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The Bidders tab is where you can select the vendors that will be notified about this solicitation.  You can also set some vendor viewing privileges 

related to the Bid on this tab.  Note the options which are not used.  Selecting either of these options will have no effect on your Bid.  These settings 

are now controlled by the Bid Type field on the General tab.  The vendor viewing configuration options on this screen include: 

• The Show Unit Prices to Vendors box, which when checked displays any price estimates entered on the Items tab to vendors.  This option is 

unchecked by default so that vendors are not given an idea of how much you are expecting to spend per item. 

• The Hide Bid Holder List on Vendor Side box, which when checked will not allow vendors to see the other vendors that may respond to the 

solicitation.  This option is checked by default so that vendors do not know who their potential competitors are. 

If you make changes to either of those fields, click Save & Continue.  Once you are ready to add vendors that will be notified, click Lookup & Add 

Vendors on the bottom of the screen. 
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Selecting Lookup & Add Vendors will display a pop-up window that enables you to search for vendors by a variety of 

criteria, including vendor name, tax ID, NIGP commodity code, and Business Type.  You can either enter your criteria and 

select Find It to have the matching results return, or you can simply click the Find Vendors for All Commodity Codes 

on the Bid button along the bottom of the screen to return all vendors that have registered with the commodity codes 

associated with the items on your Bid. 

 

Note that Buy4Michigan does not track the search criteria that you use to develop your Bidders list.  If this information is 

needed for historical reference, please document this using the Notes tab. 
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Your vendor search results will appear below the search area.  To select a vendor to add to your Bidders list, select the check box next to the 

vendor in the Select column.  To select all of the vendors on that screen, select the check box in the top row in the Select column.  Once you’ve 

made your selections, click one of the Save options.  

 

If more than 25 vendors were returned as a result of your search, they will appear on different pages.  Directly above and below the results list, the 

total number of results is displayed along with links to each page of results.  You can only add vendors to your Bidders list that appear on the 

screen you are currently viewing, so if you need to add vendors across pages of results, you will need to select the Save & Next Page button that 

appears on the bottom of the screen.  This will add your vendor selections on the current screen to the Bidders list, and then take you to the next 

page of vendors so you can add them as well. 
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After selecting one of the Exit options from the vendor search screen, the pop-up window will close and the Bidders tab of 

your Bid will update to display a list of the vendors you selected.  You can view the profile of any added vendor by clicking 

the link in the Vendor ID column.  Note that you can delete any vendor you’ve added by clicking the check box in the 

Delete column next to the vendor and selecting Save & Continue on the bottom of the screen.  

You can also conduct another search to add additional vendors to your bidders list by selecting Lookup & Add Vendors 

again on the bottom of the screen.  Note that Buy4Michigan does not support the ability to notify newspapers regarding a 

solicitation, therefore seek the guidance of your agency’s Chief Procurement Officer in order to determine how to go about 

this process. 
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If you expect that subcontractors may be utilized by offerors, or you require specific subcontractor participation to award the solicitation to a vendor, you can set 

rules regarding subcontractor participation via the Subcontractor sub-tab within the Bidders tab.  The text box on the top of this tab allows you to type in any 

requirements regarding the use of subcontractors.  This information should also be included in the formal documentation attached to the Bid. 

Other options on this tab allow you to mandate that the vendors identified by the offeror as subcontractors are registered with at least one of the commodity codes 

selected for the items on your Bid, that those subcontractors must login to Buy4Michigan to acknowledge their inclusion in the response, and that they must 

acknowledge that inclusion a certain time period prior to the closing of the solicitation’s response period.  Note that offerors will only be able to select vendors as 

subcontractors that are registered within Buy4Michigan. The final section allows you to recommend or mandate specific types of vendors be included as 

subcontractors by selecting Vendor Categories  that vendors are asked to associate with upon registering with Buy4Michigan.  However, since the options setup 

by the State within these categories allow vendors to select a “not applicable” option, selecting a Vendor Category here will not ensure that a subcontractor 

belongs in a specific category (e.g. minority-owned, small, or women-owned business).  In fact, all vendors are required to provide an answer in all options when 

registering, so selecting a Vendor Category  will not restrict any vendor from being chosen as a potential subcontractor by an offeror.  However, Buy4Michigan  



requires at least one Vendor Category be designated here in order to enable vendors to select their intended subcontractors on their Quote response, so 

if you want responses to contain offeror’s intended subcontractors, then you must select at least one.  Furthermore, since the State does not 

certify vendor’s selection within these Vendor Categories, do NOT select the Category Certified Vendors Only check box.  This will have the effect of 

excluding all vendors from being selected as subcontractors.  The Target % option allows you to recommend that subcontractors receive a certain 

percentage of the total dollar amount of the offeror’s quoted price.  Checking the Mandatory option will make it required that vendors receive this 

percentage. 
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Prior to publishing your solicitation, you can select options to enable vendors to submit their questions through Buy4Michigan once 

the solicitation is published.  These questions will appear on the Q & A tab and allow you to respond through Buy4Michigan.  

Buy4Michigan enables you to document these questions and provide answers via the Q & A tab on the Bid.  Vendors and the public 

can then access this Q & A by viewing the Bid document. 
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The Reminders tab can be used to have Buy4Michigan send you emails to remind you to turn off the Q&A session or other 

tasks.  Just enter the fields and check the box Send Email.  Click on Save & Continue. 
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Upon clicking Save & Continue, it shows the reminder that was entered and gives another line to enter another one if 

desired.   When the task is completed, go in to this tab and enter the Date Completed and save.   This will remove the task  

from your My Reminders tab on the Home tab. 
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Once you have completed each of the necessary tabs, you can review all of the info you’ve entered on the Summary tab.  If there are 

any issues with the info you’ve provided, validation warnings and/or errors will display along the top of the Summary tab.  Yellow 

warnings do not require action on your part, but red errors require that you fix the issue before you are allowed to submit the Bid for 

approval.  Once you have corrected any issues and are ready to publish the solicitation, you can submit your Bid document for 

approval by clicking the Submit for Approval button on the bottom of the tab.  Note that you can also print a paper copy of the Bid 

document by clicking the Print button.  This will display a pop-up window with the printed version of the information you’ve input on 

your Bid.  To the State, this printed document represents the cover page to the entire solicitation, the rest of which should be present 

in the documents you’ve attached to the Bid.  If asked to produce all solicitation documentation, this printed document should appear 

on top of the documents attached to the Bid, (which must be printed separately) in their designated order of precedence. 
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Upon clicking Submit for Approval, the approval path that’s been triggered by the document will appear.  This displays the users that must 

approve the document before it can be published and in what order.  Upon clicking Continue, the approvers will be notified once it is their turn to 

approve.  Approvers can only approve/disapprove the Bid in the order they are listed on the approval path.  If no approval path is triggered by the 

document, you can manually add approvers to the document by selecting a user in the Approver dropdown and clicking the Add Approver button.  

Once you are ready to notify the approvers, click Save & Continue.  You will also be given the option to select Automatic Approval.  Selecting 

this option automatically approves the document, allowing you to immediately publish the solicitation.  Note again - only Basic Purchasing users 

can create or send Bids.  
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To publish the solicitation, navigate to the Summary tab of the “Ready to Send” status Bid.  On the bottom of the screen, you are presented with 

two options in the Send Bid Actions section.  You can either select to Change bid status to “Sent” and Notify Vendors, which will publish the 

solicitation and send an email to all of the vendors added on the Bidders tab, or to Change bid status to “Sent” only, which will publish the 

solicitation, allowing vendors to access and respond, but will not send vendors an email to notify them.  After you’ve made your selection, select 

Send Bid.  The Bid is now in “Sent” status.  
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If you selected to notify the vendors, after saving, the Vendor Notification Result screen will display all of the vendors that were notified and the 

email address that the notification was sent to.  This screen is not accessible again after clicking OK, so if it is needed for your records, you may 

wish to print this screen using your web browser.  Note that even after sending a Bid, it will not be viewable online or allow response until the 

Available Date identified on the General tab of the Bid has been reached.  
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After clicking Ok on the Vendor Notification screen you will return to the Header screen.  The Bid will now  be in “Sent” status.  
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Prior to opening your Bid, you will want to verify that responses have been received from vendors so that you will have something to review, 

evaluate and award.  Once the Bid Opening Date/Time has been reached, your Bid will once again be accessible via the Bids tab on your Home 

page within the Ready to Open sub-tab.  It can also be accessed from the Documents dropdown menu in the Navigation bar by going to either 

Bids -> Sent or Bids -> Ready to Open.  If responses have been received, an Open Bid link will appear in the Open Quotes column next to the 

Bid.  If no responses have been received a Create Quote link will appear in this column, allowing you to enter Quotes you may have received 

offline.  If no responses have been received, you may wish to create an amendment extending the response period by pushing back the Bid 

Opening Date.  Otherwise, you may wish to cancel the Bid. 

     Note: Purchasers cannot manually add Quotes on behalf of the vendor until the Opening Date time has been reached.  

Once you are ready to Open your Bid, clicking the Open Bid link will take you to the Summary tab of your now “Opened” Bid.  If you navigate to the 

Bid without opening it, the Bid can also be opened from the Summary tab by clicking the Open Bid button along the bottom of the screen. 
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Once “Opened,” you can access the Bid Tabulation (Bid Tab) document and the Quote History for the Bid.  From the Bid 

Tab, you can view the submitted Quotes and begin your evaluation and award process.  The Quote History screen just 

allows you to view the submitted Quotes.  
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The Bid Tab, like all documents within Buy4Michigan, is completed by working through a series of tabs, then reviewing all 

of the information you’ve entered on the Summary tab before submitting the document.  The tabs on the Bid Tabulation 

enable you to compare Quotes, both in their entirety and specific elements, request revisions to Quotes, conduct an 

evaluation, attach files and recommend award.  

Along with the Bid Tab button, a View Quote History button will appear along the bottom of “Opened” Bids if Quotes 

were submitted.  Clicking View Quote History will display a list of all submitted Quotes.  You can view the Quote by 

clicking the link in the Quote # column.  You can also quickly view the price quotes for each item on the Quote by clicking 

the Expand icon next to the link in the Quote # column. 
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Another potentially important piece of information available only by looking at each vendor’s Quote is whether they 

acknowledged viewing every amendment applied to the Bid.  On the Summary tab of Quotes, the Bid 

Acknowledgements field displays when the vendor acknowledged each amendment.  A yellow validation warning will 

appear on the top of the Summary tab if the vendor did not acknowledge all amendments.  

 

This warning does not drive any system functions and is intended solely to provide you with information regarding the 

Quote. 
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At the bottom of the Header page it will show how the vendor answered the Item questions.  When finished viewing, click 

on Close Window. 
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The first tab on the Bid Tab is the Quotes tab, which displays all of the Quotes that were received in response to the Bid.  If you request a revision 

to a Quote, and one is submitted, the revised Quote will take the place of the original in this list.  Click on the link in the Quote # column to open a 

pop-up window displaying that specific Quote.  Selecting the View Quote link on the far right will open the Quote in the same screen, rather than as 

a pop-up.  All of the tabs available to the vendor when completing the Quote are visible, except the Notes tab.  The most important info to review 

while viewing a vendors Quote is their attachments and their response to the Terms & Conditions.  While other areas of the Bid Tab allow you to 

view and compare every vendor’s quoted pricing by item, as well as their answers to the questions you posed on the Bid, a vendor’s attachments 

and Terms & Conditions response can only be viewed by looking at their Quote document.  Once you verify the Quotes that have been received 

are complete, proceed to the Items tab to begin comparing the Quotes.  
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Each item on the Bid is listed with the price by vendor.  You can sort and organize the list to enable different comparisons 

as needed.  

 

Note that this is also the tab where you are able to recommend award.  Under the vendor check the boxes for each item 

you want to award to them.  The award can be to one vendor or split between multiple vendors. 
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The solicitation award process is almost complete.  The next step is to go to the Attachments tab to attach the Agency 

protest letter to the Bid document.  This lets the vendors know their rights regarding protest of the award.  This is a 

required step in the Bid award process. 
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The Bid award process is almost complete.  The next step is to submit your award recommendation(s) for approval.  On 

the Summary tab of the Bid Tabulation you can review your award recommendations before selecting Submit for 

Approval.  

 

While the approvals necessary for your recommendation may be different, the approval process that follows is the same 

as when you submitted your Bid for approval to be published.   



70 

Now it is time to “approve” the award recommendation.  Since protest periods and any external (Ad Board, Natural 

Resources, Civil Service Commission, etc.) approvals will still occur in ADPICS in Phase 1, and since only converting a 

Bid to PO(s) will allow vendors to see the Bid Tab and associated recommendation / protest information, typically, the 

Buyer submitting the evaluated Bid tab for approval will simply Automatically approve the Bid tab (recommendation).  This 

constitutes the buyer’s recommendation based on a completed evaluation process.    
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Once award of the Bid has been approved, you and all the vendors that submitted Quotes will be notified via an email 

listing the awarding vendors. 
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Once your award recommendation has been approved, from the Summary tab of the Bid Tab you are able to create the 

resulting in-progress (draft) PO(s) by clicking the Create PO button on the bottom of the screen.  Again, this step is 

necessary to facilitate the protest period because until a PO has been created from the Bid Tab for all items (except any 

that may have been canceled during the evaluation process), vendors cannot see the Bid tab, which is their basis for 

potential protests.  Print and attach the Bid Tab and necessary information to a document in ADPICS and submit it for any 

external approvals (Ad Board, Civil Service Commission, etc.) at this time so that the protest period and their review of the 

award recommendation begin simultaneously.  
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Upon selecting Create PO, the Purchase Order Creation Preview screen will appear for the Bid that was awarded.  A list of the vendor Quotes 

that were awarded will appear.  A different PO will be created for each different vendor that was awarded at least one Bid item.  Below, a list of 

Purchase order creation options appears.  These options, when checked, will bring information from either the Bid, or the vendors’ Quotes to 

their corresponding PO.  These options are all automatically checked.  

Note that you will be able to edit the resulting PO, including the PO type, as needed after you’ve created it, including being able to delete any of this 

information that is brought over from the Bid.  Leave the PO in “in progress” status until all award recommendation approvals and protest period 

have ended.  Once you’re ready to create the PO(s), click the Continue button.  Doing so will display a screen listing the POs that were created.  

Click a link in the PO# field to view that PO.  Clicking OK at the bottom of the screen will return you to your Home page. 
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In Phase 1, only contracts resulting from Bids will be published in Buy4Michigan.  All others (releases, POs that do not 

require competition, etc.) will continue to be processed in existing systems.  
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Change orders can be used to correct errors or add attachments to Purchase Orders.  

Also note that unlike Bids, all Basic Purchasing users from your agency will be able to access and edit POs with the same 

privileges as the creator of the document. 
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As POs are processed, their status changes in order to allow/disallow various functions associated with the document.  

The table displays each possible status of a PO and what functions each status supports. 
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PO creation tabs are basically the same as the Bid.  Most of the information will default from the Bid tabs.   
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The General tab of the PO document is where you describe the PO and define the type of contract it signifies (one-time 

Open Market or term Master Blanket).  If the PO was created by awarding a Bid, this tab will be automatically completed, 

but is available to be edited.  Copy /Paste the ITRAC # from the Alternate ID field to the ITRAC # field.  Create your BPO, 

PO or DPO in ADPICS and enter that number into the Alternate ID field on the General tab.  This will allow you to 

search for this document in Buy4Michigan using that number if needed for cross-referencing, and it will be used in Phase 

2 to update POs in Buy4Michigan based on spending and changes made in ADPICS.   
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The standard fields on the General tab enable you to define the type of contract that is being developed, as well as how 

ordering and receiving against the contract will function. The table describes each of the standard fields you’re likely to use 

each time you create a PO.  Fields with an asterisk are required.  
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After you save the PO you are ready to submit it.  Click on the Summary tab.  From here, you submit the PO for approval.  

After verifying the information is correct click on the Submit for Approval button at the bottom of the screen.  
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For training, select  Automatic approval, click on Save & Continue .  
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Under ‘Vendor Notification Actions’ select Send Email and Notify Vendor then click Save & Continue. 
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After saving you will see the Vendor Notification Result screen showing the vendor(s) that will receive the email.  Click OK.   
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Another method for creating new Bids is to clone an older Bid.  Cloning a document makes a new copy of the document, enabling you to leverage 

the information that was already entered on the original, but giving you the ability to edit anything where necessary.  To search for a Bid to clone, 

use the Documents dropdown in the colored Navigation Bar along the top of the screen.  Within the dropdown, hover your mouse over Bids, then 

select New to display the Create a New Bid screen.  Select Clone a bid from another document and click Continue to proceed with searching 

for the Bid to clone.  Any older Bid can also be cloned by accessing it and clicking the Clone Bid button along the bottom of the Summary tab. 
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Upon selecting Clone a bid from another document, you will be shown the Search Documents to Clone to Bid 

screen.  First, select Bids in the Search for field.  This will determine the Search Fields you will have available to use to 

find the document to clone.  The search feature here functions identically to the Advanced Search feature - enter your 

search criteria and click Find It to return matching results below. 
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Once your search results return, click the button in the Select column next to the document you would like to clone.  

Selecting the Clone Bid & Exit button will immediately display the General tab of your new Bid allowing you to begin 

editing the document.  Selecting Clone Bid & Add More Items creates your new Bid, but first displays another search 

screen enabling you to find and add any item to your Bid that has previously appeared on a Buy4Michigan Bid for your 

Organization.  This provides you with the ability to copy previously defined items without having to build them again.  You 

can find and select items using the same process that you used to find the document you just cloned.  Once you’ve added 

the desired items, you’ll be taken to the General tab of your new Bid. 


