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• When the Sourcing Event has closed you may start the evaluation
• There are many ways you can find your Sourcing Event

• For this purpose go to your Home Page
• Click on the blue line next to Under Evaluation
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A – Clicking on Under Evaluation (previous page)
B – Clicking on My Approvals (previous page)
• Select the Sourcing Event you are working on

• Click on the Event Name highlighted in blue under the Event Details or click on Manage Event

How To Evaluate Responses

3

OR

A

B

24 May 2019



• If you have paper bids to input, do it before evaluating the Sourcing Event
• If you need to hide Prices 

• Click Event Actions
• To evaluate responses select Evaluate Actions

• Evaluate All Responses
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• To automatically recommend lowest Total Bid
• Select View Scenario button

• Single Award
• Click Lowest Bid Price
• Award giving by lowest Total Bid
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• To automatically recommend lowest Bid per item
• Select View Scenario button

• Split Award
• Click Lowest Bid Price
• Award given by lowest line item price
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• To manually award all items to one supplier
• Select Line Items

• Select Scenario Award Actions button
• Select the supplier you want to award all items to
• Pending Award will appear under the suppliers name

• To add multiple suppliers to 1 line item 
• Select the box(s) next to the line item you want to award
• Select Scenario Award Actions button
• Select the supplier you want to award to
• Repeat process until all line items have been awarded
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Once you have all line items awarded to a supplier
• Click on the Finalize Award button (black)
• The Save a New Scenario popup will come into view
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• This popup will appear after clicking the Finalize Award button
• Enter the Scenario Name  and any Notes
• (This name is only tied to this scenario) you can have different

award scenarios to choose from
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• The page should look like this after clicking finalize award
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• To Approve the Award
• Click 1, 2
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