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Now that your Bid has been published, let’s take a look at how vendor’s are able to access and respond.  
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Vendors are able to respond to Bids by creating and submitting a Quote document prior to the Bid Opening Date you assigned 
to the Bid. In order to create a Quote, vendors must be registered with Buy4Michigan and login using their own Login ID and 
password. 
 
If you selected “Open Bid” as the Bid Type for your Bid, it can also be viewed by vendors and the public without logging in by 
clicking the Open Bids link on the Buy4Michigan login screen.  
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Clicking the Open Bids link displays a screen on which all published Open Bids are listed by published date, starting with the 
most recent. Open Bids are those where the Basic Purchasing user has allowed any vendor to submit a reply, not just those 
notified when the Bid was published. 
 
The list can be narrowed by selecting a commodity category in the Show Bids for Category dropdown and selecting Go. 
Clicking on the link in the Bid # column will display the Bid. 
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Upon selecting a Bid to view from the Login Screen, users will be displayed the Acknowledge Receipt and View Solicitation 
screen. This screen displays a message configured by state administrators to communicate that in order for vendors to be 
added to the Bid Holder List and respond to the Bid, they will need to login. In order to just view the Bid however, you can click 
Proceed.  
 
Upon clicking Proceed, a modified version of the Bid’s Summary tab will display, allowing users to view the Bid and open any 
attachments. 
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Upon logging in, the vendor’s Homepage will display. Depending upon the role the vendor is currently in, their Homepage will 
appear differently. Like state users, they are also limited to their current role’s access and function privileges. Vendors have 
only two possible roles, Seller and Seller Administrator. The table displays the primary functions of both roles.  
 
In order to view and respond to Bids, ensure you have the Seller role selected. If they have been given only one role, then no 
role tabs will appear. 
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For non-administrative users, the vendor Homepage consists of the area below the Home – Welcome Back (User’s Name) 
label and features a series of tabs. Each tab provides links to the most recent items and documents that may require user 
action. The number in parentheses within each tab is the total number of items within that tab that may require action.  
 
Identical to state user’s view, two horizontal bars (Header & Navigation bars) above the Homepage are always present on the 
screen while the vendor is logged in. Selecting a link or icon from these bars will take them elsewhere in the application. Note 
that the Header bar contains the same official system clock that is used to timestamp documents and to regulate Bid Available 
and Opening times. 
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Upon clicking the Bids tab, four sections of documents will appear to the vendor. Within each section, the five most recent 
matching documents displays, and if more than five documents match that type, a View More link will be available at the 
bottom of each section allowing vendors to view a complete list.  
 
Displayed are the Request for Revision and Bid / Bid Amendments (Un-Acknowledged) sections. The Request for 
Revision section displays a list of the vendor’s Quotes that the vendor has been asked to submit a revision for, and the Bids / 
Bid Amendments (Un-Acknowledged) section displays a list of the Bids where the vendor is on the bidders or Bid Holder 
List but has not yet acknowledged either the Bid itself, or an Amendment to the Bid. 



10 

The remaining two sections on the Bids tab for vendors are the Open Bids and Closed Bids sections. The Open Bids 
section displays a list of the Bids for which the vendor is able to respond, meaning that they have not yet reached their Bid 
Opening Date, and that either the Bid allows any vendor to respond, or that if not, this vendor was on the bidders list. 
 
The Closed Bids section displays a list of the Bids that the vendor can no longer submit a response to because the response 
period has ended.  



11 

To begin responding to a Bid, the vendor can either click the link in the Bid # column or select the Create Quote link in the 
Create Quote / View Auction column for the Bid they wish to respond to in the Open Bids section. Generally, the vendor will 
want to view the Bid before creating a new Quote, and will select the link in the Bid # column. 
 
Upon selecting a Bid to view, the vendor is displayed the Acknowledge Receipt and View Solicitation screen, which allows 
the vendor to acknowledge the Bid. By clicking Yes on this screen, the vendor will be placed on the Bid Holder List, receive 
any future correspondence regarding the Bid, and be displayed the Bid. By clicking No, the vendor will just be displayed the 
Bid. 



This image illustrates how the bid will display to the vendor. 
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Once the vendor decides whether to acknowledge the Bid, the Bid document will display. It will appear just as it did from the 
Open Bids screen accessed from the Login screen. On the bottom of the screen, a Bid Q & A button will appear, enabling the 
vendor to view any questions that you have posted and responded to via the Q & A tab on your Bid. If you selected to allow 
vendors to submit questions on the Q & A tab, an Add new questions section will appear enabling the vendor to ask you 
questions that will appear on your Bid’s Q & A tab to answer.  
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Selecting the Create Quote button from the bottom of the Bid opens a New Quote document for the vendor, enabling them to 
submit a response to the solicitation. The process for completing a Quote mimics the process for Bids and other documents in 
Buy4Michigan. The user must work through the tabs along the top, completing all required fields before submitting the 
document from the Summary tab. Before the Quote is assigned a number and can be accessed later, the vendor must first 
complete the General tab. All required fields on this tab come pre-completed, so all the vendor must do is click Save & 
Continue. 
 
The other fields on the General tab allow the vendor to input their desired shipping, freight and payment terms, the expected  



delivery days for any goods being solicited, including a promised date, any standard discount percentage that would 
apply to all items on the Bid, their contact information and any other comments regarding the Quote. Two check boxes 
also appear. Is “No Bid” denotes that the vendor’s response is that they are not bidding on the items. Alternate Bid, 
when checked, means that the vendor has submitted another Quote, and that this Quote is meant to be an alternative. 
 
Note: If Alternate Bids will not be considered for a particular solicitation, this should be indicated to vendors on the Bid 
document during the solicitation. 
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Upon clicking Save & Continue on the General tab, the screen will refresh and a validation error will appear along the top of 
the screen that the vendor has yet to acknowledge the Terms & Conditions. Vendors are able to do this from the Terms & 
Conditions tab. 
 
The next tab over is the Items tab which enables the vendor to provide a price quote for each of the items you setup on your 
Bid. In addition, vendors are able to provide any standard discount percentage for each item, select a tax rate, enter 
applicable freight charges per item, and provide an Alternate Description of each item, if they don’t offer what’s been 
described. The No Bid check box is automatically selected until the vendor provides a price quote for an item, at which point it  



is un-selected. Selecting the No Charge check box indicates that the vendor provides the item free of charge. 
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The Questions tab is where any questions that you setup on the Bid will appear. If you made any questions required, a 
validation error will appear along the top of the screen on this tab until all required questions are answered. Vendors answer 
questions by choosing from the available options or entering data in any text fields if provided and selecting Save & Continue.  
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The Subcontractors and Notes tabs will not be applicable on most Quotes for vendors. The Subcontractors tab will only 
display data if you specified on your Bid that certain rules for subcontractors, either regarding their business classification, or 
their award percentage. The Notes tab enables vendors to input internal notes, just like the Notes tab on the Bid document. 
Only other users for this vendor accessing this Quote will be able to see these notes. 
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The Terms & Conditions tab displays a list of all the files you attached to the Bid, which can be downloaded and/or viewed by 
clicking the link in the File Name column. Before vendors are able to submit their Quote, they must select a button option 
indicating their acceptance of the Terms & Conditions of the Bid. Selecting either Yes with exceptions or No will require that 
the vendor input text in the field below explaining their exceptions to the Terms & Conditions.  
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The Attachments tab on the Quote document enables the vendor to attach relevant files to the Quote document to include as 
part of their response. The process for attaching files to a Quote mimics the process for Bids. After attaching a document, 
vendors have the ability to delete any previously attached document, as well as mark any of their attached files as confidential. 
Clicking the check box in the Confidential column next to an attachment will ensure that it is only visible to authorized logged 
in users from your agency, and not public users from the Login screen. 
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From the Summary tab, the vendor can view all of the information they input on their Quote document. Along the bottom of the 
screen, button options exist allowing the vendor to Print, Submit, and Cancel  their Quote. Once submitted, the vendor can 
withdraw it at any point up until the Opening Date you chose for the Bid. In order for the Quote to be considered for award 
however, the vendor must re-submit the Quote prior to the Bid Opening Date/Time. 
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While your Bid is available for response, it is in “Sent” status. During this status, no action regarding the document is required 
on your part. Therefore, the Bid document is not available via one of the tabs on your Homepage. Instead, to access the Bid, 
use the Documents dropdown from the Navigation Bar. Hovering your mouse over Bids will display a list to the right of all 
available statuses of that document. Select Sent from this list to view your “Sent” Bids by the most recent.  
 
Bids in “Sent” status allow four primary actions, including viewing the vendors that have acknowledged receipt of the Bid and 
responded, managing Q & A regarding the solicitation, creating and applying amendments to the solicitation, and opening the 
Bid to view the submitted responses once the Opening Date has been reached. 
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From the list of Bids that appears from the Navigation bar, clicking List from the Bid Holder column will display a list of 
vendors that have viewed and acknowledged your Bid, meaning they’ve elected to be informed about any amendments to the 
document. If desired, you can send selected vendors on the Bid Holder List an email through the system by clicking the check 
box in the Send Mail column next to the vendors you’d like to contact and selecting the Send Mail button along the bottom of 
the screen.  
 
This will display a form that allows you to build an email, including fields for Additional Emails, a Subject and Text, which is the 
body of the email. A list of all the attachments included on the Bid appears below. Selecting the check box next to any of them 
will attach the document to the email. Once finished building the email, click the Send button to deliver the email. Note that  



you will not receive a copy of the email or have it in your email’s “Sent” folder, so if you need a record of the email, 
include your email in the Additional Email field. 
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In addition to the Bid Holder List, you can also view the list of vendors directly notified about the solicitation by accessing your 
Bid. This list can be viewed from either the Bidders tab, or the Summary tab in the Bidders field within the Header 
Information section. Next to each vendor it also displays when they were sent every notification, including of amendments, 
and if they’ve submitted a response.   
 
From the Bidders tab, you can also add these vendors to the Bid Holder List to enable the email function described previously, 
and you can add new vendors and trigger a manual notification email about the Bid. Disabling a vendor removes them from 
the list on the Bidders field on the Summary tab, but not from the Bidders tab.  
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Following the publishing of your Bid, you may get questions from vendors regarding the solicitation. 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. You may also allow vendors to submit questions through Buy4Michigan, which will 
appear on the Q & A tab and which allow you to respond through Buy4Michigan.  
 
To document questions you have received from vendors regarding the solicitation, upon selecting your Bid, select the Q & A 
tab. The fields available on this tab allow you to enter the subject of the question, the question itself, as well as your answer to 
the question. Clicking the check box in the Show on Web tab will allow vendors accessing the Bid following publication to 
view the question and answer.   
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If you selected the Allow vendor to submit questions check box, vendors accessing the Bid following publication may have 
submitted questions to you electronically. These questions will automatically appear on the Q & A tab and allow you to 
complete the Answer column for them. You can then select whether to show this question and answer on the web to every 
vendor by selecting just the check box in the Show on Web column, or just to the vendor that submitted the question by 
selecting both the Show on Web and Show Original Vendor Only check boxes.  
 
If you permitted vendors to submit questions through Buy4Michigan, but you choose not to be notified, then you will have to 
return to the Q & A tab in order to view submitted questions. 
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If you determine that an amendment to the solicitation is necessary, select the Amendments tab on your Bid document. From 
here you’ll be able to view any previously completed amendment as well as create a new amendment by clicking the Create 
Bid Amendment button. Creating a new Bid Amendment will display a copy of the Bid, but with only four tabs available to be 
edited.  
 
You’ll initially be shown the General tab, which only allows you to edit the Show on Web, Allow Electronic Response, Bid 
Opening Date, Info Contact, and Pre-Bid Conference fields. If any changes are made, click Save & Exit before proceeding 
through the remaining tabs. 
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The only other tabs on the Bid that allow amendments are the Items and Attachments tabs. On the Items tab, all information 
regarding every item can be edited using the same process as during the item setup process. Items can also be added and 
cancelled.  
 
On the Attachments tab, attachments can be added or deleted. You can also edit whether attachments should be shown to 
vendors. Once done building your amendment, click on the Summary tab to review your changes, add any additional 
information and apply your changes. 
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On the Summary tab of your Bid Amendment, a list of each change that was made on the previous tabs displays. Within the 
Description column, an explanation of each change appears. This explanation is editable if you’d like to provide additional 
detail. A Comment field also exists along the bottom of each listed changed, enabling you to further explain any amendment. 
A global comment field is also available along the top of the Summary tab so that you can provide information regarding the 
entire amendment, if desired. 
 
To the far right of each change a Show to Vendor check box allows you to decide whether to inform vendors about the 
change. Amendments processed to fix typographical errors are an example of changes that may not need to be sent to  



vendors. By default, vendors will be informed of all changes however. If you make any changes on this screen, ensure 
that you select  Save & Continue before applying the Amendment. Note that you can also select Delete Bid 
Amendment to discard the amendment and create no changes to the Bid. 
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Once you are ready to apply the changes to the Bid and inform the vendors you originally informed about the Bid, and those 
on the Bid Holder List, select the Apply Bid Amendment button on the bottom of the Summary tab. Note that automated 
approval of amendments is not supported in Buy4Michigan. If approval of your amendment is required prior to taking effect, 
this must be conducted offline.  
 
Upon applying the amendment, the changes will automatically be applied to your Bid document and the Vendor Notification 
Result screen will appear, listing the vendors that were emailed regarding the amendment, what time they were emailed and 
what email address was used. Note that this screen is not accessible after clicking OK, so if this information is needed for your 
records, please print this page using your internet browser. 



After a Bid Amendment has been applied, vendors will be able to acknowledge the Amendment. When the vendor logs into 
their screen, they will see a section listing Bids/Bid Amendments (Un-Acknowledged). By clicking on the link with the Bid #, 
the Vendors can proceed with the acknowledgement. 
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After a Bid Amendment has been applied, vendors will be able to acknowledge the Amendment by accessing the Bid and 
selecting the Acknowledge Amendment(s) button along the bottom of the document. Upon accessing the document, an 
Amendments field will appear within the Header Information section listing each Amendment that has been applied to the 
Bid. Clicking the Acknowledge Amendment(s) button will display a pop-up window informing the vendor that they have 
acknowledged all Amendments and reminding them to review any Quotes they have previously started or submitted.  
 
Note that vendors will not be able to acknowledge amendments after the response period has closed. Clicking the 
Acknowledge Amendment(s) button following the Bid Opening Date will display a pop-up window that Amendments can no  



longer be acknowledged because the response period has closed.  
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Once your Bid has been published, if at any time you decide to terminate the solicitation by cancelling the Bid, a notification 
will be sent to all vendors you chose as bidders, as well as any additional vendors that have been added to the Bid Holder 
List.  
 
Upon clicking Cancel Bid on the bottom of the Summary tab, the vendor notification screen will display a list of the vendors 
that have been notified regarding the Bid cancellation. 
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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 Homepage 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 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.  
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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. 
 
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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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. 
 
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 Tab enable you to 
compare Quotes, both in their entirety and specific elements, request revisions to Quotes, conduct an evaluation, attach files,  



and recommend award.  
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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 information 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. 
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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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You can request clarifications, revisions and Best and Final Offers (BAFOs) via the proposal revision feature on the Revisions 
tab of the Bid Tab. Requesting a proposal revision is done by choosing a particular Quote and utilizing a system email to notify 
the vendor that created it that a revision is requested. A copy is then made of that Quote utilizing the same number with “-RX” 
appended to the end, where “X” is the number of revisions that have been requested for that Quote. This new copy of the 
Quote is made editable to the vendor until you close the revision process.  
 
While the revision process remains open, you will be prohibited from recommending award and the vendor can submit and 
withdraw their Quote as needed. They are also able to acknowledge any amendments that were applied to the Bid prior to the  



Bid Opening Date.  
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To request a revision, first you’ll need to decide which vendors you’d like to request a revision from and to determine if you would like to 
send multiple vendors the same revision request email, or if you will need to personalize the request email for individual vendors.  
 
To send the same request to multiple vendors, pick a Due Date for each revision by clicking the calendar icon, then select the check box 
in the Request Revision column for each vendor to receive the request email and click the Send Notification to Selected Vendors 
button on the bottom of the screen. To send a revision request to one vendor, pick the Due Date for that vendor’s revision, then click the 
Create Notification button in the Notification Actions column next to the vendor you’d like to request a revision from.  
 
Note that the date selected in the Due Date column does not effect when you are able to cutoff the revision process and view a vendor’s  



submitted revision. At any point you can close the revision process and either start again or continue with the evaluation and 
award process. 
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Next, the Send Quote Revision Email screen will display enabling you to develop the email message that will be sent 
requesting the proposal revision(s), including adding Additional Email Recipients, a Subject, Text (body), and 
Attachments. Once complete, click the Send Revision Request button along the bottom of the screen. A pop-up message 
will display confirming your intent to make vendors’ Quotes editable and to send the email. 
 
Note that the Text field does not support standard formatting, so it is recommended that you limit the text in this field and 
include any instructions in attached documents. Also note that this email will not appear in your email’s Sent folder, so if you 
need a copy for your records, include your own email in the Additional Email Recipients  field. 



44 

Vendors will be able to access their editable Quote from the Request for Revision section on the Bids tab of their Homepage. 
The editable Quotes that display in this section are sorted from newest to oldest. Upon selecting the link in the Quote # field, 
all fields will be open for editing, allowing the vendor to change all aspects of their Quote, including their item price quotes, 
question answers, Terms & Conditions response and exceptions, and attachments. After completing the editing process, the 
vendor can submit their revision by clicking Submit Quote from the Summary tab. Revisions can be submitted and withdrawn 
as desired by the vendor until you choose to close this revision round. 
 
Note that if a revision round has been closed, and the vendor never submitted a response, the copy of their Quote that was  



created to allow editing will continue to appear on their Homepage under the Request for Revisions section. However, 
upon selecting the Quote, a pop-up message will display alerting the vendor that the revision process for that Quote 
was ended. At that point, the Quote will disappear from their Homepage. 
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Once you are ready to review the revised Quotes, return to the Revision tab on the Bid Tab of your Bid and click the Close 
Revision Process button on the bottom of the screen. If a revision was submitted by a vendor, that revised Quote will replace 
their original on the Bid Tab. You are now able to continue with evaluation and award, or you can conduct another revision 
round by selecting the next round in the Revision dropdown and then starting the request process again. 
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Now that you are content with the Quotes that have been received, proceed to the Items tab to begin comparing the Quotes. 
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. This process is covered in the Award section of this 
training. 
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The Header Questions tab displays a list of all the header-level questions you entered via the Questions tab on the Bid and 
provides for a side-by-side comparison of the responding vendors’ answers.  



49 



50 

The Score tab on the Bid Tab allows you to manage the solicitation evaluation process. On the Maintain sub-tab you are able 
to create the scoring components and choose the scorers.  
 
Note that it is NOT required to use the scoring tool within Buy4Michigan. Evaluations can be also be conducted offline, 
but they documentation related to this process should be attached to the Bid Tab. 
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To add a scoring component, type in the name of the component (e.g. References, Pricing, etc.) in the Component column, 
then provide the component a scoring weight. The weight of all your components must add up to 100. Once you are done 
setting up one component, click Save & Continue and another field will become available for adding another component.  
 
Until your scoring components’ weights add up to 100, an error message will appear along the top of this screen. An error will 
also appear until you have added a scorer.  
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Only users from your Organization can be added as scorers to a solicitation in Buy4Michigan. Any others who need to act as 
scorers will need printouts of relevant documents or need to be included in a web conference to review them with those who 
have access.  Select the scorers from the names in the dropdown box within the Scorer Creation/Maintenance section, 
selecting Save & Continue to open up new fields to select more scorers as needed. Once you save this screen, scorers will 
be notified automatically by the system that they can view the Bid and provide scores. 
 
Note that directly above the Scorer Creation/Maintenance  section there are three check boxes. These allow you to display 
or hide certain aspects of the Bid to your scorers. Checking Hide pricing from scorers hides the price quotes vendors  



provided from the evaluators. Checking Display scoring summary to scorers allows scorers to access the 
ScoreSummary sub-tab which displays the total scores for each vendor. Checking Display scoring detail to scorers 
enables scorers to view the individual scores provided by every scorer for each vendor.  
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The ScoreEntry sub-tab allows scorers to enter their scores for each vendor. To enter a score, scorers will need to select the 
vendor they would like to evaluate from the Vendor dropdown box. Upon selecting a vendor, the scoring components you 
created will display along with their weight. Scorers are then able to provide a score from 0-100 for each of the components. 
Buy4Michigan will automatically tally these scores based on the weight you provide each component. 
 
Within the Scorer Notes for Quote section, the scorer can provide text explanations of the scores they entered. Upon 
completing the evaluation for each vendor, the scorer will need to select Save & Continue before selecting another vendor to 
evaluate. Another Note field will appear upon saving, allowing the evaluator to enter additional notes if needed. 
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The ScoreSummary sub-tab displays the aggregated scores for all vendors, based on the scoring components and weights 
you provided. You can re-sort the vendors displayed in order to view different comparisons.  
 
Clicking the View Score Detail link within a vendor’s column will display the score provided by each scorer.  
 
Note that Scorers can continue to make changes to their ScoreCard until the Bid has been Awarded. 
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Clicking the View Score Detail link within a vendor’s column will display the score provided by each scorer for that vendor. 
For each scorer, the Raw and Extended score is provided. The Raw score is the number between 0-100 provided by the 
scorer for each component. The Extended score is the vendor’s score for that component after the weight you setup is 
applied.  
 
To view the notes provided by a scorer for that vendor, click the View Score Note link in the scorer’s column.  
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If you choose to conduct the evaluation process offline, you will want to attach all documentation regarding the evaluation via 
the Attachments tab on the Bid Tab. The Attachments tab here works identically to the Attachments tab on the Bid. Click Add 
Attachments to find the files to attach to the Bid Tab.  Information regarding the protest period for this Bid evaluation / 
recommendation should also be attached to the Bid tab once it is known.  
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Once you are ready to award your solicitation, navigate to the Items tab on the Bid Tab. You can award each item to a single 
vendor, to multiple vendors, or you can cancel items and award them to no one. You can also do a partial award by not 
awarding an item or items to any vendor, which allows you to return to the Bid Tab later to create another award. 
 
Note that the Bid document will remain in “Opened” status until all items on the Bid have been either awarded or cancelled. 
This means that the Bid document, and all its associated documents, including the Bid Tab, Quotes and their attachments will 
not be visible to the public. 
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Awarding an item is done by clicking the checkbox next to the item within the column of the vendor to be awarded. To award 
all items to a vendor, select the Award All button within that vendor’s column. Clicking the Unaward All button will uncheck all 
items you previously indicated you would like to award to that vendor. 
 
Directly below the list of items, a row provides you with a tally of each vendor’s quote totals, including any quoted discounts 
and freight chargers. Once you are finished awarding items, click Save & Continue. 
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The solicitation award process is almost complete.  The next step is to submit your award recommendation(s) for approval. On 
the Summary tab of the Bid Tab 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.   
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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 solicitation 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, then continue to Contracts training for information on how 
to finalize and ultimately, send, a fully awarded, approved, negotiated contract.  
 
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 Homepage. 
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