
   Click here for more help 

 Number (Insert Solicitation number)
 Title (Use Title Case)
 Solicitation Type
 Evaluation Type (Single Envelope)
Who can see this bid? (Everyone)
Who can respond to this bid? (All

Vendors)
 Calculate Estimated Total Value from Sum

of Estimated Line Item Price (No)
 Estimated Total Value: (Skip)
 Description
 Justification (Not required field - buyer

view only/not public)
 Justification Attachments (Buyer view

only if needed)
 Solicitation Contact (Can be edited)
 Restricted Access  (No)
 The Solicitation will not contain any line

items (Select checkbox if using
attachments only)

 Solicitation Categories (Select highest
level)

 Delivery Terms
 Delivery Notes
 Payment Terms
 Payment Notes
 Custom Fields (Unique to org.)

Add New Section (Can be used if needed)
 Demand Aggregation Duration (Skip)
 Solicitation Duration
 Vendor Q/A Duration (NOTE*only use if

accepting electronic supplier responses)

Verify date & time 
entries are  accurate. 
Review all entered 
information for 
accuracy or update if 
needed by selecting 
Previous Step to edit 
other sections. 

Registered 
Suppliers for 

commodity code(s) 
will auto-populate. 

Additional 
Suppliers may be 
added as needed. 
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Step 1 

Step 2 Step 3 Step 4 

Step 5 Step 6 Step 7 Step 8 Step 9 

Step 10 

Step 10A 
Step 10B 

POST SOLICITATION TO BID BOARD QUICK GUIDE

Step 11 

LOGIN to 
CTsource 

Go to 
Solicitations 

Under Formal, 
select Create 

Complete  
HEADER page: 

REQUIREMENTS 
page displays 

QUESTIONNAIRE 
page displays 

Follow instructions from 
pop-up window 
(Upload Document) to 
attach document(s). 
*No special characters
in filename, max file size 
80MB. 

ITEM SPECS 
page displays 

SUPPLIERS 
page displays 

Review 
SUMMARY 

page displays 

When solicitation is ready, 
select Approval Preview to 

view Approval Map 

To add additional Approvers: 
1. Select Add Approver
2. Click Plus Sign to add Approver at

desirable step
3. Enter Individual Name in text box

Click Select

Complete 
ATTACHMENTS 

page displays 

Click 
Next 
Step 

Click 
N

ext 
Step 

No Approval Workflow Needed 

Approval Workflow Needed 

Click 
Next 
Step 

Click 
Next 
Step 

Scroll to bottom of 
page, click Submit, & 
click Ok when pop-up 
box appears to initiate 

approval Workflow  
Click Close 

Click 
Next 
Step 

Click 
Next 
Step 

https://help.proactiscloud.com/robohelp/robohelp/server/WebProcure/projects_responsive/WebProcure_v4/topic.htm?rhcsh=1#t=Solicitations%2FSHSolicitations.htm
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Note: Registered suppliers will receive an 
email notice that an addendum was posted. 
The suppliers will also see addenda in their 
profiles each time one is posted. Suppliers will 
be required to acknowledge addenda if an 
electronic response has not been submitted in 
CTsource. If a response has been submitted, 
suppliers will only receive an email notice that 
addenda has been posted but no 
acknowledgement is required. 

Step 12 

The Solicitation Summary Page on the Bid Board, will now show the 
Solicitation Status as Open / ADDENDUM and all changes will be 
visible for registered suppliers in there profile. Note: Suppliers only 
watching the bid board will only see attached documents. 

Under Solicitation Attachments, the following will be visible: 
1. Mandatory Documents: All original documents uploaded.
2. Solicitation Addenda: A system generated Solicitation Change 

Details Report, identifying what system fields have changed on
each section (e.g., end date on Header section). 

3. Addendum Documents: Uploaded documents as part of an 
addendum from the Documents section.

If you open a 
Section that doesn’t 
need to be changed, 
click Return/Exit at 
the bottom of the 
page to return to 

the Summary page. 

Step 3 

Click the Action Button 
in far-right column of the 

row of the solicitation 

Summary page displays, click applicable Edit 
Section(s) and make changes pertaining to 
solicitation addendum:  

1. Edit Header
2. Edit Requirements
3. Edit Questionnaire
4. Edit Documents
5. Edit Item Specs

  

When 
pop-up 

box 
appears, 

select 
OK 

Click Save at 
the bottom 

each updated 
Section 

When pop-up box 
appears, select OK to 

publish Addendum 

Step 8 Step 9 Step 10 

Step 11 

Step 6 

Select 
Create 

Addendum 
(this is the 

same as 
Edit mode) 

Step 1 

Step 2 

Revised 08/25/2023 

Step 5 

LOGIN to 
CTsource 

Go to 
Solicitations 

CREATE A SOLICITATION ADDENDUM QUICK GUIDE 

Enter solicitation number or keyword and/or 
apply search fields to narrow your search.  

Click the Search button 

Select menu option, 
Solicitation Search 

Step 4 

When all changes are made, 
scroll to bottom of Summary 

page & select Submit 

Click Close to return to 
Current Formal 

Solicitations page  

(A pencil & paper icon  
will now be visible in the 

Solicitation # column) 

Step 7 

https://help.proactiscloud.com/robohelp/robohelp/server/WebProcure/projects_responsive/WebProcure_v4/topic.htm?rhcsh=1#t=Solicitations%2FFormal_Solicitations%2FView_Current_Formal_Solicitations%2FCreate_Addendum_Active_Formal_Solicitation%2FFSCreate_Addendum_-_Active_Formal_Solicitation.htm&rhcsh=1
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Note: Go to Step 11 if not 
accepting electronic responses 

Select menu option, 
Solicitation Search 

Enter solicitation number or keyword 
and/or apply search fields to narrow 
your search.  Click the Search button 

Click the Action Button 
in far-right column of the 

row of the solicitation  

Next 

POST BID OPENING RESULTS FOR ELECTRONIC RESPONSES QUICK GUIDE

Revised 08/25/2023 

Step 1 

Step 3 Step 4 Step 5 

Step 10 Step 11 Step 12 Step 14 

Step 15 Step 16 Step 17 Step 18 Step 19 

Step 20 

Step 21 

Note: Do not use special 
characters in the filename 

LOGIN to 
CTsource 

Step 2 

Go to 
Solicitations 

Step 8 Step 7 Step 9 Step 6 

Select Evaluate 
Supplier Responses 

Under Select Award Method, click 
radio button for Review Vendor 
Documents & select Continue

Review responses & prepare Bid 
Opening Result document outside of 

CTsource 

Save a copy of the excel file 
possibly titled Bid Opening 

Results & Close 

Go back into 
already opened 

CTsource 
window & click 

the Cancel 
button 

Click the
Action Button in 
far-right column 

of the row of 
the solicitation 

Select Modify 
Published Award 

Report & Click 
Publish button 

Under Award Notes 
page:  
• ITB: Enter text

Bid Opening 
Results in textbox 

• RFP: Allow
vendor list to 
display, add to 
list if applicable 

Under Award 
Attachments page, 
if applicable click on 
Attach Documents 

Upload Document box displays: 
• Select Browse and locate file
• Select Upload
• Select Save

Click Show me 
how it looks to 
review what the 
vendor will see.  

Select Close

Select Close to 
get out of the 
Publish Award 
Report pages 

Go to the Bid Board from  Home Page & Search for the 
solicitation to confirm that Bid Opening Results have been posted 
(Open solicitation by clicking solicitation number) 

Select View Award 
Report (top right 
corner) to view 

“Award” 
Documents 

 

Under Vendor Attachments page, click 
toggle switch No to Yes & back to No to 
ensure no vendor attachment(s) display 
on the Bid Board 

Next 

Under Select a 
Publish Action 

page, select 
Publish Custom 

Report radio 
button 

Step 13 

N
ex

t 
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Step 1 

Step 10 

Do not click Publish if 
your procurement 

rules are to wait until 
an active contract is in 

place as the award.
 

Remember suppliers with a pending 
status cannot be selected for award  

Select 
menu 

option, 
Solicitation 

 

Step 3 

Go to 
Solicitations 

LOGIN to 
CTsource 

Go back 
to 

CTsource 
to award 

lowest 
qualified 

supplier(s) 

Solicitation is now located under Solicitations –> Formal -> View Archived 
Create or Generate Contract process is next. 

Click 
Submit 

The Award page displays.  To award 
select the checkbox located next to 
approved supplier’s name. Note: 
Click on the check box to Award to 
Multiple Suppliers (if applicable).   

This will move 
bid to an award 
status on the 
bid board.

Step 2 Step 4 Step 5 Step 6 

Step 14 Step 12 

Step 9 Step 11 

Step 15 

Step 16 

Step 13 

INVITATION TO BID (ITB) SOLICITATION EVALUATION ATTACHMENT RESPONSE QUICK GUIDE

Enter solicitation number or keyword 
and/or apply search fields to narrow 
your search.  Click the Search button 

Click the
Action Button 

in far-right 
column of the 

row of the 
solicitation 

Select Download 
Solicitation Documents: 
• Save zip file outside of

CTsource to evaluate all
supplier response and
develop Price Schedule
for the contract.

• Create the contract Price
Schedule from the
awarded items and
suppliers manually.

Select 
Done at 

the 
bottom 
of the 
Item 

Award 
Report 
page 

Click the Action Button 
in far-right column of the 

row of the solicitation  

*Unselect all suppliers to ensure award
notification is not sent to the suppliers 
at this time. Notice will be sent upon 
contract award in Contract Module. 
 

Click Finalize Award: 
• Finalize Bid page displays.
• Unselect Suppliers *
• Enter Yes in confirmation box at

bottom of page.

Revised 08/25/2023 

Co
nt

in
ue

 

1) Select Solicitation Vendor Activity
Report to review supplier activity.

2) Select Evaluate Supplier Responses to
review responses.

3) Select the appropriate radio buttons for
options to view summaries of suppliers’
responses as stated below:
a. Paper Responses (N/A - only accept

electronic responses)
b. Select Review Questions & Continue

to view questionnaire summarized
responses.

c. Select Review Requirements &
Continue to view summarized
responses to the requirements page.

d. Select Review Vendor Documents &
Continue to view vendor documents
submitted (information requires
manual summarization).

 

Click the
Action Button 

in far-right 
column of the 

row of the 
solicitation 

Step 7 Step 8 

To Award supplier(s): 
• Select Evaluate Supplier

Responses.
• Under Select Award

Method section, select
award method option
available:  Award

Click the
Action Button 

in far-right 
column of the 

row of the 
solicitation 

https://help.proactiscloud.com/robohelp/robohelp/server/WebProcure/projects_responsive/WebProcure_v4/topic.htm?rhcsh=1#t=Solicitations%2FSHSolicitations.htm
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      Click here for more help 

1) Select Solicitation Vendor Activity
Report to review supplier activity.

2) Select Evaluate Supplier Responses to
review responses.

3) Select the appropriate radio buttons
for options to view summaries of
suppliers’ responses as stated below:
a. Paper Responses (N/A - only accept

electronic responses)
b. Select Review Questions &

Continue to view questionnaire
summarized responses.

c. Select Review Requirements &
Continue to view summarized
responses to the requirements page.

d. Select Review Vendor Documents
& Continue to view vendor
documents submitted (information
requires manual summarization).

Remember suppliers with a pending 
status cannot be selected for award  

Do not click Publish if your 
procurement rules are to wait 

until an active contract is in 
place as the award.

 

Under the Publish tab: Click Customize Email Content 
button -> Copy email template from Teams folder and 
paste with current dates. Click Save –> Click Publish to 
generate email(s) -> Click Proceed button when visible -> 
Click Close Emails containing a zip file will now be sent to 
the team members. 

To View Team’s Email Acceptance: Click the Action 
Button in far-right column of the row of the solicitation -> 
Select View Audit Detail -> Click Close 

 

 

 

 

Click the Action Button in far right column of the row of the solicitation. 
 Step 16 

Step 11 

Step 10 

Outside of CTsource, depending upon your procurement process rules, 
determine with the Evaluation Team the highest scoring proposer(s).  

Solicitation is now located under Solicitations –> Formal -> View Archived 
Create or Generate Contract process is next. 

This will move bid 
to an award status 
on the bid board 

Step 1 

Step 2 
Step 3 

Step 4 Step 5 Step 6 

Step 7 

Step 17 

REQUEST FOR PROPOSAL (RFP) SOLICITATION EVALUATION QUICK GUIDE

*Unselect all suppliers to ensure
award notification is not sent to the 
suppliers at this time. Notice will be 
sent upon contract award 

 
Revised 08/25/2023 

Step 8 

Step 12 

Step 14 

Step 16 

Step 13 

Step 15 

LOGIN to 
CTsource 

Go to 
Solicitation

 

Select menu 
option, 

Solicitation 
Search

Enter solicitation number or keyword 
and/or apply search fields to narrow 
your search.  Click the Search button 

Click the Action Button 
in far-right column of the 

row of the solicitation  

Create 
Evaluation 

Team by clicking 
Manage 

Evaluation 
Committee 

button

Under the Teams tab, Enter Team Name: 
Solicitation # - Evaluation Team & click Add Team 
button. Click  icon to search/add each Team 
Member. Each member will appear under the Team 
List (for members without a CTsource account, 
select Add External User & fill in information & click 
Save). Add yourself to download zip file into G drive 

  

Click the Action Button in far-right 
column of the row of the solicitation. 

To “Award” highest scoring proposer(s): 
• Select Evaluate Supplier Responses.
• Under Select Award Method section,

select award method option
available:  Award

Click Finalize Award: 
• Finalize Bid page displays.
• Unselect Suppliers *
• Enter Yes in confirmation box at bottom of page.

 

Click 
Submit 

Step 9 

Next

Under the Evaluation Materials tab: Select 1st check box 
Solicitation under Available Files. Uncheck any files under 
Selected Files not required to be reviewed by evaluation 
team. Scroll down to click Select Evaluation Documents 
button, browse for the Evaluation Scoring Worksheet & 
Upload (include additional documents as needed). 

The Award page displays.  
To award select the 
checkbox located next to 
approved supplier’s name. 
Note: Click on the check box 
to Award to Multiple 
Suppliers (if applicable).   

Select Done at the bottom of the Item Award Report page 

N
ex

t

Step 15 

Continue 
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 Click here for more help 

 

 

 

 

Step 11 

Step 10 

Step 5 

This step is 
permission 

based. 

State Agencies: Verify supplier exists 
in CORE-CT before approving a 
CTsource supplier by completing the 
following:  
 Search by using the Short

Supplier Name consisting of first 
six letters of the name and last 
four digits of their FEIN (e.g., A.J. 
Electrical Supplies with FEIN 06-
1234567 would be AJELEC4567) 

 Search by using Supplier ID via
the ID Number using the 
complete FEIN without the 
hyphen (e.g., 06-1234567 would 
be 061234567) 

 If supplier exists, note the CORE
Supplier ID to reference in 
CTsource 

 If supplier does not exist in
CORE, submit a request to the 
Comptroller’s office to add the 
supplier. Send W9 and Vendor 
forms via email 
osc.apdvf@ct,gov  

 If the supplier exists in CORE
however is inactive, send the 
forms listed above via the CORE-
CT portal. 

Step 1 

Step 2 Step 3 Step 4 Step 6 

Step 7 Step 9 

LOGIN to 
CTsource 

Go to 
Vendors 

Select 
Manage 
Vendors 

HOW TO APPROVE A SUPPLIER QUICK GUIDE

Under 
Organizations 

Menu, click on your 
Org to populate 

right window 

Under Supplier 
Menu, click Edit 

Suppliers 

Under Vendor Fields, search for 
supplier by Name, click Enter on 
keyboard or click Search button. 

Under the Search Results, click 
the edit icon  under Actions 
in the row for supplier’s name 

State Agencies: Scroll down page 
to the field titled: External System 
Supplier ID and enter the CORE ID 

in the field & click Save button 

The Edit Supplier 
pages display, go to 
the Supplier Status 

Click Approved 
radio button 

Scroll back up to Supplier Status to validate the highlighted text below appeared 

Click Close 
button 

Step 8 

Revised 08/25/2023 
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