
 
 
Screen Walk, Conducting a Reverse Auction 
 
Use the bid process to conduct an open bid to communicate the specifications for the desired goods/services to 
potential suppliers, a list of items (goods and/or services) for auction, the start and end times of the upcoming auction, 
and to get advance sign-off on terms and conditions.  
 
Login. 
 

 
  



As a Basic Purchasing User go to Documents, Bids, New, Create a Bid from Scratch. Complete the General Tab. Save and 
Continue. 
 

 

 
  



Complete Items from items tab. Save and Exit. 
 

 
 

 
  



Attachments Tab – upload documents and auction instructions. Save and Continue 
 

 
 
Go to Bidders tab, look up and add all bidders for commodity codes selected in line items for notification. Go to the 
bottom of the screen and click on Find Vendors for all Commodity Codes on Bid. 
 

 
 

 
 



 
 
Scroll to bottom of screen and click the select box at the top of the column of selection boxes to select all. Save and 
Continue to add additional vendors for other commodity codes, and/or look up and add additional vendors by vendor 
name, region, etc. Save and Exit when finished. 
 

 
  



Leave Hide Bid Holder List on Vendor Side box checked, or uncheck to allow vendor list to be visible for prime/sub-
contracting relationships. Save and Continue. 
 

 

 
 
Questions tab – Compose qualifying questions required and/or optional. Save and Continue. 
 

 
  



Go to Q&A tab, Allow vendor to submit questions, if managing within the system. Save and Continue. 
 

 
 
Reminder tab – set a reminder to close Q&A period. 
 

 
 
Summary Tab – Review and Submit for Approval. 
 

 



 

 
 
Route for Approval. Save and Continue 
 

 
 
Send Bid from the bottom of Summary tab. 
 



 
 
Click OK to notify vendors. 
 

 
 
Review responses to the Prequalifying solicitation and confirm supplier agreement with organization terms and 
conditions. Confirm supplier understanding of upcoming auction rules and instructions to insure a smooth and effective 
auction process and desired results. 
 
Create bid for actual auction event. 
 
From Basic Purchasing Tab, Go to Documents, Bids, New. Create a bid from scratch. Continue. 
 



 
 
 
 
 
Vendor Side 
 
View Auction 

 



 

 
 
Submit Quote. 
 

 
 



 
 
 

 
 



Item Auction History

 
 
 

 
 



Submit another quote 
 

 
 
 
 
Back to Buyer side 
 

 
 
  



Go to Summary Tab to View Auction 
 

 

 
 

 
 
Auction Total History 
 



 
 

 
 
There’s only one item in this auction, so Item Auction History and Auction Total History are the same. 
 
  



Back to Vendor Side 
 
Auction History, Text Display 

 
 
Create new Quote 
 

 
 
 
 
Once the auction begins, suppliers are able to provide price Quotes, see the price Quotes submitted by other vendors 
and to bid lower if another supplier beats their price Quote. Once the end time of the auction is reached, the vendor 
with the lowest price Quote for each desired good/service is awarded a contract to provide it. 
 
  



Back to Buyer Side, Auction has Closed 
 

 
 

 
 
View Auction 
 

 
 



 
 



 
 
Back to Bid, Go to Summary tab, Open Bid, go to Bid Tab at bottom of Summary screen. 
 

 
  



Go to Items tab to review auction quotes, award. Save & Continue. 
 

 
 
Attach award recommendation with protest instructions 
 

 
 
Go to Summary tab, Submit for Approval. 
 



 
 
Route for approval, Save & Continue. 
 

 
 
Create PO 
 



 
 
 
 
 
 
 
 


