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How to create a Sourcing Event from a Request
With DPA• Once the Form Request has been approved

• Click on Request Actions 
• Click on Create Sourcing Event
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• File out all fields
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• Select the requested information
• Once finished click on Create Sourcing Event

How to create a Sourcing Event from a Request
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• The newly created Sourcing event should be opened
• If Sourcing event isn’t open find your original Form Request
• A new heading is in view under Status

• Click on “View Associated Sourcing Events”

How to create a Sourcing Event from a Request
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• Click on the new RFQ number in view
How to create a Sourcing Event from a Request
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Will not show the supplier bid response until the sealed bid open date passes

• Must add a Reporting NIGP code

• Add additional Commodity codes to include more Suppliers to the Sourcing Event

Select Net 30

This is yes by default, it allows you to input a paper bid

This is set to yes by default, this will add suppliers based on commodity code

The Pen allows you to edit the Event Number- Do Not change this, it could cause problems during this process

Hides prices from anyone viewing event  Marks prices as hidden

How to create a Sourcing Event from a Request

Value of this Sourcing Event

If you are going to allow alternate items to be suggested than set to Yes – Additional configuration is 
You will see a new checkbox under options when adding an item                  available upon adding Items
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Continued from “Setup” tab

Use with our public site, all Sourcing events are automatically on the public site

Event will open even if the start time is in the past

Select date you want to stop taking questions

If Sealed  Bid is selected above than these 2 fields open up-enter date the Sealed Bid will be opened
And check if you would like this info to be shown to the vendor

How to create a Sourcing Event from a Request
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Make sure close date is within the open hours of your agency.



• Event Creator - Can create new events for a work group and assign users to the event
• Stakeholders – Can view all events in a work group 

Event Creator - Can create, assign users to event
Can’t view or edit events created by other Event Creators

- Shows the users assigned to the event 
- Users are inherited from the associated work Group
- May be edited on the specific event

How to create a Sourcing Event from a Request
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- Description page, change to meet your needs
- This is mandatory
- Can add to the description by clicking on Copy from Library

Used if you have multiple stages.  We don’t use

How to create a Sourcing Event from a Request
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• The template has Prerequisites already 
• These are mandatory for Suppliers to view
• These items can be deleted or edited by selecting the Actions button

1

How to create a Sourcing Event from a Request
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• Add items you want the Vendor to view, you can’t make these mandatory
• Include such items as diagrams or additional information that will help the Vendor

1
Buyer attachments – Add any item that will help the Supplier determine if they want to bid 

on the Sourcing Event

How to create a Sourcing Event from a Request
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• There are default Questions that are added
• You can delete the Questions you don’t want

• You can add additional questions you want the Vendor to acknowledge, these questions can be mandatory
• You can also require files to be downloaded/uploaded from the Vendor

1

How to create a Sourcing Event from a Request
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• Not used

How to create a Solicitation for a Request
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• Click Edit to make changes to the line item or delete it
• By editing the Line Item you can add more information to the Item

• Click Add Product Line Item to add additional line items Edit/Add Line Items

1

How to create a Solicitation for a Request
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Not Used

• Options
-These 3 options are for Vendors
-First 2 options- Vendor must 

provide info in order to bid

Not Used

How to create a Solicitation for a Request
Additional Line Items

1524 May 2019



• This is what a completed Items section looks like
• Star by Name means there is a mandatory requirement for that line item

How to create a Solicitation for a Request
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• This section/tab shows Suppliers added by NIGP code
How to create a Solicitation for a Request
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• You Can Manually Invite Suppliers (Vendors) who haven’t registered in the system
• A link is sent to the Supplier who can than register and bid on the Solicitation
• Click on Add Suppliers to Event tab

How to Manually Invite a Supplier
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How to create a Solicitation for a Request
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• Progress should all be green, if not go back and correct any errors
• Click Submit for Approval to submit the Sourcing Event

1
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How to create a Solicitation for a Request
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• You can add internal notes or add attachments that the supplier won’t see

• Excel files for Questions, Items, and manually invited suppliers on an event.  And Template downloads

• Used for Q&A with Suppliers-make sure all questions and answers are public

• Can see the process flow for the event and evaluation

20
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How to create a Solicitation for a Request
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• Click on Return to My Event How to create a Solicitation for a Request
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• Once Sourcing Event has been approved
you should see the current status of it on this page

How to create a Solicitation for a Request
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