Using Drexel Technologies for Printing & Posting Bid Documents

· Contact Information: Distribution@drexeltech.com - 913.371.4430
· Architect/Engineer shall contact Drexel in advance to ensure that bid documents can be posted in a timely manner
· A/E shall upload files to Drexel early enough to allow the documents to be available in the plan room on the scheduled date
· A/E shall verify that the documents are posted to Drexel and available in the plan room. Large files have issues with uploading and emailing so the AE must verify that Drexel has the documents posted. 
1. Go to the Drexel Technologies website: www.drexeltech.com

2. Click on Send Us Files
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3. Click on the Lenexa Location
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[image: ]4. Fill in information 
- Source: select “The files are attached below”
- Distribution: select appropriate method. 
- Dept: Select eDistribution Plan Room 
- Notes:  Enter the number of sets of spec books and drawings needed here. Confirm quantities with Northwest Project Manager. Specify black and white or color. Specify black plastic comb binding. Northwest’s copies should be sent to Northwest via FedEx & billed to Northwest. 
5. Attach Files
Click on “Choose Files” and select files. The selected files will be listed.
6. Click on “Place my Order.”
You will get a pop-up message that the files are being uploaded and a separate message when the upload is complete. 
7. You will receive a confirmation email. 
Go to the plan room to verify that the bid is listed, information is accurate, and documents are available. 
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Drag and drop files and folders here!
Or use the button below to choose attachments.

Place my order
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Order Status....

Order #20130225-028 Complete

"% An email should arrive shortly to confirm your order.

Place another order.

Visit www.drexeltech.com

Close this window.
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> If there are problems with how this message is displayed, click here to view it in a web browser.

om: Drexel Online Ordering <fetcher@drexeltech.com> Sent: Mon 2/25/2
Martin, Ann
bject:  20130225-028 Confirmation, 2 files received.

This message confirms the files and 53:11 pm to Drexel Technologies, Inc. using the following URL

The reference number for this submission is

You may track the progress of your order here

Contact
Name : Ann Martin
Company : Northwest Missouri State University
Addri : 800 University Drive %Purchasing
City : Maryville
State : MO
Zip: 64468
Phone :  660.562.1570
EmailAddr :  amartin@nwmissouri.edu
Originals

Source :  The files are attached below.

Due
Time : 10:00 am
Date : 2/27/2013
Accounting
PO: $201359
ProjName : Millikan Hall
Production

Department : (LX) Black and White
Instructions : Please bind per set on left - 14 pages per set

Delivery
Via :  Ship via FedEx or UPS
Attached Files 2

FINE ARTS_re-roof_scans_sealed.zip
MII I IKAN scans sealed zin





