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Supplier Response: 
From the portal: 
• Click “Login”, Note all fields flagged with an asterisk (*) are required. 
 

 
 
 
• Click on Browse Open Sourcing Events to see all available bids 
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• Select the event you want to bid on by double clicking on it.  You can review the event 
by clicking on the various tabs prior to responding.  Please be sure to scroll down on he 
summary page to see any attachments.  The scroll bar is located on the right side of the 
screen.  During any open question period you may ask a question of the buyer by clicking 
the “Ask A Question” button.  All questions and answers can be viewed on the Q and A 
Forum tab.  When you are ready to respond Click on Respond Now button 
 

 
 
• After reviewing the Terms and Conditions of this event, check the “Accept The Terms  
And Conditions” box then click Continue 
 

 

View the terms and 
conditions, of this 
event by clicking here. 
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• Click the “Respond” link next to the item you are bidding on. 
 

 
 
• Enter the Quantity and Unit Price for each item, when complete click the Continue 
 

 

Please check here to see if this 
event allows comparable items. 

Optional fields for your 
product item number and 
description. 

Optional free text comment space. 

 
• If line questions exist they will appear when you hit continue, on the event line details. 
 
 
 
 
 



Supplier Responses Guide 
 

Last revision: 10/27/06 Page 4

• Review and answer event questions, when complete click Continue. An asterisk (*) on a 
question indicates it is required. 

 

 
 
• When you have completed your line response, click Continue. 
 
• If you have any documents, matching the file types listed, that you want to submit as 

part of your bid you may attach then here by clicking the Add button and following the 
prompts.   When finished, click Continue. 
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• Once you have meet all the requirements of the event click the submit button.  Note if 

you have not completed all required information you will not be able to submit your 
response.  Use the back button to go back and complete the required information. 

 

 

Optional: Ability to print the 
response you entered.  
Responses may also be viewed 
in Bid History. 

 
• Clicking “Done” will return you to the list of Open Events. 
 

 

Optional: Ability to print the 
response you entered.  
Responses may also be viewed 
in Bid History. 


