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  Bidding on an Event in Sourcing Director (Responding to an Event)  
 
 

This job aid is designed to assist Suppliers in responding to a Sourcing Event to which they have been invited. If you 
have been invited and are not already registered with the University or in the SciQuest, please see the UMich 
Supplier Guide for information on registering. 

 
 

1. An invited Supplier will receive an email with basic information on the Event and a link to view it. Clicking on the 
link will take you to the login page. 
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2. Clicking on Login will take you to the Login page. 

3. To access the site, enter both your email, password and click on login 
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4. If this is your first time accessing the system, then your will need to create an account by selecting “Create 

Account” 
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5. If are creating a new account you will be directed to the following page, where you enter your email and then 
select next
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6. The Summary page will show you the sections of the event to be read and addressed. There may be Prerequisites 
that need to be viewed and acknowledged before continuing on to view the rest of the Event. If so, click on 
Proceed to Prerequisites. 
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7. The Prerequisites will show. Each needs to be clicked on and read, but will be in one of three categories: 
Optional, Required to View Event, or Required to Enter Bid. Required to View Event and Required to Enter Bid 
need to be read and checked as acknowledged. They may also require that you upload a file. Required to Enter 
Bid Prerequisites will be marked with a star. Required to View Event Prerequisites will be marked with a lock 
icon. 

 

 
 

8. Once you have completed the Prerequisites, click on Save Progress. 
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9. After finishing the Prerequisites, you can choose to enter your Intent to Bid. This must be done at some point in 
the response in order to submit a bid. If you determine that you do not wish to bid on this Event, please click on 
No Bid. You will have the opportunity to enter a comment on why you choose not to, but it is not required to fill 
out. 
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10. After finishing the Prerequisite section, you may have Questions to answer. Each question will be set to request 
an answer from one of a variety of formats (yes/no, single line text, multi-line text, attachment, etc.) and may or 
may not be required as part of your response. Required questions will be noted by a star at the end of the 
question. 

 

 
11. When you have finished answering all questions, click on Save Progress. 
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12. After Questions, the Event Items are next. Click on View Details to get more information on each item listed. 
Items will require a unit price, and may require an estimated Delivery date. 
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13. During your viewing and responding to the Event, you may have questions for clarification. These questions 
should be posted by clicking on the Q&A Board. 
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14. Once there, click on Ask a Question. 
 

 
 

15. The Question & Answer Board will open up. Click on Ask a Question. 
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16. The Ask a Question popup will open.  Enter the Subject and Question, then click Submit Question. 
 
 

 
 
 
 

17. After submitting a question, you have the option to withdraw it. 
 
 

16 

17 



Procurement Services 
Supplier 
Responding to an Event 
Sourcing Director 

10.06.15 10 of 11 

 

 

 
 
 
 

18. Once you click on Withdraw this Question you will get a confirmation popup. Click on Confirm to withdraw. 
 

 
 

 
19. Once all the sections of the bid are completed, you can go to the Review and Submit page. The Certification box 

must be checked, and then you can click on Submit Response. Note: Response must be submitted before the 
close date/ time. 
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20. A Response Submitted confirmation will show. The Response can be withdrawn or changed up until the close 
date/time. 
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