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Change 

Title to 

Number 

Enter the sourcing # you are 

looking for here and then click GO. 

This step is if you don’t see the 

Bid/RFP that you are looking for. 
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Click on 

the 

Sourcing 

# 
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You will 

need to 

complete 

the 

Required 

Forms 

and 

attach 

them into 

your bid. 
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Add 

Attachments 

here. 
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If you need to correct or add to your bid once you have 

submitted then you will need to click on your Response 

Number. 
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Select GO and you 

are able to update 

your bid. 

 

After you 

select Go 

then you 

can go to 

Header or 

Lines and 

make your 

changes. 

 
 
 

 
You may also 

update your 

attachments. 

Select Create Quote 
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If there is an amendment. 
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