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• When the Sourcing Event has closed you may start the evaluation
• There are different 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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• 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
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• If you received paper bids you can enter the bids on behalf of the Suppliers
• Click on Event Actions

How to Enter a Proxy Bid Quick Tip
• You must be in the Evaluations Section

• Supplier Responses for this step to work
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• Click on Designate Suppliers for Proxy Bidding
• On the popup select the Suppliers you want to do a Proxy Bid for
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• Click on Enter Proxy Bid button next to the supplier you have a paper bid for

How to Enter a Proxy Bid
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How to Enter a Proxy Bid• Verify you have the right supplier selected 
• Supplier name should be at the top of the page

• Select Yes, I intend to Bid black button on the upper right of the page
• Intent To Bid status changes from Not Set to  Yes

1
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• Intent To Bid status shows Yes
• If there are Prerequisites you will need to except those first

1
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• Accept any Prerequisites and Save Progress or click Next
How to Enter a Proxy Bid
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• Supplier should have already downloaded these attachments
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• Answer any questions
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• Fill out line items
• Total won’t calculate until you select Save Progress or click Next
• If there are a lot of items to respond to you can do the following:

• Export Items
• Fill out the exported spreadsheet
• Import spreadsheet (any answers you have responded to will be replaced with the imported information)
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• If Progress shows all green arrows than you are cleared to Submit Request
• If you need to go back and check your information just click on the Section you 

need under the Section heading
• Certify the submission found under Certification than Submit Response
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How to Enter a Proxy Bid
• Verify the Submitted bid amount found in the Header
• Header will also display the last day and time you can update or withdraw this bid
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