Vendor Frequently Asked Questions (FAQ)

1. How do I register?
a. Go to www.buy4michigan.com and click on “Register”

2. What about Certifications and Representations?

a. Certifications and Representations are no longer a separate form in
the system. The registration process itself now includes all certs and
reps under the Terms and Conditions tab. Reminders will be sent
annually to all vendors at the same time (end of May each year
consistent with the Phase | go-live) directing all vendors to review
their profile, terms and categories.

3. How do | upload an electronic copy of my bid in the system?
a. To upload your proposal, you must “submit a Quote,” completing
each relevant tab and attaching all documents. A screen walk is
posted on this same site providing step by step directions.

4. When do | call the help desk for assistance and when do | call the buyer?

a. If you have questions about how to complete various activities on the
system (post a bid, register, and update your profile) call the help
desk.

b. If you have questions about the bid response itself or the
specifications, etc. contact the buyer.

5. What file formats should | use for my quote attachments?

a. Some bids include instructions within attachment documents
regarding what formats are required for submission attachments;
otherwise it’s best to use the same format as the documents which
were posted by the buyer if at all possible.

b. The Buy4Michigan system will accept files with all extension
types/formats except those in the following table
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6. Should | use the “Notes” tab to provide information and/or comments
around my quote to the buyer?
a. No. The notes tab will only be visible to individuals within your
vendor organization profile (Sellers and Seller Administrators). The
buyer cannot what you’ve entered into the notes fields.

7. How do | submit a quote to respond to a zero dollar line item?
a. The default before entering a unit cost is for the No Bid box to
remain checked.
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b. Once a unit cost is entered the No Bid check disappears.
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c. If you are bidding zero dollars for a line item, click on the No Charge
box for that line item.
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