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Introduction 
The “How to Access an Award Recommendation Letter” Quick Reference Guide is designed to provide the 
minimum steps necessary to Access and Open the Recommendation Letter with Protest instructions.  

Steps 
 
Step 1: 
 
As a Vendor you will receive an 
email notification regarding the 
recommendation results with the  
Awarded Vendor(s).  
 
You will also be able to view 
information and instructions 
regarding debrief, appeal, and 
approval steps when applicable.  
 

a.) Click on the Buy4Michigan  
link provided in the email to 
login into Buy4Michigan. 

 
 

 

 

 

 
Step 2:  
 

a.) Enter in your Login and 
Password information. 
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Step 3:  
  

a.) Select the Bids Header Tab. 

 

 
 
Step 4:  
 

a.) Find and Select the 
appropriate Bid under the 
Closed Bid section towards 
the bottom of the page. 

 
b.) Click the Bid # link to open 

the Bid document. 
 

 
  

 
Step 5: 
 
a.) Scroll towards the bottom of the 

page and click the Bid Tab 
button. 
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Step 6: 
 
The Bid Tab page displays, defaulted 
to the Quotes Tab.  
 

a.) Select the Summary Header 
Tab to access the Award 
Recommendation Letter. 

 
 

 

 
Step 7: 
 

a.) Click on the Award 
Recommendation Letter link 
located next to the File 
Attachments section. 

 
The Awarded Vendor(s) will also be 
listed here.  

 
 

 
 

 
Step 8: 
 
The Attachment File Detail page 
displays. 
 

a.) Click the printer icon to 
open the award 
recommendation letter. 

 
b.) Click the Exit button once 

you have viewed/saved the 
letter. 

 

 

 


