tentative. It may change at any time and may not reflect the final agenda.
This agenda is only intended to give some advance notice where possible to AEs.

Interested A/E's shall indicate their interest and submit their letters of interest no later than
Monday, February 26, 2018, 12:00 PM, noon.
This web page will not be available after that time.

To obtain more information on a given project, click on the project title.
You may then proceed from that point to express interest.

For detailed instructions on how to upload a letter of interest, please
click the following link —-> AE Letter of Interest Upload Instructions

The words "Yes" or "No" below indicate whether you have expressed interest
thus far for the given project. To proceed directly to indicate interest,
please click on the words "Interest Letter Submittal” below.
You will be advised to login using your WisBuild account or,
if you don't have a WisBuild account, you may create a temporary one at that point.

Project PROJECT
No. hUsl BUDGET
18A2A 1. University Houses Clay Tile Roof Replacement  Interest | etter Submittal
UNIVERSITY OF WISCONSIN - MADISON CAMPUS
Project Description(s):

52,766,000 - Approved through Design

2. UW Superior AE On Call  Interest | etter Submittal

APPROVED
THROUGH

1r2r UNIVERSITY OF WISCONSIN - SUPERIOR CAMPUS
Project Description{s):
510,000 - Approved through Study
Step 3:

Review the Project Details and the attached AE Solicitation Document.
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Project Description

Project No. 17L2F
Agengy UNIVERSITY OF WISCOMSIN
Institution SUPERIOR CAMPUS
Title UV Superior AE On Call

Description
Delegation:
Attachments: ygme Date Type
17L2F _AE Senice Reguest pdf 2/16/2018  AE Solicitation Document

AEs who expressed an interest in designing this project.

Step 4:
Create a letter of interest for each project of interest and save to your local computer.
Please note the following when creating your letter(s) of interest:

e To submit a letter of interest, you will need to create one letter of interest in either doc, .xls, .pdf., or .rtf format
ONLY for EACH project you are interested in.

e The title of the document must NOT include spaces, apostrophes, or other special characters.

o The size of the letter of interest you send may not exceed 10MB. File sizes larger than this will not be able to be
uploaded. Please check your file size before submitting.

e [tis important that you prepare your letter(s) of interest BEFORE logging in to WisBuild under Step 6

Step 5:
To upload your letter of interest, click the “Interest Letter Submittal” link under the appropriate project
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Selection Committee Meeting Agenda
Agenda Last Updated 2/16/2018 2:30:08 PM
Next Selection Committee Meeting, Thursday, March 01, 2018, 9:00 a.m.
This agenda is tentative. It may change at any time and may not reflect the final agenda.
This agenda is only intended to give some advance notice where possible to AEs.

Interested A/E's shall indicate their interest and submit their letters of interest no later than
Monday, February 26, 2018, 12:00 PM, noon.
This web page will not be available after that time.

To obtain more information on a given project. click on the project title.
You may then proceed from that point to express interest.

For detailed instructions on how to upload a letter of interest, please
click the following link —= AE Letter of Interest Upload Instructions

The words "Yes" or "No" below indicate whether you have expressed interest
thus far for the given project. To proceed directly to indicate interest,
please click on the words "Interest Letter Submittal” below.
You will be advised to login using your WisBuild account or,
if you don't have a WisBuild account, you may create a temporary one at that point.

Project TEM PROJECT APPROVED
No. BUDGET THROUGH
18428 1. University Houses Clay Tile Roof Replacement Interest Letter Submittal
UNIVERSITY OF WISCONSIN - MADISON CAMPUS
Project Description(s):
$2.766,000 - Approved through Design
17L2F 2. UW Superior AE On Call  Interest | etter Submittal
UNIVERSITY OF WISCONSIN - SUPERIOR CAMPUS
Project Description(s):
510,000 - Approved through Study
Step 6:

Log into WisBuild using your WisBuild username/password.

If you cannot remember your password, click the “Forgot Your Password” link and your credential will be sent via e-
mail. If you do not have a ‘permanent’ WisBuild account, you may request an account at
https://wisbuildnet.wi.gov/(S(p1tivuuitalmysqnhqlzo0sm))/public/request_user.aspx and your credential will be

issued and e-mailed to you within 1-3 business days.

Please note that if you have multiple offices, be sure your letter is uploaded through the WisBuild office

username/password that is providing the majority of the work.

Alternatively, you may also establish a WisBuild temporary account, which can be used immediately, by clicking the
“temporary WisBuild login” link and following the process in the optional Step 7 below.



https://wisbuildnet.wi.gov/(S(p1tivuuitalmysqnhqlzo0sm))/public/request_user.aspx
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Log In For an AE to
Express Interest in Project No. 18A2A

Tuesday, February 20, 2018

If you have a Permanent WisBuild login, please enter your WisBuild user name and password
in the boxes below. Otherwise, click on the link below the submit button to create a

temporary login.

Note: If your firm has worked with DSF in the recent past, then your company probably
already has at least one WisBuild login account. In that case, DO NOT USE THE TEMPORARY
LOGIN LINK BELOW. Find out in your firm who has an account and ask that person to create

WisBuild account for you or to use that person’s account to indicate your firm's interest.

Forgot Your Password? /

Enter Permanent WisBuild User Mame: |ae_login |

Enter Permanent WisBuild User Password: |"u"“ |

Submit \

Otherwise click here to add a new AE to the list of those interested in this project or to use
your temporary WisBuild login to do the same.

.. BUILD

Wisconsin Department of Administration
Divisicn of Facilities Development
101 East Wilson Street
Madisgn, Wi 53707

21989, 2000

Step 7 (Optional):
For those seeking to establish a “Temporary WisBuild login,” complete the required fields on the form and click

“Submit Data for Temporary WisBuild Account” button. Your desired login username/password should be available to
use immediately
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Temporary AE Legin to WisBuild to Express Interest in a Project
Tue sy, February 20, 2013

Note:  If you hawe a temporary WisBuild account,

then fill in your temporary user name here:l |

and fill in your temporary user pasword here:l |

Login With Tem porary ID

R

Otherwise, to create a new tempomry WisBuild account to indicate intered in specific
projects fill in the information below. If your tempomry account isapproved, then the user
name and password you enter below will become your actual name and password. You will
receive a notification email from the WiBuild Adminidrator when your account is
approved. Thisapprowal will probably cccur after the solicitation deadline. Meanwhile, this
temporary account will let you indicate interest in gpecific projectsand the DSF Contract
Officer will be notified of s=ame.

Please be sure to make note of the temporary login passaword you are using. You may use
this same login password to re-enter the sysem at anytime before the solicitation deadline.

Hote: Informaticn below that must be entered is indicated with a !

!CCI'HP-EI‘I!,I’ Hame: | |

!Curnp-an!,r Addressl: | |

Company Address2: | |

!Eurnpan!.rCit],r: |
!Curnpan!,r State: I:I

ICompany Zip Code: ||
comsany Contt ]
Phone No.: Lee fomat: 6052665649

Minority Busness
Enterprise?: ®neo

cl ¥es

!Contact Mame: Firg: | | Last: | |

!U=r Exmail Address | |

} . . Lger hame mud l:flr_l' l:’:flﬁl:l'aprﬁmﬂﬁm
“Desired Login User | | chamcersand MUE be & kad 5 GaEdes b kngh

Hame: and canmolexeed 20 chamcers

] . . Leer Pamwor may aly-- - U’a'ma’luﬂerb
-Desired Login User | | cnamcersand Dedal aredemand mud b2 3 kad

Passawrond: 7 chardes In lengihand cannof exceed 20
chamoters The pasawond cannol match T logon 10
] . Paaworscan nol Include e Indiidualsird oriag
-Re-enter Desired | | name. Al lead one AUMEn: orpecial cEmder i
Legin User Password: reguired In he v o

Please be sure to make note of the temporary login password you are using. You may use
this same login password to re-enter the sydem at anytime before the solicitation deadline.

| Submit Data for T emporary WisBuld Account | | QearEnered Dam

Step 8:
A full list of projects on the monthly agenda should appear, with the “Interested?” indicator set to “No” for each
project by default. Click on the title for each project of interest to view the project details, indicate your interest, and

upload your letter of interest.
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List of Projects on the DSF Selection Committee Meeting Agenda
in Which Oneida Total Integrated Enterprises (OTIE) has Expressed Interest
Next Selection Committee Meeting, Thursday, March 01, 2018, 9:00 a.m.

This agenda is tentative. It may change at any time and may not reflect the final agenda.
This agenda is only intended to give some advance notice where possible to AEs.

Interested A/E's shall indicate their interest and submit their letters of interest no later than
Maonday, February 26, 2018, 12:00 PM, noon.
This web page will not be available after that time.
All submittal transactions must be completed and the final submit button pushed
before 12:00 PM. Any actions after that will not be recorded by WisBuild.
Current date/time is: 2/20/2018 1:58:53 PM

If you are new to this process, please go the Summary of A/E Opportunities Page
and read the item titled: Monthly Selection - $185,000 to 35 Million_

That section describes information important to making your selection to express interest in projects.

To obtain more information on a given project, click on the project title.
You may then proceed from that point to express interest.

The words "Yes" or "No" below indicate whether you have expressed interest
thus far for the given project. To proceed directly to indicate interest,
click on the word "Interested” below. You will be advised to login using
wour WisBuild account or, if you don't have a WisBuild account,
you may create a temporary one at that point.

Project ITEM PROJECT APPROVED
No. BUDGET  THROUGH
1. University Houses Clay Tile Roof Replacement  Interested? Mo
18A2A UNIVERSITY OF WISCONSIN - MADISON CAMPUS £2.766,000 Design

This project replaces damaged clay tile roofing and associated roofing items.

2. UW Superior AE On Call  Interested? No
UNIVERSITY OF WISCONSIN - SUPERIOR CAMPUS
1712k Project to provide "A/E consultant on-call” senvices in accordance to DSF "POLICY $10,000 Study

and PROCEDURE MANUAL for ARCHITECTS/ENGINEERS and COMSLULTANTS®™.

Step 9:
On the Project Description page, you may view the AE Solicitation Document (optional) under “Attachments.”
To express interest in the project and to upload your letter of interest, “Click Here to Express Interest in This Project”
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Project Description

Froject Me. 17L2F
Agengy UNIVERSITY OF WISCONSIN
Institution SUPERIOR CAMPUS
Title UW Superior AE On Call

Description
Delegation:
Attachments: ngme Date Type
17L2F  AE Sewice Reguest pdf 2/18/2018  AE Sclicitation Document

AEs who expressed an interest in designing this project.

MNone

Click Here to Express Interest in This Project

Step 10:

e To express interest in the project, select the “Yes” radio button under the field entitled, “AE Interested In

Project?” Please note that you cannot upload your letter without first indicating ‘Yes’ for your interest in the
project.



e To upload your letter of interest, click the “Browse” button to locate your letter of interest previously created and
saved to your local computer in Step 4.

e Once located, click “Open” within the dialog box

e Confirm that the file path for your letter of interest appears in the space provided

e Click the “Submit/Upload” button.
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Project Description

Project No. 17L2F
Agency UNIVERSITY OF WISCOMNSIN
Institution SUPERIOR CAMPUS
Title UW Superior AE On Call

Description

Checking "£s" will allow your interest to be indicated to and visible by DSF staff and
by state gfency staff only. Other consultants will not be able to view your indicated
interest At you have previously indicated interest in this project, checking "™Mo" will
removg/your company name from this interest list.

) Yes @ MNo

AE Interested
in Project?

As a minimum, letters of interest should indicate the project number and describe any
prior experience with similar projects, familiarity with the site, soonest availability of
the firm to begin work on the project, and/or any special qualifications of your firm or
team. Letters of interest may be submitted ONLY in the following file formats: .doc,
xls, pdf, .rif. Please be sure your file document contains one of these suffixes before
Upload uploading. You have the option of deleting and/or uploading a modified file document
Letter at anytime before the solicitation deadline.

of Interest?

e cannot include
ns (dashes) in the
loading your

Note: File must be less than 10 MB in size and the file n
spaces, but can include underlines (underscores) and hyp
place of spaces. Please check your file size and title before
document.

Browse...

Submitted/

Update Date No record yet.

Submit/Upload!

Step 11 (Optional):
Once a letter is uploaded, you may be prompted to update your AE Data Record. After
updating your AE Data Record, you will be returned to the Meeting Agenda page.



