
Solicitation Guides 
These CTsource guides are provided in an accessible digital format to support all users. 
While they differ in layout from the one-page quick guides, they cover the same steps in 
the solicitation process. Use the Bookmarks panel on the left to select a guide.

Both formats contain identical procedural information. Choose the version that best fits 
your workflow and learning style. 

For additional technical assistance, use the Help feature within the CTsource application 
for detailed, step-by-step instructions. Use this link to access WebProcure Online Help. 

https://help.proactiscloud.com/robohelp/robohelp/server/WebProcure/projects_responsive/WebProcure_v4/topic.htm?rhcsh=1#t=Welcome%2FWelcome.htm&rhcsh=1&rhtocid=_0_0


   

   
 

      
  

    
   

 

    
   

    

 

  

 

 

 

  

  

November 2025 

Create a Solicitation Guide 

Purpose 
This guide details how to create and post a formal solicitation to the CTsource Bid 
Board. 

Step-by-Step Instructions 

Step 1: Login 
1. Sign in to CTsource.
2. Enter your credentials and click Login.

Step 2: Create a Formal Solicitation 
3. Select the Solicitations module from the main menu.
4. Under Formal Solicitations, select Create.

Step 3: Complete the HEADER Page 
5. The formal solicitation header page opens.
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6. Enter data into required fields (*):
• Number: Enter a unique solicitation number for your organization.
• Title: Use Title Case to enter a brief solicitation description.
• Solicitation Type: Select type from dropdown (e.g., ITB or RFP).
• Evaluation Type: Single Envelope.
• Who can see this bid?: Everyone.
• Who can respond to this bid?: All Vendors.
• Calculate Estimated Total Value from Line Items: Select No unless line-item bid.
• Estimated Total Value: Skip if not required.
• Description: Enter a clear, straightforward summary using plain language.
• Justification: Optional (buyer view only).
• Justification Attachments: Optional (buyer view only).
• Solicitation Contact: Confirm default value or update.
• Restricted Access: Select No.
• The solicitation will not include line items: Select if only using attachments.
• Solicitation Categories: Choose the top-level categories to invite registered

suppliers, and select lower-level categories for advertising and search purposes.
• Delivery Terms / Notes: Complete as needed.
• Payment Terms / Notes: Complete as needed.
• Custom Fields: Skip.
• Solicitation Duration: Enter start and end dates and times.
• Vendor Q/A Duration: Use only if accepting electronic supplier responses.

7. Select Next Step.

Step 4: Complete the REQUIREMENTS Page (Optional) 
8. Requirements will be detailed in your attachment. No need to input values here.
9. Select Next Step.

Step 5: Complete the QUESTIONNAIRE Page (Optional) 
10. Add questionnaire if accepting responses through CTsource.
11. Use CTsource Help for assistance: WebProcure Online Help
12. Select Next Step.
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Step 5: Add ATTACHMENTS 
13. Click ‘Add new document’ to attach the prepared solicitation document(s) located

on your computer.
• Ensure file names contain no special characters.
• Use concise, descriptive filenames (e.g., Bid Documents).
• Maximum file size 80 MB per document.

14. Select Next Step.

Step 6: Complete ITEM SPECS (only if using line items) 
15. Add each line item with clear descriptions and units.
16. Quantities are required.
17. Avoid blank fields.

Page 3 of 6 
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18. Select Next Step. 

Step 7: Choose SUPPLIERS 
19. Registered suppliers will automatically populate based on UNSPSC commodity codes 

entered on the Header page. Suppliers listed on this page will receive an email 
notice of the solicitation opportunity. 

20. Add additional registered suppliers, if available. This is necessary if a supplier’s 
account was registered with different or removed UNSPSC commodity codes. 

21. Select Next Step. 

Step 8: Review the Summary Page 
22. Verify all information, dates, and times. Note: the system may change the start date 

if the solicitation is entered on the same day. 
23. If you need to make corrections, select Previous Step to edit. Or select Done to 

return to pages in edit mode. Edit mode lets you select the page you want to edit. 
Always select Save at the bottom of each page. 

Page 4 of 6 
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Step 9: Approvals 
24. If no approval workflow is required, select Submit to post to the Solicitation Board.
25. If approval workflow is required for your organization:

a. Select ‘Approval Preview' and follow the instructions in the pop-up window.
b. To add approvers: Select Add Approver, click the plus sign, enter the person’s

name, and select. Approvers must be CTsource users with approval rights.
c. Select Close to return to the summary page.

Step 10: Submit the Solicitation to Post to the Bid Board 
26. Scroll to the bottom of the Summary page and click Submit. Submit is the ‘save

button’ for the Contract Board.

27. When the confirmation dialog appears, click OK regardless of whether an approval
workflow is required.

28. Then select Close.

Page 5 of 6 
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Step 11: Verify Posting on the Bid Board  
29. On the start date, go to the Bid Board. 
30. Search for your solicitation to confirm it has been posted. Click on the title to verify 

that documents are displayed. 

Need Help?  
• WebProcure Contract Module Visit: WebProcure Online Help 
• Visit: CT DAS CTsource Webpage 
• Email: DAS.CTSource@ct.gov 
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Create  a Solicitation Addendum Guide  

Purpose  
This guide details how to create and post a solicitation addendum in CTsource. 

Step-by-Step Instructions  

Step 1: Login  
1. Sign into CTsource.
2. Enter your credentials and click Login.

Step 2:  Search for  the Solicitation  
3. Select the Solicitations module from the main menu.
4. Select Solicitation Search (New) from the dropdown menu.
5. Enter solicitation number or keywords, then click Search.
6. Optionally use filters to narrow down results, then click Search.
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Step  3: Choose the Solicitation, Create Addendum  
7. Find your solicitation in the results table. 
8. In the far-right column, click the Actions ellipsis. 
9. Choose ‘Create Addendum’ from the drop-down menu. 
10. When prompted, click OK. 

Step  4: Edit Solicitation Pages  
11. From the Summary page, choose the page(s) to edit: 

• Edit Header 
• Edit Requirements 
• Edit Questionnaire 
• Edit Documents 
• Edit Item Specs 
• Edit Suppliers 

12. Click Save at the bottom of each edited page. 
13. If no edits are needed on a page, click Return/Exit to go back to Summary. 

Page 2 of 4 
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Step  5: Submit the  Addendum  
14. When all changes are complete, scroll to the bottom of the Summary page. If an 

error was made, edit and save the necessary page, review Summary page again. 
15. Click Submit. Submit is the ‘save button’ for the Bid Board. 

Step  6: Publish the  Addendum  
16. When prompted, click OK to publish the addendum. 

17. Click Close to return to the Current Formal Solicitations page. 

Step  7: Verify Status  
18. The solicitation status will display as 'Open / ADDENDUM' on the Bid Board. 
19. Registered suppliers will see addenda in their profiles. 
20. Suppliers not registered in CTsource will only see addendum attachments on the Bid 

Board. 

Step  8: Understand Supplier Notifications  
21. Registered suppliers receive an email notice that an addendum was posted. 
22. If the supplier hasn’t submitted a response yet, they must acknowledge the 

addendum. 
23. If a response was already submitted, no acknowledgment is required, only an email 

is sent. 

Step  9: Review Solicitation Attachments  
24. Mandatory Documents: Original uploaded solicitation documents. 
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25. Solicitation Addenda: Auto-generated report showing updated system fields.
26. Addendum Documents: Uploaded by the buyer as part of the addendum.

Step 10: Final Notes  
27. You cannot remove any original documents posted with solicitation. If a critical error

was made, cancel the solicitation to remove all documents from public view.
28. A pencil and paper icon will appear next to the solicitation number, indicating an

addendum was posted.

Need Help?  
• WebProcure Contract Module Visit: WebProcure Online Help
• Visit: CT DAS CTsource Webpage
• Email: DAS.CTSource@ct.gov
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ITB Solicitation Evaluation  Document Responses  Only  Guide  

Purpose  
This guide explains how to review and evaluate online supplier response documents in 
CTsource for an Invitation to Bid (ITB). 

Step-by-Step Instructions  

Step 1:  Login   
1. Sign in to CTsource
2. Enter your credentials and click Login.

3. Select the Solicitations module from the main menu.
4. Select Solicitation Search (New) from the dropdown menu.

5. Under Solicitation Search field, enter the solicitation number or keyword.
6. Click the Search button.
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Step  2: Review Activity  and Download  Submitted  Responses  
7. Click the Actions ellipsis in the far-right column of the solicitation row.
8. Select 'Solicitation Vendor Activity Report' to view supplier activity. This shows a

snapshot of responding suppliers and their CTsource status. Once you're finished,
click Done to return to the search page.

9. Click the Actions ellipsis in the far-right column of the solicitation row.
10. Select 'Download Solicitation Documents'.

11. Save the ZIP file to your computer to evaluate submitted responses and determine
the award. Return to CTsource.

12. Manually prepare a contract price schedule based on the awarded supplier’s cost
proposal and include it in Exhibit A of the contract as applicable.

13. Outside of CTsource, determine the award and then process it in CTsource.

Step  3: Review Supplier  Document  Responses  Online or Manually via Zip File  
14. Click the Actions ellipsis in the far-right column of the solicitation row.
15. Select 'Evaluate Supplier Responses' to continue.

16. Click a radio button to review supplier online responses, then click Continue:
a. Paper Responses: Not applicable (electronic responses only).
b. Review Questions: To view questionnaire summaries as applicable.
c. Review Requirements: To view requirement responses as applicable.
d. Review Vendor Documents: Manually summarize uploaded files. Note: verify

that all online documents are included in the zip file.

Step  4: Process  the Award  
17. Select the Solicitations module from the main menu.
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18. Select Solicitation Search (New) from the dropdown menu 
19. Under Solicitation Search, enter the solicitation number or keyword. 
20. Click the Search button. 
21. Click the Actions ellipsis in the far-right column of the solicitation row. 
22. Select 'Evaluate Supplier Responses'. 
23. Under 'Select Award Method', select 'Award' and click Continue. 

Step 6:  Complete Award  Page   
24. On the Award page, select the Award checkbox associated with the lowest, 

responsible, qualified bidder/supplier. Note: Suppliers with a pending status (purple 
question mark icon) cannot receive awards. These suppliers must be approved 
(green check mark icon) before they are awarded the solicitation/contract. 

25. After selecting Done, an Award Report Page automatically displays the awarded 
responses. At the bottom of the Item Award Report page, select 'Done'. 

Caution on Publishing: Do NOT click 'Publish' unless your procurement rules allow 
awards before contract finalization. 

Step  8: Finalize  the  Bid  
26. Click the Actions ellipsis for the solicitation again. 
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27. Select 'Finalize Award'. 

28. On the Finalize Bid page, unselect all suppliers to avoid sending award notifications 
prematurely. 

29. Type 'Yes' in the confirmation box. 
30. Click 'Submit' to confirm and change the bid status to awarded on the bid board. 

Step  9: Access  the Archived  (finalized)  Solicitation  to Convert to Contract  
31. The solicitation will now appear under Solicitations > Formal > View Archived. 

32. Next step is to create or ‘Generate’ the contract from the awarded solicitation. 
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Need Help?  
• WebProcure Contract Module Visit: WebProcure Online Help 
• Visit: CT DAS CTsource Webpage 
• Email: DAS.CTSource@ct.gov 
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Post Bid Opening Results Guide  

Purpose  
This guide provides step-by-step instructions for posting bid opening results for 
electronic responses in CTsource. 

Step-by-Step Instructions  

Step 1: Login  
1. Sign into CTsource.
2. Enter your credentials and click Login.

Step  2: Search for Solicitation  
3. Select the Solicitations module from the main menu.
4. Select ‘Solicitation Search (New)’ from the dropdown menu.
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5. Enter the solicitation number or keyword.
6. Apply filters if needed, then click Search.

Step  3: Choose  the Solicitation  
7. Find your solicitation in the results table.
8. In the far-right column, click the Actions ellipsis.

Step  4: Evaluate  and  Prepare  Bid Opening Results  
9. Select 'Evaluate Supplier Responses'.
10. If your solicitation does not accept electronic responses, skip to the appropriate

alternate step (Step 14 in original guidance).
11. Under 'Select Award Method', pick 'Review Vendor Documents'.

12. Click 'Continue'.
13. Review responses and prepare a Bid Opening Results document (Excel) outside of

CTsource.
• Save the file with a clear name (e.g., 'Bid Opening Results') and Close.
• Avoid using special characters in the filename.

14. Go back into the already opened CTsource window & click the Cancel button.

Page 2 of 4 
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Step  5: Publish  Award Report  
15. Click the Action ellipse and select ‘Published Award Report’. 
16. Under the ‘Select a Publish Action’ page, select the ‘Publish Custom Report’ radio 

button. 

17. Under the ‘Vendor Attachments’ page, click the toggle switch from No to Yes & back 
to No to ensure no vendor attachments are displayed on the Bid Board. 

18. Under the Award Notes page: 
• For ITBs: Type 'Bid Opening Results' into the text box. 
• For RFPs: Display the vendor list and add names if needed. 

19. On the ‘Award Attachments’ page, click 'Attach Documents', if needed. 
20. In the ‘Upload Document’ box, click 'Browse', find the file, click 'Upload', then click 

'Save'. 
21. Click ‘Show me how it looks’ to see what the vendor will see. 

22. Select Close and select Close again. 
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Step 6: Verify Posting  
23. Go to the Bid Board from the Home page. 
24. Search for the solicitation number. 
25. Open the solicitation by clicking its number to confirm that Bid Opening Results have 

been posted. 

Need Help?  
• WebProcure Contract Module Visit: WebProcure Online Help 
• Visit: CT DAS CTsource Webpage 
• Email: DAS.CTSource@ct.gov 
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ITB Solicitation  Line-Item  Bid  Evaluation Guide  

Purpose  
This guide explains how to review and evaluate a line-item bid based on online supplier 
responses in CTsource for an Invitation to Bid (ITB). 

Step-by-Step Instructions  

Step 1:  Login to CTsource  and select the Solicitations Module   
1. Sign in to CTsource
2. Enter your credentials and click Login.

3. Select the Solicitations module from the main menu.
4. Select Solicitation Search (New) from the dropdown menu.

5. Under Solicitation Search field, enter the solicitation number or keyword.
6. Click the Search button.
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Step  2: Review Activity and  Download  Submitted  Responses  
7. Click the Actions ellipsis in the far-right column of the solicitation row. 
8. Select 'Solicitation Vendor Activity Report' to view supplier activity. This shows a 

snapshot of responding suppliers and their CTsource status. Once finished, click 
Done to return to the search page. 

9. Click the Actions ellipsis in the far-right column of the solicitation row. 
10. Select 'Download Solicitation Documents'. 

11. Save the ZIP file to your computer to evaluate submitted responses and determine 
the award. Return to CTsource. 

12. Manually prepare a contract price schedule based on the awarded supplier’s cost 
proposal and include it in Exhibit A of the contract as applicable. 

13. Outside of CTsource, determine the award and then process it in CTsource. 

Step  3: Review Supplier  Line-Item  Responses  Online or Manually via Zip  File  
14. Click the Actions ellipsis in the far-right column of the solicitation row. 
15. Select 'Evaluate Supplier Responses' to continue. 

16. Use Total Award Summary pop-up for item totals. 
17. Collapse the chevron to view options. 
18. Use drop-down arrows to apply Price Adjustments/Preferences (if applicable). 
19. Click a radio button to review supplier online responses, then click Continue: 

a. Paper Responses: Not applicable (electronic responses only). 
b. Review Questions: To view questionnaire summaries as applicable. 
c. Review Requirements: To view requirement responses as applicable. 

Page 2 of 5 



    

   
 

      
   

  
    
 

 
   

  
   

 

    
   

 
    

 
     

   

February 2026 

d. Review Vendor Documents: Manually summarize uploaded files. Note: verify 
that all online documents are included in the zip file. 

Step  5: Select Item Award by Method  
20. Under 'Select Award Method', choose one: 

a. Award all to the lowest bidder: Select the supplier with the lowest total bid. 
b. Award by Item: Choose by clicking the supplier's name or individual item 

trophies. 
c. Award by Group: Use trophy icons or toggle switches to assign awards to 

multiple suppliers within each group. 
d. Enable Heat Map to highlight the lowest prices (optional). 

Step  6: Make Supplier Selection  and Complete Award Page  
21. Suppliers with a pending status (purple question mark icon) cannot receive awards. 

These suppliers must be approved (green check mark icon) before they are awarded 
the solicitation/contract. 

22. Use checkboxes for single or multiple awards as needed and select Done. 

23. After selecting Done, an Award Report Page automatically displays the awarded 
responses. At the bottom of the Item Award Report page, select 'Done'. 
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Step  8: Finalize  the Bid  
24. Click the Actions ellipsis for the solicitation again. 
25. Select 'Finalize Award'. 

26. On the Finalize Bid page, unselect all suppliers to avoid sending award notifications 
prematurely. 

27. Type 'Yes' in the confirmation box. 
28. Click 'Submit' to confirm and change the bid status to awarded on the bid board. 

Page 4 of 5 



    

   
 

    

 
    

 

    
    
    

February 2026 

Step  9: Access the  Archived (finalized) Solicitation to Convert to Contract  
29. The solicitation will now appear under Solicitations > Formal > View Archived. 

30. Next step is to create or ‘Generate’ the contract from the awarded solicitation. 

Need Help?  
• WebProcure Contract Module Visit: WebProcure Online Help 
• Visit: CT DAS CTsource Webpage 
• Email: DAS.CTSource@ct.gov 
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RFP Solicitation Evaluation  Guide  

Purpose  
This guide explains how to review and evaluate online supplier response documents in 
CTsource for a Request for Proposal (RFP). 

Step-by-Step Instructions  

Step 1:  Login   
1. Sign in to CTsource 
2. Enter your credentials and click Login. 

3. Select the Solicitations module from the main menu. 
4. Select Solicitation Search (New) from the dropdown menu. 

5. Under Solicitation Search field, enter the solicitation number or keyword. 
6. Click the Search button. 
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Step  2: Review Activity  and Download  Submitted Responses  
7. Click the Actions ellipsis in the far-right column of the solicitation row. 
8. Select 'Solicitation Vendor Activity Report' to view supplier activity. This shows a 

snapshot of responding suppliers and their CTsource status. Once finished, click 
Done to return to the search page. 

9. Click the Actions ellipsis in the far-right column of the solicitation row. 
10. Select 'Download Solicitation Documents'. 

11. Save the ZIP file to your computer to evaluate submitted responses and determine 
the award. Return to CTsource. 

12. Manually prepare a contract price schedule based on the awarded supplier’s cost 
proposal and include it in Exhibit A of the contract as applicable. 

13. Outside of CTsource, determine the award and then process it in CTsource. 

Step  3: Review Supplier  Document Responses  Online or Manually via Zip File  
14. Click the Actions ellipsis in the far-right column of the solicitation row. 
15. Select 'Evaluate Supplier Responses' to continue. 

16. Click a radio button to review supplier online responses, then click Continue: 
a. Paper Responses: Not applicable (electronic responses only). 
b. Review Questions: To view questionnaire summaries as applicable. 
c. Review Requirements: To view requirement responses as applicable. 
d. Review Vendor Documents: Manually summarize uploaded files. Note: verify 

that all online documents are included in the zip file. 

Step  5: Create an  Evaluation Team  in CTsource  to Share Online Responses  for Scoring  
17. Click 'Manage Evaluation Committee'. 

Page 2 of 7 



    

   
 

 
     

 
  

 
   

 
    

  

 
   
  
 

  
  

February 2026 

18. Under the Teams tab, enter the Team Name using the format: Solicitation # -
Evaluation Team. 

19. Click 'Add Team'. 

20. Use the icon to find other CTsource users and add team members. 

21. For non-CTsource users, click 'Add External User', enter the information, and then 
click Save. 

22. Add yourself to gain access to the zip file for contract folder storage. 
23. Click Next. 

Step  6: Evaluation Materials  
24. Go to the Evaluation Materials tab. 
25. Review the Solicitation file in Available Files. 
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26. Deselect any non-essential files under Selected Files. 
27. Click 'Select Evaluation Documents', browse for the Evaluation Scoring Worksheet, 

and upload it for the team’s scores. 

28. Click Next. 

Step 7: Personalize Team Communication  
29. Under the Publish tab, select 'Customize Email Content'. 

30. Update with pertinent due dates, etc., and then click Save. 
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31. Click Publish to generate and send emails with zip attachments. 
32. Click Proceed, then Close. 

Step  8: Determine Top Scorer(s) Outside CTsource  
33. Use your procurement process to identify the highest-scoring proposer(s) with the 

Evaluation Team. Outside of CTsource, evaluate responses using the predetermined 
scoring criteria, meet with the evaluation committee, identify the responsible and 
qualified proposer with the highest score, and then process the award in CTsource. 

Step  9: Process the Award  
34. Select the Solicitations module from the main menu. 
35. Select Solicitation Search (New) from the dropdown menu 
36. Under Solicitation Search, enter the solicitation number or keyword. 
37. Click the Search button. 
38. Click the Actions ellipsis in the far-right column of the solicitation row. 
39. Select 'Evaluate Supplier Responses'. 
40. Under 'Select Award Method', select 'Award' and click Continue. 
41. Select Continue. 
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Step  9: Complete  Award Page  
42. Select the checkbox next to the name of the approved proposer. Note: Suppliers 

with a pending status (purple question mark icon) cannot receive awards. These 
suppliers must be approved (green check mark icon) before they are awarded the 
solicitation/contract. 

43. After selecting Done, an Award Report Page automatically displays the awarded 
responses. At the bottom of the Item Award Report page, select 'Done'. 

Caution on Publishing: Do NOT click 'Publish' unless your procurement rules allow 
awards before contract finalization. 

Step 10: Finalize  Award  
44. Click the Actions ellipsis again for the solicitation. 
45. Select 'Finalize Award'. 

46. On the Finalize Bid page, unselect all suppliers to avoid sending award notifications 
prematurely. 

47. Type 'Yes' in the confirmation box. 
48. Click 'Submit' to confirm and change the bid status to awarded on the bid board. 
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Step 11: Access the Archived (finalized) Solicitation to Convert to Contract.  
49. The solicitation will now appear under Solicitations > Formal > View Archived. 

50. Next step is to create or ‘Generate’ the contract from the awarded solicitation. 

Need Help?  
• WebProcure Contract Module Visit: WebProcure Online Help 
• Visit: CT DAS CTsource Webpage 
• Email: DAS.CTSource@ct.gov 
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Approving a Supplier Guide 

Purpose 
This step-by-step guide explains how to approve a supplier in CTsource. Registered 
suppliers automatically receive a pending status. Suppliers must be in an approved 
status to receive a contract award in CTsource. 

This task is permission-based. Ensure your user role allows you to approve suppliers. If 
you do not have permission, contact your system administrator. 

Note: Client Agencies using CORE-CT must ensure the supplier is approved in the 
financial system before approving CTsource and entering a contract award. (See CORE-
CT precheck steps at the bottom of this guide.) 

Step-by-Step Instructions 

Step 1: Login 
1. Sign into CTsource. 

Step 2: Navigate to Vendors Module 
2. Go to the Vendors module from the main menu. 
3. Select 'Manage Vendors' from the dropdown menu. 
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Step 3: Edit Supplier Profile 
4. Under the Organizations menu, click on your organization name to populate and 

activate the right window. 
5. Under the Supplier menu, click Edit Suppliers. 

6. Under Vendor Fields, search by supplier Name, then press Enter on your keyboard or 
click the Search button at the bottom of the page. (Do not click Select) 

7. In the Search Results, under Actions, click the Edit icon (pen) in the supplier's row. 
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Step 4: Access and Approve Supplier Status 
8. Under General Info, go to the Supplier Status section on the Edit Suppliers page. 
9. Click the 'Approved' radio button to approve the supplier. 

Step 5: Enter External Supplier ID (for State Agencies only) 
10. Scroll down to the field titled 'External System Supplier ID'. 
11. Enter the supplier’s CORE ID. Note: This field will only accept unique values; if an 

error appears showing a duplicate value, it means there is another CTsource supplier 
profile for the same supplier. Contact das.ctsource@ct.gov for further assistance. 

12. Click Save. 

13. Scroll back to Supplier Status to confirm the highlighted status (has successfully been 
propagated to all children organizations) now displays as Approved. 

Step 6: Close 
14. Click the Close button to exit the page. 

CORE-CT Pre-Check (State Agencies only) 
Before approval in CTsource, confirm the supplier exists in CORE-CT: 

• Use the Short Supplier Name (first six letters of name + last four digits of FEIN). 
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•   Or use  the full FEIN (no hyphen) in the Supplier ID field.  
•   If the supplier  exists, record the CORE-CT Supplier ID  for CTsource  entry.  
•   If the supplier  does not exist, email  W9 and vendor forms to osc.apdvf@ct.gov.  
•   If the supplier is inactive  in CORE-CT, submit an update  using  the CORE-CT 

Supplier Update Request Form.  

Need Help? 
• WebProcure Contract Module Visit: WebProcure Online Help 
• Visit: CT DAS CTsource Webpage 
• Email: DAS.CTSource@ct.gov 

Page 4 of 4 

https://help.proactiscloud.com/robohelp/robohelp/server/WebProcure/projects_responsive/WebProcure_v4/topic.htm?rhcsh=1#t=Vendors%2FVendors.htm
https://portal.ct.gov/das/procurement-programs-and-services/ctsource?language=en_US
mailto:DAS.CTSource@ct.gov
mailto:DAS.CTSource@ct.gov
mailto:osc.apdvf@ct.gov

	CREATE A SOLICITATION
	Purpose
	Step-by-Step Instructions
	Step 1: Login
	Step 2: Create a Formal Solicitation
	Step 3: Complete the HEADER Page
	Step 4: Complete the REQUIREMENTS Page (Optional)
	Step 5: Complete the QUESTIONNAIRE Page (Optional)
	Step 5: Add ATTACHMENTS
	Step 6: Complete ITEM SPECS (only if using line items)
	Step 7: Choose SUPPLIERS
	Step 8: Review the Summary Page
	Step 9: Approvals
	Step 10: Submit the Solicitation to Post to the Bid Board
	Step 11: Verify Posting on the Bid Board

	Need Help?

	CREATE A SOLICITATION ADDENDUM
	Create a Solicitation Addendum Guide
	Purpose
	Step-by-Step Instructions
	Step 1: Login
	Step 2: Search for the Solicitation
	Step 3: Choose the Solicitation, Create Addendum
	Step 4: Edit Solicitation Pages
	Step 5: Submit the Addendum
	Step 6: Publish the Addendum
	Step 7: Verify Status
	Step 8: Understand Supplier Notifications
	Step 9: Review Solicitation Attachments
	Step 10: Final Notes

	Need Help?


	POST BID OPENING RESULTS
	Post Bid Opening Results Guide
	Purpose
	Step-by-Step Instructions
	Step 1: Login
	Step 2: Search for Solicitation
	Step 3: Choose the Solicitation
	Step 4: Evaluate and Prepare Bid Opening Results
	Step 5: Publish Award Report
	Step 6: Verify Posting

	Need Help?


	EVALUATE SOLICITATION - ITB DOCUMENT ONLY 
	ITB Solicitation Evaluation Document Responses Only Guide
	Purpose
	Step-by-Step Instructions
	Step 1: Login
	Step 2: Review Activity and Download Submitted Responses
	Step 3: Review Supplier Document Responses Online or Manually via Zip File
	Step 4: Process the Award
	Step 6: Complete Award Page
	Step 8: Finalize the Bid
	Step 9: Access the Archived (finalized) Solicitation to Convert to Contract

	Need Help?


	EVALUATE SOLICITATION - ITB LINE-ITEM
	ITB Solicitation Line-Item Bid Evaluation Guide
	Purpose
	Step-by-Step Instructions
	Step 1: Login to CTsource and select the Solicitations Module
	Step 2: Review Activity and Download Submitted Responses
	Step 3: Review Supplier Line-Item Responses Online or Manually via Zip File
	Step 5: Select Item Award by Method
	Step 6: Make Supplier Selection and Complete Award Page
	Step 8: Finalize the Bid
	Step 9: Access the Archived (finalized) Solicitation to Convert to Contract

	Need Help?


	EVALUATE SOLICITATION - RFP
	RFP Solicitation Evaluation Guide
	Purpose
	Step-by-Step Instructions
	Step 1: Login
	Step 2: Review Activity and Download Submitted Responses
	Step 3: Review Supplier Document Responses Online or Manually via Zip File
	Step 5: Create an Evaluation Team in CTsource to Share Online Responses for Scoring
	Step 6: Evaluation Materials
	Step 7: Personalize Team Communication
	Step 8: Determine Top Scorer(s) Outside CTsource
	Step 9: Process the Award
	Step 9: Complete Award Page
	Step 10: Finalize Award
	Step 11: Access the Archived (finalized) Solicitation to Convert to Contract.

	Need Help?


	APPROVE A SUPPLIER
	Approving a Supplier Guide
	Purpose
	Step-by-Step Instructions
	Step 1: Login
	Step 2: Navigate to Vendors Module
	Step 3: Edit Supplier Profile
	Step 4: Access and Approve Supplier Status
	Step 5: Enter External Supplier ID (for State Agencies only)
	Step 6: Close
	CORE-CT Pre-Check (State Agencies only)

	Need Help?





