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Introduction 
The “Vendor Responses” Quick Reference Guide is designed to guide a Vendor through the process of 
responding to a Bid. 

Pre-requisites 
A Vendor must be fully registered in Buy4Michigan and can log-in with their user ID and password. 
 

Steps 
 
Step 1: 
 

a.) From the home screen once 
logged in, select the Bids 
Header Tab. 

 

 

 

 
Step 2: 
 

a.) From the Open Bids 
section, select the Bid you 
are interested in by clicking 
the Create New link.  

 

 
Step 3: 
 

a.) Acknowledge the Receipt by 
clicking the Yes button. 

 

 
Step 4: 
 
The New Quote page displays, 
defaulted to the General Tab. 
 

a.) Recommended to only fill out 
the following fields: 

 Info Contact  

 Comments field 

 Required field at 
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the bottom of the 
page 

 
Note: Shipping/freight terms, 
discount, promised date fields, etc. 
are non-applicable. 
 
DO NOT check the “No Bid” box. If 
you choose this option, the system 
will notify the Buyer that you do not 
wish to submit a response, which will 
then eliminate you from the Bid. 
 
 

 
 
Step 5: 
 

a.) Select the Items Tab. 
 
b.) Enter in your Unit Cost to 

disclose your quote. 
 
 
 

 

 

 
Step 6: 
 

a.) If applicable, select the 
Questions Tab and 
respond.  

 
Note: Some responses are Required 
and the Vendor must respond in 
order to allow the quote to be 
submitted. An unanswered question 
will generate a red error message. 
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Optional Tabs: 
 
Subcontractor Tab: if indicated as 
part of a solicitation, a response may 
require you to indicate if you are 
using subcontractors. 
 
Notes: Allows vendors to record 
comments, which are external. 
 
 
 

 

 
 

 
Step 7: 
 

a.) Select the Terms & 
Conditions Tab. 

 
b.) Accept the Terms & 

Conditions clicking the 
appropriate radio button. 

 
 
 
 
 
 
 
 

 
 
Step 8: 
 

a.) Select the Attachments Tab 
& upload necessary 
document(s). 

 
Note: Refer to the “Basics” QRG that 
provides a step-by-step process on 
how to properly upload an 
Attachment. 
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Step 9: 
 

a.) Select the Summary Tab, 
scroll down to the bottom of 
the page and click the 
Submit Quote button. 

 
b.) Click OK on the pop-up 

confirmation message. 

 

 
 
Your Quote should now have a 
Submitted status.  
 
 
Note: If a Vendor wants to withdraw 
their quote, they must do so at this 
stage or else you cannot go back 
into a specific Bid at a later time/date 
and withdraw your quote. 

 

 

 

 


