


Doc Express Overview for Contractors

This document will provide information necessary to understand the basics of Doc Express and how it will be used within the Agency of Transportation.  Other more detailed information is also provided in a separate document.  The topics covered in this overview document are as follows:

1. General Information 
2. Responsibilities
3. New Company Needing Access to Doc Express
4. HELP and Contacts within the Agency of Transportation
 
1. [bookmark: Section111301]General information
 
This specification contains requirements for collection and management of electronic documents through the use of Doc Express at https://docexpress.com. Doc Express is a web based document management program which accepts electronic documents and provides security as appropriate for each submittal.
 
VTrans will perform setup of Doc Express in accordance with project requirements. The Contractor and their subcontractors and suppliers, will be required to use Doc Express to submit all contract required documents, such as Working Drawings as defined in subsection 105.03 of the 2011 Standard Specifications for Construction, Progress Schedules, Mix Designs, Weld Procedures, Requests for Information and Erosion Control Plans.  The notable exceptions where Doc Express is not the required tool will be payrolls and material acceptance requirements.  The entire submittal and review process will occur within Doc Express.
 
Costs associated with the use of Doc Express are incidental to Mobilization (note that there is no cost to receive a Doc Express account or use the service for the Contractor). Contract item progress payments may be withheld until documentation is provided as defined in this specification.
 
[bookmark: Section111301A]A.    Structure.
The framework utilizes basic contract drawers to store project documents.
 
Within each drawer are Types used to group similar items together. A complete listing of the Types in each drawer can be seen when submitting a document to that drawer in Doc Express and in other documentation provided.
 
[bookmark: Section111301B]B.   Security.
As requested, each user within an organization will be assigned an account within Doc Express by their own organization. Access to Doc Express will be tracked through the use of the user’s unique email address and password. User permissions will be defined within Doc Express for each specific contract.  
 
1.   Prime - The Contractor will be assigned Prime permission to submit documents and view all documents submitted into Doc Express - including those submitted by VTrans and users with an Associate level permission.  The Prime can grant access to all Associates to all drawers as they feel appropriate. 
 
2.   Associate - Subcontractors and suppliers will be assigned Associate permission by the Prime which will authorize any user associated with the respective subcontractor or supplier to submit documents but can view only those documents submitted by that respective entity. An Associate user is not able to view documents submitted by VTrans, a Prime, or other Associate user.  
 
3.   Reviewer - Reviewer permission allows the user to only view all documents and will typically be assigned to those that will oversee the specific contract, but are not responsible for daily tasks. 
 
4.   VTrans - A formal permission level is not assigned. VTrans staff have the ability to submit, receive, audit, or reject a document.
 
Documents submitted into Doc Express are secure. Security of the program will not allow modifications to a submitted document by any user. The user, or another user within the organization, who submitted the document may delete the submittal from Doc Express as long as the document has not been received, rejected, or had a comment attached.
 
[bookmark: Section111301C]C.   Document Formats.
      Doc Express will accept all formats of electronic documents including, but not limited to, Microsoft Excel files, Microsoft Word documents, Adobe Portable Document File (PDF), Tagged Image File (TIFF), and Joint Photographic Experts Group (JPEG).  We do not accept Microsoft Outlook messages (MSG) at this time.  The maximum size limit of a file is 50 MB, but uploading and opening of the document will take longer as the file size increases. Preference should be given to smaller file sizes whenever possible.
 
2. [bookmark: Section111302]responsibilities
 
[bookmark: Section111302A]A.    VTrans.
 
1.   Contract set-up including drawer and type creation within a contract with applicable Prime, Associate, and Reviewer permissions. 
 
2.   VTrans will submit to the appropriate drawer and type, some key construction related documents generated by VTrans including but not limited to the Contract, Contract Plans, Project Special Provisions, and Written Orders.  Other documents may be added throughout the construction phase.
 
3.   Review and verify that the documentation submitted meets the applicable submittal requirements. The review of documents will be made promptly from when the documents were able to be verified. Contractor payment may be withheld for contract documents not submitted.
 
[bookmark: Section111302B]B.    Contractor.
 
1. Verify subcontractors and suppliers involved with the project have access to the contract in Doc Express. Add any subcontractor or supplier which was omitted from the set-up performed by VTrans.

2. Submit electronic documentation per Type defined in Doc Express. Each electronic submittal may contain multiple pages of documentation but shall provide information required for the specified type only. 

3. Notify the Doc Express Agency Manager if an appropriate Type is not available for the submittal to be sent.

[bookmark: Section111302C]C.    Shared VTrans and Contractor/Supplier Responsibilities.
Doc Express will store final versions of documentation required for the contract. Some documents require involvement and coordination between VTrans and the Contractor to reach a final version. This shared responsibility will be coordinated to prevent incomplete or redundant data from being electronically stored.

3. NEW COMPANY NEEDING ACCESS TO DOC EXPRESS
A. If you are a new company to the Doc Express world;
If you are a new company to the Doc Express world, you will need to create an account for the company.  Note that only one user within the company must create the account.  To create a Doc Express company account, do the following:
· Go to https://docexpress.com 
· In the top right of the screen, click on the REGISTER link.
· Enter the required information for you and your business.  Note that the Name field in the My Business section should be the official name of the business and will be referenced elsewhere in Doc Express.
· Once you have entered all the required information and put a checkmark indicating you have read and agree to the privacy policy, click on the Register button.
· An email will be sent to you where you need to click on the Activate Account link then enter your Doc Express password to access Doc Express.
· After activating your Doc Express account, the My Account screen will be displayed where you can scroll down to see other members of your company who can access Doc Express (note that since you are the first one, there will be no other names shown).
· Since you are the first Doc Express member of your company, you are listed as the Manager.  You should now invite others in your company to join.  Other users in your company should NOT go the website and register – they should be invited by you to join your organization.  
To invite others within your company to join Doc Express do the following:
· From the My Accounts screen, click on the Invite Employees button and enter their email address.  They will receive an email invitation to join.
· Once they have accepted their invitation and created their account, you will receive an email confirmation.  At this point, you can assign them as either a User or a Manager.
To enter the Doc Express environment from the My Accounts screen, click on the horizontal lines in the upper left corner of the screen and choose Doc Express from the drop down list.
B. If your company has access to Doc Express but you don’t;
Do NOT go the Doc Express website and register on your own.  Instead, contact the person in your company who is the Doc Express Manager and ask them to invite you.  You will then receive an email where you can create an account that is associated with your company.  Once your account has been created, the Manager will assign you to the appropriate contracts.
4. HELP AND CONTACTS WITHIN THE AGENCY OF TRANSPORTATION
There is on-line help within the program that you can access by clicking on the word HELP in the upper right corner of every screen once you are in Doc Express.  Although this is an excellent resource, if you need to speak to a local support person you can use the following names:
· Northwest Region Contracts 
Douglas Bonneau– Douglas.Bonneau@vermont.gov – 802-522-6096
· Northeast Region Contracts
Seth Hisman – Seth.Hisman@vermont.gov – 802-595-2382
· Southeast Region Contracts
Judy Gilmore – Judy.Gilmore@vermont.gov - 802-793-1606
· [bookmark: _Hlk520902388]Southwest Region Contracts
Judy Gilmore – Judy.Gilmore@vermont.gov - 802-793-1606
· General Questions- Agency Manager
Bill Farley – William.Farley@vermont.gov – 802-279-8143
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