GaDOE Bus Bid Tabulation Report
Instructions

The Bus Bid Tabulation Report shall be submitted by the local school system to the Georgia Department of Education in accordance with State Board Rule 160-5-3-.01.  The report shall be submitted within 10 business days of the issue of the P. O.  
A separate report shall be submitted for each different bus that is bid meeting Georgia School Bus Specifications upon the issue of a Purchase Order (the P. O. initiates the report – not the receipt of buses).    Each report will allow entry of all the different bids on that particular bus.   

*☺Design Capacity - This number varies according to the type and design of the body. The design capacity passenger rating should reflect the number of passengers the bus body was designed to transport with all school bus seats installed.
*Engine Type – Enter the appropriate engine type.
*☺Number of Units Ordered – Only units that are alike should be on the same report.

*☺Bid Date – Enter the date that the bid was “put on the street”.

*☺Date Ordered – Enter the date that the system issued a Purchase Order to the vendor for purchase of the buses.
*Price Includes Delivery to System – Does price include delivery to local system?  
☺Complete Unit Manufacturer –  Record only when the chassis and body are priced as one complete bus.  Enter the name if “Other” is chosen.
☺Complete Unit Bid Amount – Record only when the chassis and body are priced as one complete bus.  Record the total price for all applicable complete units shown on this report.
☺Chassis Bid Manufacturer – Record only when the chassis is priced separately (not a complete unit).  Enter the name if “Other” is chosen.
☺Chassis Bid Amount – Record only when the chassis is priced separately (not a complete unit).  Record the total price for all applicable chassis units shown on this report.
☺Body Bid Manufacturer – Record only when the body is priced separately (not a complete unit).  Enter the name if “Other” is chosen.
*☺Body Bid Amount – Record only when the body is priced separately (not a complete unit).  Record the total price for all applicable body units shown on this report.
*☺Total Amount – Total cost for all buses shown on this line (Re-enter the “Complete Unit Bid Amount” or enter the sum of the “Chassis Bid Amount” plus “Body Bid Amount”).
☺Distributor – Enter distributor information for bid data shown on this line.  Enter the name if “Other” is chosen.   

☺Add New – Add a new line for each additional bid response on this particular bus.

*Low Bid/Unit – Record the low bid per unit cost.
*Low Bid Distributor – Select the low bid distributor.  Enter the name if “Other” is chosen.
*Award Bid/Unit – Record the cost per unit of the bid awarded.
*Award Bid Distributor – Select the award bid distributor.  Enter the name if “Other” is chosen.

☺Justification of Award Bid – Enter only if low bid is not awarded.

*☺Additional Specified Options? – Do the buses shown on this report have any of the specified options listed below?

Specified Options List – Select all that apply.
☺= Hover definition will display on screen
*  = Data required

Additional Information

Green Check = Save & Exit

Red X = Delete Row

“Summary” = Save & Exit

Use Pull Down Boxes – Prevents Misspellings

Save – Only saves data entered while continuing to be active in the report mode.  GaDOE software is designed to cycle off after 30 minutes.  If you are idle in a report for over 30 minutes you could lose that report (may take you to the log in screen when you “Save and Exit.”  To ensure that you avoid this when working on a report you should perform the 2 step “Save & Exit” procedure below.  This assigns a reference # and the report in progress can be accessed again using “To Access a Saved Report Not Submitted” below. 

Save & Exit - Selecting this will save any data that you’ve entered on the page and return you to the Summary Page.  On the Summary Page you must also click “Save & Exit”.  A reference # will be assigned to the report at this time (be sure you record this number on your records of each bid tabulation report to cross reference the bid). 
To Print – Choose the landscape print option/set margins, etc.  If document does not print while a report is in progress, “save and exit” and then print.  CTRL “P” will also print the document if you run into problems.  

To Access a Saved Report Not Submitted – Go to My GaDOE Homepage. Under “Surveys” click on the “Saved” tab.  Click on the Bus Bid Tabulation Report with the appropriate assigned reference number (be sure you record this number on your paper records of each type of bus on the bid to cross reference).  To edit or add information click on “Edit”.
# of Questions Answered – Will show different numbers in two different places.  This is a GaDOE Software issue so please disregard the top number on the Summary Page.
To Submit a Completed Report – “Save & Exit” from report in progress.  Click on “Submit for Approval” button.

Confirmation of Submittal – When a report has been successfully submitted, the page will display a confirmation message, “This application has been successfully submitted.”  No Superintendent approval is required.

To Access Submitted Report - Go to My GaDOE Homepage.  Under Surveys click on the “Submitted” tab.  Click on the Bus Bid Tabulation Report with the appropriate assigned reference number.

To Delete a Saved Report – There is no way to delete an entire saved report.  If you need to do away with a saved report you will pull it up and re-enter new data on a bus bid.  Just click on the appropriate reference number and edit/enter data for the bus bid.  
To Delete a Submitted Report – Contact your Consultant by e-mail with the reference # to be deleted.

“SAVE” often

“Save & Exit” x 2 in order not to lose data after 30 minutes of inactivity

“SAVE” often

“Save & Exit” x 2 in order not to lose data after 30 minutes of inactivity
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