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Introduction 
The “How to Create an Open Market Bid from Scratch” Quick Reference Guide is designed to provide the 
minimum steps necessary in creating a Bid Solicitation and submitting the Bid for approval.   

Pre-Requisites 
You must have the Basic Purchasing Role. 
 
Steps 
 
 
 

 
 

 

 
 

 
NOTE:  

• Some required 
fields are 
defaulted (i.e. bid 
type, purchase 
method, print 
format). 

 
• For local 

municipalities, 
leave the fields 
mentioned 
above, as is. 
 

• When entering 
your bid opening 
date, select the 
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time first, then 
the date. 
 

Definitions of Fields: 
 

• Available Date - 
the date the Bid 
posts 

• Bid Opening 
Date-date bid will 
be opened & 
deadline for 
submission  

• Info Contact-who 
to contact for 
questions 

• Bulletin Des. -
more detail info 

• Funding Source -
how your project 
is funded. If you 
do not know, 
enter N/A 

 
NOTE:  
For sealed bids, uncheck 
the allow electronic 
response box. Typically 
applies to local 
municipalities. 

 
 
There will be a general validation error message that displays after saving your information. Disregard it, the 
message indicates items need to be added. The message will disappear once you click the items tab (step 8). 

 

 

 



 Bids – Open Market 
 

Quick Reference Guide 
 

 

 Date Last Revised: 5/27/16 Page 3 of 9  
 

 
NOTE: When selecting 
your commodity code(s) 
keep in mind that an NIGP 
class code 900 indicates a 
service (i.e. construction 
projects, consulting 
services, etc.).                             
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
NIGP KEYWORD SEARCH 

FROM THE ITEMS TAB 
 

Step #13 from above 
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NOTE: Be sure to view 
both descriptions for the 
commodity code(s). This 
includes the NIGP Class & 
NIGP Class Item. 
 
The system only provides 
the class item (2 digit) 
description from the list 
displayed when doing a 
keyword search.  
 
For assistance, you may 
contact the Buy4Michigan 
coordinator. Isidra Chavez 
chavezi@michigan.gov  

 
 
 

 

 
 

mailto:chavezi@michigan.gov
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I 

 
 
Note: It’s recommended to 
select all the vendors in an 
open market bid. 
 
You also have the ability 
to manually select specific 
vendors if you’re doing a 
pre-qualification bid.  
 
For local municipalities, 
you also have the option 
to select specific vendors 
if you do not want to select 
all vendors listed.  
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NOTE: Do not check the 
manually add approvers 
button. 
 

 

 
 

 

 
 

 
 

 
This view are the vendor 
email recipients.  
 
You’re all set, your bid has 
now been posted. Vendors 
will receive an automatic 
email notification about the 
bid opportunity. 
 
Also, you’ll receive 3 email 
confirmations (ready to 
send, approval requested 
& an email that lists all 
vendors who were 
notified). 
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