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PURPOSE AND DESCRIPTION
Purpose
This document provides steps and information to help businesses that have already become Registered Bidders
to View and Bid on Sourcing Events in the PeopleSoft system.
Note: If your business already has a Supplier account, you should be using this Supplier account to bid on any
Sourcing Events (do NOT create a new Bidder account to submit a bid). Similarly, if you already have a Bidder
account, you should use this Bidder account to submit a bid (do NOT create additional Bidder accounts to pursue
different bid opportunities). If you have questions on this, please contact User Support at 415.944.2442.
Key Background Information
Becoming a Supplier to the City & County of San Francisco is a two-tier process.
•

Registered Bidder: The first step to begin working with the City is a short registration process in order
to become a “Registered Bidder”. Being a “Registered Bidder” will allow your business to view and bid
on contracts (however your business cannot be fully awarded a City contract until it goes through the
steps required to become an Approved Supplier).

•

Approved Supplier: Although “Registered Bidders” can view and bid on City business, in order to be
fully awarded a City contract, a Registered Bidder will have to go through the Business Tax Registration
and 12B Declaration processes required to become an “Approved Supplier”. The time to complete these
can vary, and we strongly recommend that you start these processes as soon as possible to expedite
your contract wins.
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TOPIC 1: LOG INTO YOUR ACCOUNT
Step

Action

1.

To log into the PeopleSoft system, go to the Supplier Portal (at
https://sfsupplierportal.sfgov.org/psp/supplier/SUPPLIER/ERP/h/?tab=DEFAULT) and click on the “Sign
In” button in the top left corner of the page.

2.

This will bring you to the page shown below. Read the Use and Privacy Policy and click on “Agree”.
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3.

Next, enter your Username and click “Continue”. If you are a new Registered Bidder, you should have
received an email with your Username and Password.

4.

Then, enter your Password and click “Continue”. If you are a new Registered Bidder, you should have
received an email with your Username and Password.
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5.

If this is the first time you are logging in to your account, you will see the following screen.

5a.

Click on the “Update My Security Questions” button and follow the instructions to set-up
required security question for your account.

5b.

Next, click on the “Register for Enhance Protection” button and follow the instructions to setup additional security protections.

5c.

Please note that you can click on the “Change My Password” button to change your password
from what was originally assigned to you to a different password that will be easier for you to
remember.

5d.

Once you have finished the above steps, Logout of the system for security purposes. You can
then log back in as needed (and to follow the rest of the steps in this Job Aid).
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6.

If this is not the first time you are logging in to this account, then you should land at the screen shown
below.

7.

From here, click on the “Supplier” tab.

8.

This will take you to the page shown below. Click on the “Click here to go to the Supplier WorkCenter”
hyperlink. This will take you to the main Supplier Homepage shown below.
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TOPIC 2: VIEWING PUBLIC SOURCING EVENTS
Sourcing Events can be created as either Public or Private Events (or both) in PeopleSoft. A Public Event is one
that is posted in the system for anyone to view and bid on, while a Private Event is one where a pre-selected
group of Bidders/Suppliers is asked to view and bid on the item(s). The following directions are for viewing
Public Events.
Step

Action

1.

From the main Supplier Homepage, expand the “My Bidding Events” section and click on the “View
Events and Place Bids” link (shown below).

2.

This will display the page shown below. This display has been pre-set to only show Sourcing Events
with End Dates starting on your current date. To get a fuller view of all of the Public Events that are in
the system, click on the “Advanced Search Criteria” hyperlink.
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3.

4.

The screen will now display all of the Search Criteria that you can use to filter your search of the Public
Events on the PeopleSoft system. Please note that the “From” field for “End Date” will be prepopulated with today’s event. Mark down the Search Criteria that you want and click the “Search”
button to see the currently posted Public Sourcing Events. Please note the following:
•

Start Date: The Start Date represents the date when business entities can start bidding.

•

End Date: The End Date represents the date when bidding on the Sourcing Event ends.

•

Categories: We believe the Categories section should allow you to limit your search to certain
business activities as defined by NIGP (National Institute of Government Purchasing) codes.
Please note that this will require the City Department setting up the Sourcing Event to have
also properly input their Sourcing Event’s Categories.

After clicking Search, a list of Sourcing Events that conforms to your criteria will be displayed at the
bottom of your screen. Click on the Event ID hyperlink for the event that you want to view. This will
bring you to the Event Details for that specific Sourcing Event (as shown below).
For an explanation on Entering a Bid on a Sourcing Event, see the “Topic 4: Entering a Bid” section of
this Job Aid.
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TOPIC 3: VIEWING PRIVATE SOURCING EVENTS
Sourcing Events can be created as either Public or Private Events (or both) in PeopleSoft. A Public Event is one
that is posted in the system for anyone to view and bid on, while a Private Event is one where a pre-selected
group of Bidders/Suppliers is asked to view and bid on the item(s). The following directions are for viewing
Private Events.
Note: Although the proper path for viewing private events is through the “View Sourcing Activity” link (as shown
below), the current set-up for Bidders does not give them this link. However, Bidders will be able to see private
Sourcing Events that they have been invited to bid on through the “View Events and Place Bids” link. To view
such private Sourcing Events, follow the directions in the “Topic 2: Viewing Public Sourcing Events” directions of
this job aid.
Step

Action

1.

From the main Supplier Homepage, click on the “View Sourcing Activity” link in the “My Bidding
Events” section (shown below).

2.

This will bring you to the Event Activity search page (shown below). Click on the number in the “Events
Invited To” field to choose from a list of Sourcing Events that you want to review.
You can also use the “Search Criteria” fields to do a search for your Bidding Events, which will then be
listed in the bottom section of the screen. Click on the hyperlinked “Event ID” for the Bidding Event
that you want to view.
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3.

This will bring you to the Event Details for that specific Sourcing Event (as shown below).
For an explanation on Entering a Bid on a Sourcing Event, see the “Topic 4: Entering a Bid” section of
this Job Aid.
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TOPIC 4: ENTERING A BID
Step
1.

Action
The “View Public Events” and “View Private Events” directions should bring you to the Event Details
screen shown below. Here is an explanation of key fields on this page:
•

Accept Invitation: Click this button to notify the Event Administrator that you plan on bidding
for this event. Notifying the Event Administrator of your intentions will allow him or her to
ensure that you are kept apprised of any changes or other developments on this Event.

•

Bid on Event: Click this button when you are ready to bid.

•

View Event Package: This hyperlink will bring you to a page where you can view and download
any attachments related to this Sourcing Event.

•

Event Name, Event ID, Event Format/Type, Event Round, Event Version, Event Start Date,
and Event Description: This section gives key Sourcing Event information. Bidding on this event
can start on the Event Start Date. Bidding ends on the Event End Date.

•

Contact, Phone, Email, and Online Discussion: This information allows you to identify and
contact the Event Administrator for this event. The “Discuss Event in Forum” hyperlink allows
you to have a private exchange with the Event Administrator through the PeopleSoft system.

•

Payment Terms, My Bids, Edits to Submitted Bids, Multiple Bids. If a Bid has already been
submitted, or if someone has clicked “Save for Later” when filling in a Bid, then a number will
show in the “My Bids” field. Click on this number to complete a partially completed Bid.

•

Lines: This section shows the various items that are being sourced in this Sourcing Event. A star
indicates that a bid is required for this line item.
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2.

Click on the “View Event Package” hyperlink in the top right corner of the screen. This will open up the
following screen.
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3.

Review the Event Comments section. Please note that there may be multiple comments as indicated
in the top right corner of this section. If there are, you can click on the arrows to toggle through the
different comments.

4.

Review each of the Attachments by clicking on the “View” button for each line. Clicking View will
open up PDF documents in a separate tab or launch and open up documents that are in an Excel
format [the XML option does not currently work]. These documents can be saved/downloaded to your
computer.

5.

Click “OK” when you are done viewing/downloading the data in this section. This will bring you back
to the Event Details page (shown below).
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6.

If you intend to bid on this Sourcing Event, we strongly recommend that you click on the “Accept
Invitation” button so that the Event Administrator will have a record of your intent.

7.

If you want to discuss the event with an event administrator (before or after placing a bid), use the
contact information/options on this page. Click on the “Discuss Event in Forum” hyperlink.
A.

Clicking this hyperlink will bring you to the Event Discussion page (shown below). Because you
came to this page directly from your Sourcing Event, the page should just show the discussion
thread(s) for this event. Click on the hyperlink for your event under the Event Forum Topic
header.
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B.

This will open up an Event Discussion pop-up. Click Reply to message the Event Administrator.

C.

Clicking Reply will expand this screen as shown below. Edit/Enter the Author, Email, Subject and
Message fields; add any related attachments, and click Submit.
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D.

Your response is now shown as a thread in this conversation. To add additional comments, click
on the thread to which you want to reply. You should only see your posts/replies to/from the
Event Administrator.

E.

To return to the Event Details page, click on either the “View Events and Place Bids” link (for
Public Events) or the “View Sourcing Activity” link (for Private Events) in the Sidebar.
Note: Although the proper path for viewing private events is through the “View Sourcing Activity”
link, the current set-up for Bidders does not give them this link. We are however looking at
making this link available to Bidders.
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8.

Back on the Event Details page, click the “Bid on Event” button.

9.

The system will then ask if you want the bid quantity defaulted for each line item to equal the
requested quantity. Click Yes or No.
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10.

You will next land on the page shown below. Much of this page has identical information. Here is an
explanation of the fields that are different:
•

Submit Bid: Use this button when you are ready to submit your bid.

•

Save for Later: If you’ve entered information but are not yet ready to submit your bid, you can
use the Save for Later button. If you start entering a bid and then decide to use this feature so
that you can come back to finish up your bid, you will need to navigate to the “Event Details”
page and click on the number in the “My Bids” section on that page (as noted in Step #1 of the
“Topic 4: Entering a Bid” section of this job aid).

•

Validate Entries: This button is used to help make sure your bid complete by checking that you
have answered all the required questions and that you have entered bids on each required
line.

•

Bidding Instructions: This section shows additional information for bidding on this event.

•

Payment Terms: This section shows additional information for bidding on this event.

•

Step 1: Answer General Event Questions: This section has questions that need to be answered
as part of your bid. If there are no required questions, this section may not show on this page.
“Display Event Questions” will show the questions that need to be answered (if they are
hidden).

•

Step 2: Enter Line Bid Responses: This section is where you will enter your bid information.
The “Your Unit Bid Price” is for the individual line item’s bid. Clicking on the “Bid” hyperlink will
allow you to see more line details. The bubble icon on the far right of each line is a comment
box, which will allow you to enter comments and attachments related to that line item.

•

Event Comments and Attachments: This hyperlink allows you to upload attachments and add
commentary relating to the entire sourcing event (as opposed to adding attachments and/or
comments relating to specific lines in this sourcing event.

•

Reviewed RFx Document. This checkbox, if applicable, will need to be marked to indicate that
you have reviewed the RFx document for this sourcing event.
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11.

As you proceed to enter your bid, please remember that you can click on the “Save for Later” button if
you need to stop partway through your bidding process and finish it later. In addition, the contact
information for the event administrator is also found on this page (underneath the Description), which
will allow you to contact him or her if you have questions/comments on this event.

12.

If you are ready to continue moving forward with your bid, go to the “Answer General Event
Questions” section (if applicable) and answer all of the required questions. Click on the “Add
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Comments or Attachments” hyperlink, which should be available for each question, to upload any
documents or provide further clarification to your answer(s).
13.

Go to the “Enter Line Bid Responses” section and enter your Unit Bid Price for each line (as
applicable). A star icon means that a bid is required for that line item. Clicking on a line’s comment box
icon will allow you to enter comments and attachments for that line item. Click on the “Bid” hyperlink
for each line to view additional line details. This link will bring you to the screen shown below.

On this screen, please note:
• The Save for Later button allows you to save your work so that you can finish your bid later.
• The “Start Page” button will bring you back to the previous page.
• The View/Add Question Comments and Attachments hyperlink will take you to the line comments
and attachments page.
• The “Your Unit Bid Price” field is where you can enter your bid for this line item on this screen.
• The “View” hyperlink will display ship-to information (if provided by the event administrator).
• The “Validate Entries” button makes sure you have entered values into the required fields on this
page.
14.

After filling in all of your line information on the main Event Details page, use the Comments and
Attachments hyperlink to upload attachments and add commentary relating to the entire sourcing
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event (as opposed to adding attachments and/or comments relating to specific lines in this sourcing
event).
15.

Reviewed RFx Document. If applicable, be sure to review the RFx document for this sourcing event and
mark the “Reviewed RFx Document” checkbox.

16.

Click the Validate Entries button to make sure your bid is complete. This button is meant to ensure
that you have answered all the required questions and entered bids on each required line.

17.

Click the “Submit Bid” button. You should see a confirmation (see below) that you bid has been
successfully submitted.
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TOPIC 5: DISCUSSION FORUMS
1.

If you want to follow-up on Discussion Forums directly, without having to go through the all of the
related Bidding Event pages, then open up the “My Bidding Events” section on the sidebar and click
on the “Discussion Forums” link.

2.

This will bring you to the Discussion Forums page shown below. Click on the “Forum User Preferences”
hyperlink if you want to create a pseudonym for your forum discussions [presumably so that nobody
will know that you are participating in a forum discussion]. Click the “Event Discussion” hyperlink to
view all of the Discussion Forums that you can access.
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3.

The “Event Discussion” page will list all of the Discussion Forums that you can access. Use the “Search
Forum” search field to narrow down your choices of Discussion Forums. Click on the hyperlinked
“Subject” line for the specific forum in which you would like to participate.

4.

This will bring you to the Event Discussion page for that specific forum. Click on the link in the “Event
Forum Topic” section that you want to view.
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5.

This will bring up a pop-up screen with the related event discussion. Click on the Reply button to post
a message to this forum. Please note that your message thread will remain private.

6.

Once you click on “Reply”, the discussion box will be expanded, adding a section for you to post your
reply. If you created a pseudonym, you can use the “Author” field to use it. Make sure that the autopopulated email address is correct. Enter your message in the “Message” field, add any attachments
that you want to add through the “Add Attachment” hyperlink, and click the “Submit” button.
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7.

You should now see your message thread back on the Event Discussion forum home page. Any
messages between you and the Event Administrator is private.
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APPENDIX: TROUBLESHOOTING TECH ISSUES
Managing Pop-Up Blockers
1.

The SF City Partner Portal and the PeopleSoft system use pop-up windows, which will be an issue if
your system is not set up to allow these popups. Please change the settings in your browser to allow
popups or add this website (epufspi-bifrost.sfgov.org) to your browser’s list of “trusted sites”.

Log-In Issues
2.

The Department of Technology manages log-on assignments and passwords. If you are having
connection or log-on issues with the PeopleSoft system, contact the Department of Technology Help
Desk at 628.652.5000 or at DTIS.helpDesk@sfgov.org (their home page is at http://sfgov.org/DT).
Examples of connection issues include a "network error" message in your internet browser. An
example of a log in issue is if you do not have a valid password or user name.
If you have never had a User Profile set up in the system (i.e. you’ve never had log-on access to the
system), then you should first contact the Administrator(s) at your business who has been granted the
rights to be able to set up User Profiles in our PeopleSoft system. If you do not know who this would be
or if no one has been set up as an administrator, then contact the systems User Support desk at
415.944.2442 or at sfcitypartnersupport@sfgov.org for help.

Basic PeopleSoft Navigation
3.

Don’t Use the “Back” Arrow on Your Browser
Once you have logged into the system, you should generally not use the “back” arrow on your browser.
Instead, you should either look for a hyperlink on the page that will bring you back to the prior page,
use the “breadcrumbs” at the top left corner of the screen (starting with “Main Menu”), or use the list
of “Links” on the left-hand side of the page.

4.

Timing Out in the System
Once you have logged into the system, each browser tab that is open will have a timer that will log you
out of the system after 20 minutes of inactivity. So, for example, if you logged in using Internet
Explorer and have 3 different tabs (windows) open, each one will have a timer running and each can
log you out after 20 minutes of no activity on that individual tab.
Although a pop-up will give you a warning, this will often not be seen, causing this log-out issue. In
order to avoid this issue, we recommend closing browser tabs that you are no longer using so that
these unused tabs do not log you out.
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Clearing Your Cache in Web Browsers
5.

Our system supports all major browsers, including Internet Explorer, Chrome, and Firefox. If you have
having issues with one browser, you may want to see if another browser will work better. Sometimes
the issue is related to old data in your browsing history that is interfering with the system. In order to
fix this, you may need to clear your cache. To clear your cache, follow these instructions:

Clearing Your Cache in Internet Explorer
6A.

If you are using
Internet Explorer, go
to the Tools icon
and click on
Internet Options.
Then, in the pop-up
box that appears,
click on the
“Delete” button in
the Browsing History
section on the
General tab.

6B.

The pop-up box on
the right will now
appear. Make sure
all of the check
boxes are marked
(except for the
“Preserve Favorites
Website Data” box)
and click “Delete”.
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6C.

This pop-up box will
disappear, bringing
you back to the
Internet Options
box. Click the
“Apply” button and
then “OK”. Close
your browser and
then re-open it.
Your cache should
be cleared.

Clearing Your Cache in Firefox
7A.

In Firefox, type the
Ctrl + Shift + Delete
keys all at once. This
will bring up the
pop-up box shown
to the right. Change
the “Time range to
clear” field to
“Everything”.

7B.

Make sure all of the
check boxes are
marked as shown
on the right.

Version 2.0

Page 30 of 33

City Partner Job Aid:
Bidder: A Step by Step Guide to Viewing and Bidding on Sourcing Events
7C.

Click the “Clear
Now” button. Close
your browser and
then re-open it.
Your cache should
be cleared.

Clearing Your Cache in Chrome
8A.

In Chrome, type Ctrl
+ H or click on the
Menu icon, then on
the History pulldown menu, and
then on History.

8B.

Click the “Clear
browsing data”
button.
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8C.

This will bring up the
window shown to
the right. Click on
the Advanced tab.

8D. Change the pulldown menu to
show “the
beginning of time”
and make sure your
boxes are marked
as shown.
Click the “Clear
browsing data”
button.
Close your browser
and then re-open it.
Your cache should
be cleared.

Clearing Your Cache in Safari
9A.

In Safari, click on
the “Safari” pulldown menu and
then click on
“Preferences…”
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9B.

In the pop-up box
that appears, click
on the “Privacy”
icon and then click
the “Manage
Website Data”
button.

9C.

This will bring up a
list of websites.
Choose the one that
relates to the FSP
website [it may say
something like
epufspibifrost.sfgov.org]
and click “Remove”.
If you are so
inclined, you could
decide to click
“Remove All”
instead in order to
clear the data from
all of these websites.

9D. Click to remove this
data in the warning
pop-up box and
close the Safari
Preferences
window.
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