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Your Home Page

How to check your profile 
- Arrows or numbers show where to click
- Click “Save Changes” to save your work (stays on page)

or “Next” to save and move to the next screen
- Following the numbers in sequence will 

help you navigate through the process

• This is your default Home Page
• From here you can see the status of all your sourcing events (Solicitations).  
• Under Key Event Dates you will see the Current Status of your Sourcing Events and the Next Key Event to happen
• By selecting the solicitation number under Event Number you can open-up your solicitation 
• Bolded items reference items on the page
• Page heading tells you what task you are performing
• Unless other wise mentioned all task were performed using Microsoft Edge and Office 360

• Search for any Sourcing Event
• Even if in draft mode
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Your Home Page• 1 – Menu Search
• Specific screens and functions 

• 2 – Quick Search
• Search Documents, Supplier Profiles, Contracts

• 3 – Documents – My Approvals – Search Documents, Assign Substitute Approvers
• 4 – Contracts -
• 5 – Sourcing – Create/Submit Request
• 6 – Reporting -
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Your Home Page
• 1 – Favorites – Add bookmarks for quick reference (to add a bookmark, be on the page 

– click Favorites – select “Book Mark this Page”
• 2 – Action Items – Task require action on your part, ie approvals
• 3 – Notifications – Alert activity has taken place, requires attention 

• Dependent on your Notification Preferences, may or may not show up here
• All item are clickable
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• If you see this popup it means you haven’t saved your work
• Click Leave to leave page and discard any changes
• Click Stay to go back to your previous page and than save your work

Note
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Remember to Save Changes
Click on 1 when done

• You can check your Profile found under your name at the top right of the page
• Make sure the information reflects your current job
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How to change your home page
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• Check your information, make sure it’s correct
• You can change your Color Theme (the color scheme of your pages)
• If you don’t like your Home Page you can Override it here, follow numbered sequence
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Change your Notifications

1

2

• You can change when you get notifications and the type of notifications
• Follow number sequence to view notification settings and to change them
• After selecting Edit Section this page will change to allow edits
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• Select Override and pick the type of notification you want to receive
• Choices are:  Email, Notification, or Email & Notification

• Make sure you Save Changes 
• If you can’t edit another section it’s because you haven’t saved the previous changes

• Selecting Save or Cancel will close out the editing screen and put you into view mode
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How to Change your Password
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• If you need to change your password follow the above instructions
• Click on the Home icon in the upper left to go back to your home page
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Your Home Page
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