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• Arrow or number shows where to click
always select numbers in sequence    

• Click “Save Changes” to save your work or 
“Next” to save your changes and go to next section
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Enter Request Title

• Request are used to gather all the information needed to create a Sourcing Event
• If you are working with a SME you will need their email address to send the 

appropriate form for them to fill out and return to you 
• DPA will determine how the Request is routed once submitted
• All Sourcing Events will have a Request associated with it
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• The new request defaults to the Instructions section
• Under Request Actions (upper right of page) you can Discard Request
• Click Next to save page and move to the next section
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• You can change the Form Name (Sourcing Event Request Name) if needed

Create Sourcing Event Request

423 Jul 2019

2

3



1

• Fill information that applies to the Sourcing Event
• If you select “Is input from a Subject Matter Expert (SME) required?

• A new page with questions will open up
• If you are the SME for the Sourcing event you don’t need to fill out the 

form
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Create Request

NOTE:  When you receive the form back from 
the SME come back to this section on the Request to upload the SME form
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1, download document and send to SME

2, click here to upload returned SME document
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• If you selected “Is input from a Subject Matter Expert (SME) required?
• This section will open up
• Send the appropriate document to the SME
• Return here to upload the returned SME document



Certify funds are available by clicking on  

1

Helpful Hint
Once the File is uploaded it will appear under Market Request Documents

Upload SME File
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• Fill out the sections that apply to your request type
• There are 4 different sections on this page
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Add line items 
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• Add your line items
• Make sure you delete the #1 in the name field

and type in the new line item name
• Fill out all remaining fields

• You can add more line items by clicking 
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Note
One line item is required in order to award an RFP
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• This is what the Product Line Items section will look like when all items have been added
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• If Progress shows all green arrows, click Submit
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NOTE:  Your DPA will determine where the request will go to next

• If you have DPA click Request Action
• Approve/Complete
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If you have DPA
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