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Welcome to Enterprise Sourcing! 

 

This manual is intended to provide buyers an instructional guide on how to use the Ion Wave Technologies (IWT) 

Enterprise Sourcing system to issue and award bids.   

 

If you have any questions about the use of system, please contact IWT at: 

 

 Ion Wave Technologies, Inc. 

3045 S. Scenic 

Suite 104 

Springfield, MO 65807 

 

Voice:  (417) 823-7773 

Fax:   (417) 823-7778 

 

E-mail:  support@ionwave.net 

Website: www.ionwave.net 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.ionwave.net/
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Guide Information 

 

The pictures and screenshots used in this guide were all taken from an IBM PC Compatible running Windows 2000 using 

Microsoft Internet Explorer 6.  The appearance of the system may be slightly different on another operating system or 

Internet browser. 

 

This guide is written using the most common configuration of the sourcing system.  If the documentation refers to options 

or features you are not able to see, either your roles have been set in such a way that you do not have access to the 

function or your organization has specified a configuration that does not include it. 
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Navigating the System 

System Requirements 
 A standard web browser that must have JavaScript enabled. 

o IWT recommends Internet Explorer 8.x or greater for the best system performance. 

o Mozilla Firefox ï current version recommended 

o Safari ï current version recommended 

 The browser must also allow pop-up windows when accessing the system.  

 Establish <yoursite> as a Trusted Site in your browserôs Internet Options, Security settings.  

(https://customer.ionwave.net/<yoursite> or https://sciquest.ionwave.net/<yoursite> 

 Configure your screen resolution to a minimum of 1280 x 768 pixels (Display Properties).   

Required Information 
Throughout the system, a red asterisk (*) is used to denote required information.  

System Time 
Displayed on every page of the system (top right).  Some browsers and browser settings do not correctly display the 

system time.  The userôs operating system may incorrectly display the system time due to other software monopolizing 

system resources.   

óReturnô icon 
Displays on menu bars and screens throughout Sourcing and is used to take the user to the previous screen.  IWT strongly 

recommends that users abstain from using the browserôs óBackô button. 

Pagination Bars 
The system also has been designed to split long listings of items into multiple pages.  Displayed at the bottom of every 

listing, the pagination bar will give the current item range displayed and the total number of lines on the right.  The 

pagination bar includes a link to each page number, hop forward/backward a single page links, and links to go to the 

beginning or end of the listing.  

 

 
 

       
Figure 1.   Pagination Bar Example  

 

óDocumentsô 
Throughout the system, you will have the ability to access documents associated with bid requests and bid responses.  To 

access these documents, select the óDocumentsô icon from the menu bar.   

 óSettingsô ï Three options to control document availability.  

 Public - Available to All Suppliers ï  Document(s) available on Sourcingôs Public Web Site (Login Page)  

 Online Only ï Available Only to Online Suppliers ï Documents(s) are available to registered suppliers.  

(Login Required) 

 Buyer Only ï Available Only to the Buyer ï Document(s) are available to Buyers only.  

See System Generated Documents section for document definitions. 

 

Four document types exist: 

https://customer.ionwave.net/%3cyoursite
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 Pre-Generated - System generated as scheduled by the system according to the traditional workflow of the bid 

process.   

 Ad-hoc ï Users instruct the system to generate on-demand (Ad-hoc). 

 Bid Attachments ï files uploaded by the buyer.  Files can be attached at anytime throughout the bid process. 

o óNewô ï Add a new Bid attachment. 

Á Title  ï Enter attachment name. 

Á Description ï Explain attachment 

Á File Path - óBrowseô to locate and select the desired file.  <Maximum 25MB per file>. 

Á Access Level ï Establish who is to have access to the attached file. 

 Buyers Only 

 Public ï Files(s) available on Sourcingôs Public Web Site (Login Page) 

 Online Only ï File(s) available to both user groups.  Requires Login.   

 Library Category  ï Add file to Document Library. 

o Add to Library  ï checkbox to initiate. 

o Select Category ï use drop-down menu to associate file with a category. 

Á  óSaveô to attach the file 

Á óReturnô to the Bid Edit Page or óNewô to attach additional files. 

o óLibraryô ï Utilize files loaded by your administrator. 

 Supplier Response Attachments ï files uploaded by the supplier. 

  

Pre-Generated and Ad-hoc Documents may be in one of the following formats: 

 Adobe Acrobat (PDF) ï www.adobe.com. 

 Microsoft Excel (XLS) ï www.microsoft.com/office/downloads/. 

 Tab Delimited Text (TXT) ï Format will typically be used for importing/exporting raw data.   

 Extensible Markup Language (XML) ï XML files are commonly used for the process of integration.  

System Generated Documents 
Click óDocumentsô icon from any bid listing, status, or view page. 

 

 Award Summary Document ï Spreadsheet ï Listing of awarded unit pricing, awarded quantity, and awarded vendor 

by line item specification. 

 Invitation Document - PDF version of the bid request specifications. 

 Bid Tabulation by Supplier Document ï Spreadsheet - vertical tabulation document comparing unit and extended 

pricing (values) with each supplier name heading a column.  

 Buyer Summary Document ïPDF version of the bid request includes a listing of invited suppliers and email 

addresses. 

 Bid Tabulation by Line Item Document ï Spreadsheet - tabulation of supplier responses grouped by line item.  Bid 

Attribute and Note responses are grouped by supplier.  Line Attribute and Line Note responses are grouped by line.   

 Participation Detail Document ï Supplier Participation Report - PDF. 

o Participation Summary ï list of invited suppliers and level of participation. 

o External Invitations  ï list of non-registered suppliers invited by email. 

o Participation Detail  ï Detailed profile information on participating suppliers. 

Á Address, Phone, Fax, and Participation Type 

Á Invitation Date, Type, and Email Address. 

 Supplier Individual Response Document PDF (supplier name) ï PDF version of the named supplierôs bid 

response. 

 Supplier Indivi dual Award Document PDF (supplier name) ï PDF version listing individual items award and total 

award value. 

 Bid Opportunity  ï Bid Number and Title.  Not a system generated document. 

 

http://www.adobe.com/
http://www.microsoft.com/office/downloads/
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Home Tab 

The Home tab provides access to the system calendar and houses all system messages.  The sub-tabs include: 

 

 Calendar ï a calendar displaying all bid and auction events active in the system 

o Green Event Number ï Indicates the eventôs issue date. 

o Blue Event Number ï Indicates an associated Event Activity 

o Red Event Number ï Indicates eventôs due date (event closing date) 

o Hover Detail - The event information displays in the ñhover detailò when the event is highlighted. 

 

 
 

 Messages ïan online archive of all e-mail messages.  Displays messages related to the currently logged-in user. 

 

Bids Tab. 

 

The Bids tab houses all bid events.  The sub-tabs correspond to each step in the bid process.  These include: 

 

 Draft Bids  ï lists draft bid requests and draft bid addenda. 

 Issued Bids ï lists published and issued bid requests 

o Published bids are completed draft bids scheduled to issue at a future date.   

 Closed Bids ï lists sealed and unsealed bid requests. 

o Closed (Sealed) Bids ï Require the user to select and ñUnsealò the bid event. 

o Closed (Unsealed) Bids ï available for tabulation and award.   

 Awarded Bids ï lists awarded bid requests. 

 Cancelled Bids ï lists cancelled bid requests.  Includes bids cancelled manually and as a result of an addendum.   
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Figure 2.   The Bidding Home Page 

 

The Bids (tab) page provides a limited listing of recent activity divided into three sections: 

 Draft Bids  ï recent draft bid requests including the projected Issue Date.   

 Issued Bids ï recently issued bid requests including the due date/time and current number of responses received 

 Closed Bids ï recently closed bids pending an award decision.and number of responses received. 

Search Bids 
Enter a key word/ phrase into the text box and click Go.  The default system search will look for the exact word / phrase 

in all Bid Title fields. 

 

 
Figure 3.   Bid Request Search 

 

Advanced Search  
Search keywords, within event number and event notes, event status, event type, creator, issue date, and close date.  A 

listing of matching Bid request titles containing the key word will be displayed.  Click on the Bid Number to access the 

desired bid, or narrow your search criteria by clicking Refine Search. 
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Figure 4.   Advanced Search Page 
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Copying an Existing Bid Request 

Select the desired bid request from any sub-tab status listing and click óCopyô.  Or click óCopyô when viewing or editing a 

bid request. 

 

Enter desired New Bid Header Information as instructed in the Bid Header Creation section.  Select the desired 

information to copy.   

 

 New Bid Header Information  ï Enter Bid Information as instructed in the Bid Header Creation section of this 

guide. 

 Select Information to Copy ï Yes copies all data from the listed section. 

 óSaveô to proceed to Bid Edit page.  See Bid Edit Page section. 

 óReturnô ï to the preview screen. 

  

 
Figure 5.   Copying a Bid Request 
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Draft Bid Sub-Tab 

Click óBidsô tab, click óDraftô sub-tab. 

 
Figure 6.   Draft Bids/Addenda 

Draft Bid Requests / Draft Addenda 
  óNewô ï Create a new draft bid request. 

 óViewô ï  Display selected draft bid request. 

 óEditô ï Change selected draft bid request. 

 óIssueô ï Issue selected draft bid request. 

 óCopyô ï Copy selected draft bid request to a new bid request.  

 óDeleteô ï Delete selected draft bid request. 

 óDocumentsô ï Access documents associated with the draft bid request. 

o Invitation Document ï  

o Participation Detail Document ï  
o Bid Attachments ï Files attached by the buyer.  See Bid Attachments section. 

  óImportô ï Access external imports screen associated with integration.  See Importing Bid Information from an 

External Integrated System section. 

 óExtractô ï download raw data from selected draft bid request. 

o Tab-Delimited bid request / XML bid request  - Click to generate the file.  When ñView the data file 

hereò appears, click óhereô and Save the file to your hard drive or network. 

 óReassignô ï change ownership of draft bid request. 

 Show My Bids and Show All Bids ï Filter listings to display individual user and/or all usersô draft bid requests. 

 Sort ï Click any underlined column heading to re-sort the listing.  

 

Creating a Bid Request 

Login to the Home tab and click the ñCreate New Bidò link found in the Quick Links box on the left side of the screen.  

Alternatively, click New in the óDraftsô sub-tab on the menu bar under the Bids tab. 
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Bid Header Creation 
The icon bar includes 

 Return ï to previous screen. 

 Templates ï to select an existing bid template for bid creation. 

o óSelectô ï to utilize the selected bid template. 

o óViewô ï to display the selected bid template. 

 Save ï to store the Bid Header Information and proceed to Bid Edit screen. 

 

New Bid Header Information page consists of the following: 

 Bid Number ï Required field (limited to 50 characters).  If <autonumber> is displayed, your System 

Administrator has established an auto numbering schema. 

 Bid Title  ï Bid description displayed to suppliers.  The title is limited to 255 characters. 

 Bid Type ï Select desired bid type from the drop down menu.   

 Issue Date / Time ï Date and time the bid request is to be issued and available for supplier response.  Bid 

requests can be issued with a future date.  In this state the bid is ñPublishedò but not ñIssuedò.   The system will 

automatically release the ñPublishedò bid at the specified time.  Suppliers will not be able to access the bid 

request until after it has been issued by the system. 

 Close Date / Time ï Date the bid event will close and responses will no longer be accepted. 

 Bid Notes ï Optional field allowing you to convey additional information to the supplier.  In practical use, the 

length of this field is unlimited. 

 

 
Figure 7.   Bid Header Creation 
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Bid Edit Page 
Create, review and edit all elements of a bid request, including header information, addresses, activities, attachments, 

attributes, and line items. 

 

 

 
Figure 8.   The Bid Edit Page 

 

Bid Edit Page menu bar actions: 

 View ï View all details on one screen. 

 Invitations  ï Manage the invitation list for this bid request.  

 Issue ï Issues the bid request, making it available for supplier responses.   

 Copy ï Copy the bid request to a new draft. 

 Delete ï Delete the draft bid request. 

 Documents ï Access the listing of system generated documents available for this draft bid request. 

 Import ï Import line items from a spreadsheet/text file. 

 Extract ï download raw data from selected draft bid request. 

o Tab-Delimited bid request / XML bid request  - Click to generate the file.  When ñView the data file 

hereò appears, Click óhereô and Save the file to your hard drive or network. 

 History ï Displays the audit trail associated with the bid request. 
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Bid Information Section  
Bid header information is pre-populated during the header creation and with system defaults.  The Bid Information Edit 

screen allows the editing of the Bid Number, Bid Title, Dates, and Bid Notes.  For information on editing the Bid 

Information óSettingsô refer to the ñEvent Typesò section of the Sourcing Buyer Administrator Guide.  

Addresses 
Each Bid Request has three addresses, a contact address, a ship to address, and a bill to address.  On each address, you can 

take the following actions: 

 Edit  ï Edit the address for this specific bid request.  

 Default ïResets address back to the default.  

 Clear ï Clear a specific address on a bid request.  

 Address Book ï Allows you to lookup and select an address from the systemôs address book. 

Event Activities 
Actions, Events, or information related to a bid request 

 New ï Create a new event activity. The following fields are included in the creation process: 

o Activity Name ïName associated with this activity. This is a required field. 

o Activity Description .- (examples:  Pre-Proposal Conference or Job Walk) 

o Activity Date  ï Date and time associated with the event.  This is a required field. 

o Activity Type  ï Select the type of activity as described above.  

Á Participation Activities  ï Convey information regarding an activity that a supplier can attend.  

Buyers can record a supplierôs level of participation in the activity. 

Á Non-Participation Activity  - Notify the supplier of the importance of a specific date. 

Á Intent Activity  ï Requires bidders to state their intent by a specified date.  

Á óSaveô ï to retain activity. 

Á óReturnô ï to the Bid Edit Page or óNewô to add an additional activity. 

 Edit ï Change an existing event activity. 

 Delete ï Remove an existing event activity.  

Bid Attachments (Library) 
Attaching documents to the header level of a bid request.  Note:  files sizes are limited to 20MB.  

 óNewô ï Add a new Bid attachment. 

 Title  ï Enter attachment name. 

 Description  ï Explain attachment 

 File Path - óBrowseô to locate and select the desired file.  <Maximum 25MB per file>. 

 Access Level ï Establish who is to have access to the attached file. 

o Buyers Only 

o Public ï Files(s) available on Sourcingôs Public Web Site (Login Page) 

o Buyers/Suppliers ï File(s) available to both user groups.  Requires Login.   

o Library Category  ï Add file to Document Library. 

 óSaveô to attach the file 

  óEditô ï Edit an existing attachment file or description. 

 óDeleteô ï Delete an attachment. 

 Move Up ï Place a check next to the item to be moved.  Click to óMove Upô one space 

 Move Down ï Place a check next to the item to be moved.  Click to óMove Downô one space 

 Move ï Place a check next to the item to be moved.  Click óMove.ô  Enter the position number where you would 

like to move the item.  Click óOk.ô 

 Go to Attachment ï Click óGo to Attachment.ô Enter the number where you wish to navigate.  Click óOkô 
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Bid Attributes 
Bid Attributes provides you with a mechanism to ask questions or to convey additional information to responding 

suppliers.  Some examples of common attribute use include: 

 Forcing responding suppliers to agree to/acknowledge your Terms and Conditions. 

 Asking a series of Yes/No questions in a RFP. 

 Asking a supplier for discount terms, warranty periods, or delivery dates. 

Header Level Attributes 

 New ï Create a new header level attribute. 

o Select desired attribute type.  See Attribute Types section. 

o Name ï attribute title or short description 

o Note ï attribute detail (question or conditional statement) 

o Response ï establish bidder response requirement or option. 

Á Hidden ï attribute is not displayed to bidders. 

Á Optional ï response is left to suppliersô discretion. 

Á Required ï supplier must respond. 

o Display Value ï presented to bidder for selection or acknowledgement.  (not present on all attributes) 

o Value ï recorded when bidders selects or acknowledges Display Value.  Value is published to the bid 

tabulation reports.  (not present on all attributes) 

o óSaveô ï to retain attribute data. 

o óReturnô ï to the Bid Edit Page or ñNewô to add an additional attribute. 

 Library ï Utilize pre-defined attributes setup by your administrator. 

o Workgroup  tabï contains a listing of attributes available to your specific workgroup.   

o Company tab ï contains a listing of attributes available to all workgroups. 

 Edit  ï Change selected existing attribute. 

 Delete ï Delete selected attribute. 

 Move Up ï Place a check next to the item to be moved.  Click to óMove Upô one space 

 Move Down ï Place a check next to the item to be moved.  Click to óMove Downô one space 

 Move ï Place a check next to the item to be moved.  Click óMove.ô  Enter the position number where you would 

like to move the item.  Click óOk.ô 

 Go to Attribute  ï Click óGo to Attribute.ô Enter the number where you wish to navigate.  Click óOkô 

 

Attribute Types 
Attribute Type (labels) are an indication to the buyer of the type of answer expected of the supplier: 

 Short Text ï Suppliers respond with text.  A small empty data field is displayed to suppliers and accepts several 

hundred characters.  Supplier response can be optional or required. 

 Long Text ï Suppliers respond with text.  A large text box data field is displayed to suppliers and accepts  

characters.  Supplier response can be optional or required. 

 Note ï Enter a note for display to suppliers and/or for buyers.  The field accepts unlimited characters.  Notes can 

be displayed to suppliers OR only to buyers and are not displayed in bid tabulation reports.   

 Number ï Suppliers respond with a number.  Supplier response can be optional or required. 

 Percentage ï Suppliers respond with a number.  The system will format the response as a percentage. Supplier 

response can be optional or required. 

 List of Values ï Presents suppliers a list of acceptable answers.  Upon saving the name, description, and response 

type you must add the ñanswersò termed Attribute Values.  Each answer should have a Display Value and 

Value as explained in the ñHeader Level Attributes section of this guide.  Supplier response can be optional or 

required 

 Checkbox ï Presents suppliers with a checkbox.  Specify the Display Value and Value.  Supplier response can be 

optional or required. 

 Display Value ïFunctions identically to Note attributes, with the exception that Display Value notes will be 

displayed in bid tabulations. 
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 URL ï Suppliers respond with a web address.  Supplier response can be optional or required. 

 Currency ï Suppliers respond with a number.  The system will format the response as currency. Supplier 

response can be optional or required. 

 Date ï Suppliers respond with a date.  Supplier response can be optional or required. 

 

Bid Line Items 
 New ï Add a new line item by selecting a line item type from the drop menu.  

 New Package ï Add a new package (For more information see the ñPackagesò section). 

The data elements displayed for the bid line item and package headers are determined by the line item type selected.  

Line item types are created by your system administrator.  Upon selecting a Bid Line Type the following fields will 

display: 

o Quantity  ï Enter desired quantity. Required field and must contain a number.   

o Unit of Measure ï Enter desired unit of measure. 

o Description ï Enter desired specification. 

o Manufacturer ï Enter manufacturer name.  

o Manufacturer Number ï Enter manufacturer number.  

o Commodity ï Select descriptionôs matching commodity code. 

o Item Notes ï Enter non-specification comments. 

o Estimated Response ï Anticipated benchmark value that is not displayed to suppliers. 

o óSaveô ï to retain line data. 

Á Ship To ï direct a specific address for this line 

Á Bill To ï direct a specific address for this line.   

Á Item Attachments ï attach a file specific to this line. See Attachments section. 

Á Item Attributes ï create attributes specific to this line.  See Bid Attributes section. 

o óCopyô Line ï Copy existing line data to a new line. 

o óReturnô ï to the Bid Edit Page or ñNewô to add an additional line/package. 

o óSettingsô - For information on editing the Bid Line Settings refer to the ñEvent Line Typesò section of 

the Sourcing Buyer Administrator Guide. 

 Edit  ï Edit a selected line item, package header, or package item. 

 Delete ï Delete a selected line item, a package header, or a package item. 

 Move Up / Move Down / Move # - Re-order a selected line item and/or package. 

Packages 
Packages are logical groupings of line items.  Packages offer the following features: 

 All package items can be awarded with a single click. 

 Packaged items support a negative value for uses such as discounting or capturing trade-in value. 

 Suppliers can be forced to submit pricing on all items in the package. 

Package Header / Package Lines 

 New Package ï Add a new Package Header item by selecting a line item type from the drop menu.  

o Quantity  ï Enter number of desired number of complete packages. Required field and must contain a 

number.   

o Unit of Measure ï Enter desired unit of measure. 

o Description ï Enter specification for the entire package. 

o Manufacturer ï Enter manufacturer name representing all items in the package.  

o Manufacturer Number ï Enter manufacturer number name representing all items in the package.  

o Commodity ï Select commodity code that best represents the entire package. 

o Package Notes ï Explain the purpose of the package or grouping. 

o Estimated Response ï Anticipated benchmark value representing the entire package that is not displayed 

to suppliers. 

o óSaveô ï to retain package data. 
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Á Ship To ï direct a specific address for the entire package. 

Á Bill To ï direct a specific address for the entire package. 

Á Package Attachments ï attach a file specific to the package.  See Attachments section. 

Á Package Attributes ï create attributes specific to this line.  See Bid Attributes section. 

Á Package Lines ï create the listing of item specifications associated with the package.  Virtually 

the same as creating Bid Line items.  See Bid Lines section. 

o óCopyô Package ï Copy existing line data to a new line. 

o óReturnô ï to the Bid Edit Page or ñNewô to add an additional package. 

o óSettingsô - For information on editing the Package Line Settings refer to the ñEvent Line Typesò section 

of the Sourcing Buyer Administrator Guide. 

 

 
       Figure 9.   Edit Package Header 
     

Invitations ï Supplier Invitation Management 
 

Clicking the óInvitationsô icon from the Bid Edit page to manage supplier notifications.   

 Invite Bidders ï Invitations page heading. 
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Figure 10.  Managing Bid Invitations 

External Invitations  
o External Invitations  ï Notify non-registered bidders of the bid request by email.  Click óNewô to begin. 

Á Invite E-mail Address ï Enter a non-registered bidderôs email address. 

Á Auto Approve ï Select óYesò to instruct the system to automatically approve any registration 

containing a matching email extension.  Select óNoô to force the registration through the approval 

process. 

Á óSaveô ï to retain the email address. 

Á óReturnô ï to the Invitations Page or óNewô - to add an additional package 

Á óEditô ï Edit a selected email address. 

Á óDeleteô ï Delete a selected email address. 

Other Participants 
o Other Participants ï Repository for non-registered suppliers who may submit a bid offline. 

Á óNewô ï Enter a non-registered supplierôs profile information in the provided fields. 

Á óSaveô to retain supplier profile 

Á óReturnô ï to the Invite Page or óNewô - to add an additional package 

Á óEditô ï Edit a selected email address. 

Á óDeleteô ï Delete a selected email address. 

Invited Supplier Listing and Tab-Strip 

 Invited Suppliers ï Section displaying a listing of manually invited suppliers. 

o óRemoveô ï Removes selected supplier. 

 Invitation tab -strip ï Provides access to the three invitation options: 

o óSuppliersô - Display a listing of all active suppliers.   

Á óAddô ï Schedules the selected supplier(s) to receive an invitation. 

Á  óFilterô - Search for suppliers matching specific criteria.  See ñAll Suppliers Filterò section. 

o Auto Invitees ï Displays a listing of suppliers automatically scheduled to receive an invitation resulting 

from the commodity filter match.   

o Bidder Lists ï Displays all customer-defined bidders lists. 

Á óAddô ï Schedules the selected biddersô list population to receive an invitation. 

All Suppliers Filter 
Quickly find and invite suppliers matching specified criteria.   
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 óApply Filterô ï Initiates search using established filter criteria. 

 óReturnô ï to the Invite Bidders page. 

 Supplier Name ï Search for supplier by company name. 

 Commodity Filter  ï Search for suppliers matching a specific commodity code.  

 Supplier Score ï Search for suppliers with an average score that is óGreater Thanô or óLess Thanô the entered 

value.  

 Geographic Filter: 

o Proximity (US) ï Search for suppliers based on proximity to the entered zip code. 

o State/Province County ï Search for suppliers located in a specific state/province and county.  

 Classifications ï Search for suppliers related to a special classification(s). 

o Ignore ï Search proceeds without looking for selected classification. 

o Include ï Search specifically looks for suppliers related to selected classification. 

o Exclude ï Search specifically looks for and excludes selected classification from results listing.  

 Click óApply Filterô to initiate search. 

 
Figure 11.  Supplier Filter 

 

Filtered Suppliers listing ï displays a listing of results based on filter criteria. 

o óAddô ï Schedules the selected supplier(s) to receive an invitation. 

o óAdd Allô - Schedules all suppliers resulting from filtered criteria to receive an invitation. 

o óRefine Filterô ï Returns the Supplier Filter screen displaying current filter settings.  NOTE ï Filter 

settings are retained until the óRemove Filterô function is invoked. 

o óRemove Filterô ï Clears current filter settings. 

Issuing a Bid Request 
 

Click the óIssueô icon while on the Bid Edit page or from the Draft menu bar listing.  At the specified Issue Date/Time, the 

system will: 

 Send supplier email notifications. 

 Generate the PDF Invitation Document. 

 Send a confirmation email to the buyer. 

 Allow suppliers to view and respond to the opportunity. 
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Issued Bids Sub-Tab  

 

Click óBidsô tab, click óIssuedô sub-tab. 

 
Figure 12.  Issued & Published Bid Listing 

 

Published / Issued Bid Requests 
Published - Listing of published bid requests that are scheduled to be issued at a later date. 

Issued ï Listing of issued bid requests. 

 óStatusô ï Display status report for the selected issued bid request.  See Bid Status Report section. 

 óViewô ï Display selected issued bid request. 

 óRevertô ï Move a bid from published status to draft. 

 ôExtendô ï change the closing due date of the selected issued bid request.  

o Enter New Close Date and Time 

o Enter Reason (option). 

o Click óSaveô 

o Suppliers are automatically notified by email of the extension. 

 óAddendumô ï Amend selected issued bid request.  See Bid Addendums section.  

 óCopyô ï Copy selected issued bid request to a new draft bid request.  See Copying an Existing Bid Request 

section. 

 óCloseô ï Close selected issued bid request.  (Bid can be tabulated and awarded). 

o Enter Reason (optional) 

o Click óSaveô. 

o Suppliers are automatically notified by email of the bid closing.  

 óCancelô ï Cancel selected issued bid request.  (Bid cannot be tabulated or awarded).  

o Enter Reason (optional) 

o Click óSaveô. 

o Suppliers are automatically notified by email of the cancellation.  

 óDocumentsô ï Access documents associated with the selected issued bid request.   

 óExtractô ï download raw data from selected bid request. 

o Tab-Delimited bid request / XM L bid request - Click to generate the file.  When ñView the data file 

hereò appears, Click óhereô and Save the file to your hard drive or network. 

 óReassignô ï change ownership of the issued bid request. 

 Show My Bids and Show All Bids ï Filter listings to display individual user and/or all usersô issued bid requests. 
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 Sort ï Click any underlined column heading to re-sort the listing.  

Bid Addendums  
Select desired Issued Bid Request and click óAddendumô icon. 

Addendum Edit 
Bid Addendum now resides in the Drafts sub-tab, Draft Addenda listing.  Edit the bid addendum as desired and click 

Issue.  See Edit Bid Page section to review bid editing options.  An audit trail of all changes will be recorded in the 

History area. 

 
Figure 13.  Addendum Audit History 

Issuing a Bid Addendum 

 Reason - Enter information related to the bid addendum. 

 Existing Responses ïOptions to manage supplier responses to the addendum. 

o Allow All Existing Responses ï Bid Responses remain in ñSubmittedò status.  Deleted item specifications 

are removed from the biddersô response.  Email notification is sent to all invited and participating suppliers. 

o Unsubmit All Existing Responses ï Bid Responses are returned to ñUnSubmittedò status.  Deleted item 

specifications are removed from the biddersô response.  Email notification is sent to all invited and 

participating suppliers 

o Delete All Existing Responses ï Bid Responses are removed from the system.  Suppliers respond a ñcleanò 

version of the Bid Addendum.  Email notification is sent to all invited and participating suppliers 

 óIssueô ï Issues the Bid Addendum.  See Issuing a Bid Request section. 
 

Each time you issue an addendum, the original bid is moved to the óCancelledô listing and all changes made to the bid 

request are logged in the Bid History.  When the suppliers log in, each section that was changed will be flagged.  

Suppliers will be instructed to view the Bid History for a detailed explanation of changes made.  

Bid Status Report 

Access this report by clicking on the desired bid request number in the following screens: 

 Home tab 

o Calendar, click on Bid Number 

o Quick links; My Issued Bids link. 

 Bids tab 

o Issued listings, Issued sub-tab; Closed sub-tab; Awarded sub-tab; Cancelled sub-tab. 

Sealed Status / Informal Status page and tab-strip 
 óReturnô ï to previous screen. 

 óViewô ï Display bid request. 

 óInvitationsô - To manage supplier notifications.  See Invitations section. 

 ôExtendô ï change the closing due date of the selected issued bid request.  

o Enter New Close Date and Time 

o Enter Reason (option). 

o Click óSaveô 

o Suppliers are automatically notified by email of the extension. 
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 óAddendumô ï Amend bid request.  See Bid Addendums section.  

 óCopyô ï Copy bid request to a new draft bid request.  See Copying an Existing Bid Request section.  

 óCloseô ï Closes issued bid request immediately.  (Bid can be tabulated and awarded). 

o Enter Reason (optional) 

o Click óSaveô. 

o Suppliers are automatically notified by email of the bid closing.  

 óCancelô ï Cancel issued bid request.  (Bid cannot be tabulated or awarded).  

o Enter Reason (optional) 

o Click óSaveô. 

o Suppliers are automatically notified by email of the cancellation.  

 óDocumentsô ï Access documents associated with the bid request.   

 óExtractô ï download raw data from selected draft bid request. 

o Tab-Delimited bid request / XML bid request  - Click to generate the file.  When ñView the data file 

hereò appears, Click óhereô and Save the file to your hard drive or network. 

 óHistoryô ï View Bid Audit History and Addendum Audit History. 

 óUnsealô ï to open the bid for response tabulation and review.  (Only available when status is Closed) 

 

Bid Information Section 
Displays header information including Bid Status indicator and Status Reason. 

 Bid Status ï indicates current status of bid:  Draft, Issued, Closed, Unsealed, Awarded, No Award, or Cancelled. 

 Status Reason- displays system notes relating to status. 

Main (Status Page Tab-Strip) 

Bid Messages 
Post and send messages to participating suppliers. 

 óNewô ï to enter Bid Message information 

o Priority  ï Select desired notification option. 

Á Normal ï System sends traditional email messages to suppliers. 

Á High ï System requires suppliers to acknowledge bid message. 

o Recipients ï Select desired grouping of recipients. 

Á Invited and Responding Suppliers ï Sends bid message to invited suppliers and any supplier who is 

responding to the bid request regardless of initial invitation settings. 

Á Responding Suppliers Only - Sends bid message to any supplier who is responding to the bid 

request regardless of initial invitation settings. 

Á No Notification ï No message is sent. 

o Subject ï Enter desired bid message subject line. (NOTE:  Bid Messages cannot be edited after óSaveô.) 

o Message ï Enter desired bid message text.  (NOTE:  Bid Messages cannot be edited after óSaveô.) 

o óSaveô ï Immediately posts Bid Message to the system and sends email to designated recipients. 

Bid Messages Listing ï Displays listing of all messages including Date, Subject, Priority, and Message. 

 

Respondents Report 
Respondents - lists supplier(s) activity. 

  óSupplier Infoô ï Displays selected supplierôs profile. 

 óView Responseô ï Displays selected supplierôs bid response.  (NOTE:  this function is not available on bids in 

Sealed status.) 

 óRetractô ï UnSubmits selected supplierôs bid response. 

o Response Retraction Reason ï Communicate retraction reason to the supplier.  Email containing reason is 

sent to supplier. 

o óSaveô ï Retracts bid response and sends email message to supplier. 
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 óDisqualifyô ï Removes supplierôs bid response and eliminates supplierôs ability to respond to current bid request. 

(This function is limited to the Bid Authoring Administrator.  Contact your system administrator if you need 

assistance). 

o Response Disqualification Reason ï Communicate disqualification reason to the supplier.  Email containing 

reason is sent to supplier. 

o óSaveô ï Disqualifies supplierôs bid response and sends email message to supplier. 

 óHistoryô ï View Supplierôs Bid Response Audit History. 

 Sort ï Click any underlined column heading to re-sort the listing.  

 

Report 

 Supplier Name ï Responding Bidder.  NOTE:  if [Manual]  is displayed next to the supplier name it 

indicates the bid response was submitted manually by the buyer and/or system administrator.  óHistoryô will 

display user id of submitting buyer. 

 Average Score ï Displays the supplierôs average score for published supplier scoring events.  ( # )  indicates 

number of ñscoredò events. 

 Classifications ï lists suppliersô relation to a special classification. 

 Response ï Supplierôs response status.  ( # )  indicates number of line items with response values. 

o No Response - Supplier has not viewed the bid request. 

o Viewed ï Supplier has viewed the bid request but has not started a response. 

o Unsubmitted ï Supplier has started a draft response. 

o Submitted ï Supplier has submitted a bid response to the system.   

o Retracted ï Supplierôs response has been retracted. 

o Disqualified ï Supplierôs participation in this bid event has been terminated.  Supplier Bid Response 

is removed from consideration and inclusion in bid tabulation reports. 

o NOBI  ï Supplier submitted a No Bid response. 

 Response Date ï Date / Time stamp of supplierôs bid response. 

 

 
Figure 14.  Response Report 

       

Sealed Bid Items / Informal RFQ Items 
Listing of bid line items and packages/lines. 

 Sealed Bid Items 

Á Best Specification Value - is not displayed. 

 Informal RFQ Items 

Á Best Specification and Alternate values are displayed. 

Á óCompareô ï displays instant ñline-by-lineò tabulation screen on selected item. 

o Alternate bid response information is flagged in red letters. 
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Activities (Status Page Tab-Strip) 
Listing of Event Activities 

 ñEditò ï to update the Activity Participants list and modify Activity Settings. 

o óSettingsô ï establish activity and participant visibility. 

Á Activity Security and Activity Participant Security 

 Public ï Visible to All Suppliers ï available on public pages. 

 Online Only ï Visible Only to Online Suppliers ï requires supplier login to view. 

 Buyer Only ï Visible Only to the Buyer ï supplier cannot view activity. 

Á Calendar Option ï refers to Home tab, Calendar view (Buyer Views) 

 Display on Calendar ï event number displays on established date. 

 Do Not Display on Calendar 

o Activity Participants - Section displaying a listing of Activity Participants 

Á óEditô ï Change selected supplierôs information. 

 Participation Date ï record date of supplierôs participation in activity 

 Contact Name ï record contact name of participating supplier. 

 Notes ï enter desired notes regarding participation of supplier.  Notes are internal and not 

displayed. 

 External Notes ï enter desired ñpublicò notes regarding participation of supplier which will 

be displayed publicly. 

 óSaveô ï to record supplier participation activity 

 óReturnô ï to the previous screen. 

Á óDeleteô ï to remove participating supplier activity. 

o Suppliers tab-strip ï All Suppliers - Displays a listing of all active suppliers.   

Á óAddô ï selected supplier to Activity Participants list.  See Activity Participants section when 

prompted to enter activity information.  

Á óFilterô - Search for suppliers matching specific criteria.  See All Suppliers Filter section. 

o Other Participants tab-strip 

Á óNewô ï to add a non-registered (offline) supplier to Activity Participants list. 

Á New Participant ï enter supplier profile data. 

Á óSaveô- to store ñofflineò supplier data. 

Á See Activity Participants section when prompted to enter activity information. 

Á óReturnô to the previous screen  

Invitations Report (Status Page Tab-Strip) 
Invited Suppliers - listing 

 óSupplier Infoô ï Displays selected supplierôs profile. 

 Supplier Name, City & State ï high level supplier profile information. 

 Invite  ï Automatic (System) or Manual (Buyer selected). 

 Invite Date ï Dates system sent email invitation. 

 Invite Email ï Email address system utilized. 

 Response ï Status of suppliersô response.  See Response Report section for detailed status information. 

 Response Date ï Date / Time stamp of supplierôs bid response. 

 

External Invitations  ï Email address listing of externally invited suppliers.  See External Invitations section. 

 

Other Participants ï Listing of suppliers manually entered by the buyer to record supplierôs ñOfflineò activity. 

 óNewô and/or óEditô; ï to add or edit an Offline participating supplier profile.  See Other Participants section. 

 óDeleteô ï to remove offline supplier profile.  See Other Participants section 
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Responses (Status Page Tab-Strip) 
Provides specified users the ability to manage, edit, and update supplier response data resulting from negotiations, enter 

offline bid response data, and to fix supplier response errors and omissions.  The Responses tab-strip is not available on 

events in sealed status. 

 

The responses tab is split into four sections: 

 Non-Responsive Invited Suppliers ï Did not view, edit, and or submit a bid response.   

o óSupplier Infoô - Displays selected supplierôs profile. 

o óRespondô ï Enter a Manual Response for the selected supplier.  Assumes Supplier submitted an offline bid 

response.  See Editing a Supplierôs Bid Response / Entering a Manual ñOfflineò Response for an Invited, 

Registered Supplier section 

 Viewed Supplier Responses ï Viewed, but did not edit or submit a bid response. 

o óSupplier Infoô - Displays selected supplierôs profile. 

o óEditô ï Enter a Manual Response for the selected supplier.  Assumes Supplier submitted an offline bid 

response. See Editing a Supplierôs Bid Response / Entering a Manual ñOfflineò Response for an Invited, 

Registered Supplier section 

o óHistoryô ï View Supplierôs Bid Response Audit History. 

 Unsubmitted Supplier Responses ï Viewed and Created, but did not submit a bid response.  

o óSupplier Infoô - Displays selected supplierôs profile. 

o óNewô - Enter a Manual Response for an Offline supplier.  Assumes Supplier submitted an offline bid 

response.  NOTE:  System requires an Offline Supplier account to be created in the Approved Suppliers sub-

tab PRIOR to entering a manual response.  See Entering a Manual ñOfflineò Response for a Non-Registered 

Supplier section 

o óEditô ï Enter a Manual Response for the selected supplier using supplierôs existing data.  Assumes Supplier 

submitted an offline bid response.  See Editing a Supplierôs Bid Response / Entering a Manual ñOfflineò 

Response for an Invited, Registered Supplier section 

o óHistoryô ï View Supplierôs Bid Response Audit History. 

 Submitted Supplier Responses and No Bid Responses sectionsï Submitted a bid response.   

o óSupplier Infoô - Displays selected supplierôs profile. 

o óView Responseô ï Displays selected supplierôs bid response  

o óAdmin Unsubmitô ï Administrator manually retracts selected supplierôs bid response. 

Á Admin Unsubmission Reason - Communicate retraction reason to the supplier.  Email containing 

reason is sent to supplier. 

Á óSaveô ï to Unsubmit suppliers bid response and send email. 

o óHistoryô ï View Supplierôs Bid Response Audit History. 

o Supplier Name ï [Manual] , if displayed next to supplier name, indicates the bid response was submitted 

manually by the buyer and/or system administrator.  óHistoryô will display user id of submitting buyer. 

o Response Date column - displays bid responses time/date stamp.    

 

Participation (Status Page Tab-Strip) 
Reports statistics on participating suppliers associated with a special classification(s) on a single bid event.   

Special Classification Participation Report 

 Invited Suppliers ï Number of invited suppliers listed in each classification.   Percentage of classificationôs 

representation in the invitation list. 

 Responding Suppliers - Number of bid responses received in each classification.  Percentage of classificationôs 

representation to all responding suppliers. 

 Awarded Suppliers ï Number of suppliers receiving an award in each classification.  Percentage of classificationôs 

presentation to all awarded suppliers. 
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       Figure 15.  Bid Status Participation Tab. 

Notes (Status Page Tab-Strip) 
Provides buyer the ability to enter and keep internal notes on the bid events.  

 óNewô ï to access Bid Notes fields. 

o Title  and Note fields ï Enter subject and record notes. 

o óSaveô ï to retain notes. 

o óReturnô ï to previous screen. 

 Listing includes all notes entered for this bid event. 

 óEditô ï Change selected note. 

 óDeleteô ï Remove selected note. 

Scoring (Status Page Tab-Strip) 
See Supply Scoring section. 

Closed Bids Sub-Tab 
Click óBidsô tab, click óClosedô sub-tab. 

 
Figure 16.  Closed Bids ï Sealed/Unsealed 
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Closed (Sealed) / (Unsealed) Bid Requests 
(Sealed) - Listing of closed bid requests that remain in sealed status. 

(Unsealed) ï Listing of issued bid requests. 

 óStatusô ï Display status report for the selected closed bid request.  See Bid Status Report section. 

 óViewô ï  Display selected closed bid request. 

 óExtendô ï Sealed bids may be extended provided they have not been unsealed.  An unsealed bid may be 

extended provided it was not originally sealed. 

 ôUnsealô ï Decrypts selected sealed bid request data for bid opening/tabulation procedures.  Bid Request moves 

to Closed (Unsealed) Bid Request listing.  

 óCopyô ï Copy selected closed bid request to a new draft bid request.  See Copying an Existing Bid Request 

section. 

 óAward Linesô ï Award selected bid request line by line.  See Award Lines section.  

 óAward Supplierô ï Award entire selected bid request to a Supplier.  See Award Suppliers section 

 óDocumentsô ï Access documents associated with the selected issued bid request.  See Documents section.   

 óExtractô ï download raw data from selected draft bid request. 

o Tab-delimited bid award supplier information  

o Tab-delimited bid award raw data extract 
o Click to generate either file.  When ñView the data file hereò appears, Click óhereô and Save the file to 

your hard drive or network. 

 Show My Bids and Show All Bids ï Filter listings to display individual user and/or all usersô closed bid requests. 

 Sort ï Click any underlined column heading to re-sort the listing.  

Editing a Supplierôs Bid Response / Entering a Manual ñOfflineò 
Response for an Invited, Registered Supplier 
Click Bids tab, Closed sub-tab, Closed (Unsealed) Bid Request listing select desired bid request and click óStatusô, 

Click Responses tab-strip.  Select supplier and Click óRespondô or óEditô.  Proceed to Edit Supplier Response screen 

section. 

Entering a Manual ñOfflineò Response for a Non-Invited, Registered 
Supplier 
Click Bids tab, Closed sub-tab, Closed (Unsealed) Bid Request listing select desired bid request and click óStatusô, 

Click Responses tab-strip, UnSubmitted Supplierôs Responses section - Click óNewô.  Locate and select desired supplier 

and Click  óAddô.  Proceed to Edit Supplier Response screen section. 

Entering a Manual ñOfflineò Response for a Non-Registered Supplier 
Sourcing requires that the supplier have, at a minimum, an ñOfflineò supplier account registered with the system. 

 

Step 1:  Create an Offline Supplier Account: 

Click Suppliers tab, Approved Suppliers sub-tab, All Suppliers ï óNewô, Enter ñOfflineò Supplier profile information.  

Click óSaveô.  Complete tab-strips:  Profile, Commodities, Special Classifications, Address Book, and Notes if desired.  

 

Step 2:  Click Bids tab, Closed sub-tab, Closed (Unsealed) Bid Request listing select desired bid request and click 

óStatusô, Click Responses tab-strip, UnSubmitted Supplierôs Responses section - Click óNewô.  Locate and select 

desired ñOfflineò supplier and Click óAddô.  Proceed to Edit Supplier Response screen section. 

Edit Supplier Response screen 
Complete each bid entry field such as Supplier Notes to Buyer, Bid Attributes, Attach Supplier Files, Bid Line Items, 

Package Items, Line Attributes, and Line Attachments.   

 óSaveô ï Retain entered ñofflineò bid response data. 

 óResponse Dateô ï Record date/time ñofflineò bid response was received manually. 
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 óValidate Onô ï Request system to validate data entered with bid requestôs required fields.  Missing data will be 

flagged and errors will be listed in red.  System will not allow ñmanualò bid submission if validation function is on. 

 óValidate Offô ï Request system to ignore required fields.  System will allow ñmanualò bid to be submitted with 

missing data. 

 óSubmitô ï Sends and records completed ñmanualò bid response to the system on supplierôs behalf. 

o Response Submission Date ï enter date and time supplier submitted ñofflineò manual bid response. 

o Response Submission Reason ï enter details and notes relating to supplierôs ñofflineò manual bid response. 

o óSaveô ï to Submit manual bid response. 

 óNo Bidô ï Sends and records completed ñNo Bidò response to the system on supplierôs behalf. 

 óHistoryô ï View Supplierôs Bid Response Audit History. 

 [Manual] ï displayed next to the supplierôs name indicates a buyer entered a [Manual] response on the supplierôs 

behalf. 

 [Edited] ï Displayed next to the supplierôs name indicates a buyer edited the suppliers bid response. 

 

 
Figure 17.  Manual Response 

Spreadsheet Bid Tabulations 
Click óBidsô tab, click óClosedô sub-tab. Closed (Unsealed) Bid Requests ï Select desired bid request and Click 

óDocumentsô. 

 To View ï Click on the document name.   Mozilla Firefox users will be prompted to óOpen withô or óSave to Diskô 

 To Save ï Internet Explorer - Right Click on the document name and Click óSave Target Asô.  Choose desired 

location; enter your desired file name, and Click óSave.ô   

 Bid Tabulation by Supplier Document ï Spreadsheet ï Contains 3 worksheets which are accessed using the tabs at 

the bottom of the open Excel file.  Tab 1 is titled óSummaryô and provides an overview of the bid response.  Tab 2 is 

titled óLinesô and it displays a vertical tabulation comparing unit and extended pricing (values) with each supplier 

name heading a column.  Tab 3 is titled óAttributesô and it displays a vertical tabulation comparing the bid attribute 

responses with each supplier name heading a column.  

 Bid Tabulation by Line Item Document ï Spreadsheet ï Contains 3 worksheets which are accessed using the tabs at 

the bottom of the open Excel file.  Tab 1 is titled óSummaryô and provides an overview of the bid response.  Tab 2 is 

titled óLinesô and it displays bid attribute responses in a horizontal table.  Tab 3 is titled óAttributesô and it displays a 

horizontal table of supplier responses grouped by line item. 

Online Tabulations 
Sourcing includes two additional bid tabulation functions.  The óAward Linesô and óAward Suppliersô functions offer 

quick and easy views of bid tabulation data.  óAward Linesô provides the more comprehensive view of a supplierôs bid, 

response to attribute questions, and supplier notes.  óAward Supplierô focuses on total bid value. 
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Awarding Bids 

 

Two methods of awarding are available: 

Award Lines - Awarding specific line(s) and/or packages to specific suppliers.   

Award Suppliers - Awarding an entire bid to a specific supplier.  Or perform a multiple award of the entire bid to any or 

all suppliers. 

Award Lines / Packages 
Click óBidsô tab, click óClosedô sub-tab. Closed (Unsealed) Bid Requests ï Select desired bid request and Click óAward 

Linesô. 

 óView Awardô ï Displays listing of items selected for award.  See View Bid Award Decision(s) section. 

 óExtractô ï Download the Bid Award Worksheet to make award decisions in a spreadsheet that can be re-

imported into the bid event. 

o Bid Award Worksheet ï Provides the ability to enter award data into spreadsheet then save and import 

the bid award spreadsheet into Sourcing.  All files must be in tab-delimited format (.txt). 

Á Click to generate the file.  When ñView the data file hereò appears, Click óhereô and Save the file 

to your hard drive or network. 

Á See Importing  Appendix A. 

 óImportô ï Upload completed Bid Award Worksheet to óView Awardô and óComplete Awardô. 

 óAuto Awardô ï to utilize the applicationôs Auto Award function  See Auto Award section.  

 óClear Awardsô ï Removes all award decisions and resets the bidôs award status to Unawarded for all lines. 

 óNo Award Eventô ï to officially choose to not award the bid event. 

o Notify all participant suppliers of the no award ï check to notify by email. 

o Additional note to suppliers for the no award email ï enter decision reasoning. 

o óComplete No Awardô ï to finalize the decision. 

 óComplete Awardô ï to officially complete the award.  

Award Line Listing Filter 
Is defaulted to ñShow Unawarded Linesò.  

 Filter drop-down-menu ï Manages line listing display. 

o Show Unawarded Lines ï Displays all unawarded lines (including unawarded packaged lines) 

o Show Unawarded Packages ï Displays all unawarded Packages 

o Show All Lines ï Displays all line items 

o Show All Packages ï Displays all packages  

 Line Number ï Displays line number.  For packaged items, the package icon will be displayed next to the line 

number.  

 Type ï Displays line type information. 

 Description ï Displays specification information and may be truncated for very long descriptions. 

 Best Spec ï Displays best bid response value as specified. 

 Best Alt  ï Displays best alternate bid response value. 

 Status ï Displays current award status for the line ï Unawarded, Awarded, or No Award. 

Awarding a Line Item / Package (Line Item Tabulation) 
Select desired line and Click óAward Lineô to view the lineôs tabulation report.  The comparison tabulation screen is 

separated into columns beginning with the supplier name.  Locate the winning bid and supplier.  Enter the award quantity 

in the Award Quantity  field.  Enter an Award Reason to be displayed to suppliers in the Award Summary spreadsheet 

report. 
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Figure 18.  Award a Line Item 

 

óSaveô ï to record award decision. 

 óSave and Closeô ï to record award decision and close Line by Line Tabulation window. 

 óNo Award Lineô ï Choose not to award the displayed line item. 

 óClear Line Awardô ï Removes saved award decision on the displayed line item and resets the bidôs award status to 

Unawarded. 

 Commodity ï Specificationôs quantity, unit of measure, and description.  Supplier names are ordered by best bid 

value (left) to worst bid value (right). 

o Award Reason ï Enter decision reasoning. 

o Unit Price ï Displays supplierôs bid response value.  For Package Headers, the total of all calculated package 

lines are displayed. 

o Estimated Unit Price ï Displays benchmark value.  For Package Headers, the total benchmark value is 

displayed. 

o Quantity ï Displays requested quantity. 

o Extended Price ï Displays calculated extended price.  For Packages, the calculated value of all requested 

packages will be displayed.  Unit Package price multiplied by the requested quantity of Packages. 

o Award Quantity ï Under desired supplier enter quantity to be awarded. 

o Unit of Measure ï Displays requested unit of measure 

o Alternate Specification ï Displays supplierôs alternate bid specification.  Alternate specifications are 

displayed in red italic letters. 

o Manufacturer / Manufacturer # - Displays specified or supplier provided manufacturer information. 

o Item/Package Note to Buyer ï Displays supplierôs item level note to buyer. 

o Item/Package Attributes ï Displays all line item or package header level attributes and supplier responses. 

o Bid Note to Buyer ï Displays supplierôs header level note to buyer. 

o Bid Attributes ï Displays all header level attributes including each supplierôs response. 

o Response Attachments ï Displays listing of supplier attachments. 

o Package Items ï Displays individual package lines and bid response values for comparison. 
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View Bid Award Decision(s) 
Once all desired items have been marked for award Click óView Awardô to see a complete listing of your decisions. 

 óNo Award Eventô ï to officially choose to not award the bid event. 

 óComplete Awardô ï to officially complete the award. 

 óView Supplier Awardô ï View selected supplierôs awarded items(s) 

 Award Line Listing  ï Displays awarded line and supplier. 

 

 
Figure 19.  Award Vendor Listing 

Auto Award 
Establish award parameters to automatically award each line in the selected Bid Request. 

 

 

 
Figure 20.  Auto Award Event 

 

Using the drop-down-menu options, establish your desired award parameters and click the Auto Award button.  You will 

be taken to a screen that will track the systemôs progress in selecting the awards.  

 

 
Figure 21.  Auto Award Event 
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Figure 21.  Auto Award Processing Complete 

 

When Status displays ñProcessing completeò, click the óCloseô button and click óReturnô.  Click on óView Awardô to view 

the auto award results.  Return to the Award Bid Request Lines screen to make any final edits or changes.   

Complete Award 
After studying the View Award screen and determining that you are satisfied with all of your award decisions click 

óComplete Awardô.  See ñCompleting the Award Processò section below. 

Award Suppliers 
Click óBidsô tab, click óClosedô sub-tab. Closed (Unsealed) Bid Requests, Responding Suppliers listing ï Select 

desired bid request and Click óAward Suppliersô. 

 óAward Supplierô ï Awards entire bid to selected supplier(s). 

 [View Response] ï View selected supplierôs bid response. 

 Items Responded ï Number of items in supplierôs response. 

 Response Total ï Total value of supplierôs bid response.  Alternate bid response values are not factored into this 

total. 

 Note to Buyer ï Supplierôs Header level notes.  

 Awarded Supplier ï Display selected suppliers, number of items awarded, and award total.   

 Bid Line Items ï Displays grid listing all line items, bid responses, and responding suppliers: 

o Line Number/Description/Quantity/UOM/Manufacturer/Manufacturer #/Notes ï Original specification. 

o Supplier Bid Responses ï Unit price, quantity in parenthesis, and the extended price.  
 

 
Figure 22.  Award Supplies 

 

Important Note:   This functionality is intended to simplify the task of awarding one supplier.  The award by supplier 

screen does not display key information that may affect your award decisions.  Attribute responses, alternates, line item 

notes, and supplier attachments are not displayed in this tabulation.  It is highly recommended that you review the 

complete response data using the Award Lines function or the Excel Summary Response bid tabulations. 

Award Documents 
Award Summary Document  
























