
HOW TO RESPOND TO A COMPETITIVE SOLICITATION 

To begin, please go to the Public Procurement Portal, select the event you want to participate in and 
click the “Respond Now” button: 

https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=FSU 

 

From here, you will be prompted to sign in. Please enter your company email address and click next. 

*If you do not have a login, please view the supplier registration job aid located on the Procurement 
Services website. 

https://procurement.fsu.edu/suppliers  

https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=FSU
https://procurement.fsu.edu/suppliers


 

Then enter your password and click Login. 

 

You will see the events page. 

You will need to “Proceed to the Prerequisites” before viewing event details. 



 

From here, you will need to view and certify each of the prerequisites prior to proceeding: 



 

NOTE: Some of the prerequisites will require a file upload and you will not be able to proceed without 
uploading any of the required information. This is an important step as all required documents needs 
to be uploaded to be considered responsive to the competitive solicitation. Once you have completed 
this section, please make sure to save your progress as you move through the screens so as not to lose 
any information. 

Example: 



 

Once this section is completed and you will click next, you will need to select “Yes, I Intend to Bid”. 
This must be set in order for you to respond to the solicitation: 

 

If you do not select your intent at this time, it will continue to appear on subsequent screens and not 
allow you to continue through the response until you make your selection. 



 

Once all “Questions” are answered, you can click “Next” 

Note: Question responses may include Yes/No responses, short answer responses, &/or file uploads. 
These will vary depending on the type of solicitation and what commodity or service is needed by the 
University. 

 

If there are any “Items” needed by the University, that detail will be housed in this section. Please 
enter pricing or upload the required files requested in the competitive solicitation. 



 

Once you have completed all sections of your response, all the check marks will appear as green. If 
you skip something, you will not be able to proceed until that is corrected. 

Check the certification statement and submit your response to complete your submission. 

 

Note:  

There is a Q&A Board contained in each solicitation, so please check there periodically to see if the 
questions and answers have been posted.  

*Please also note that each competitive solicitation will have a Calendar of Events that will note 
important dates such as questions and answers due date, site visits, and when responses are due.  

You may also submit your own questions if you require any clarification regarding a competitive 
solicitation. Click the Q&A Board: 



 

From there, you can click “Ask a Question” 

 

You will need to fill out the required fields (*) and upload any attachments if necessary and click 
Submit Question. 

 



NOTE: Please make sure you check your email for any addendum/amendment to the competitive 
solicitation, as changes require your acknowledgement for your responses to be complete. 

 


