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Getting started
• Find all published 

solicitations on the 
Negometrix3 
website: 
www.platform-
us.negometrix.com
• Use the search bar

or scroll through all 
the solicitations to 
find one you are 
looking for

http://www.platform-us.negometrix.com/
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Participate in a solicitation

• Once you have 
found the 
solicitation and you 
clicked on it, you will 
see a short 
description.
• To find out more,

click Participate on 
the bottom.
• You will be asked to

log in or register on 
the platform (next 
slide).
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Register company

• After clicking 
Participate, click 
Register Company 
on the next window.
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Fill out your
company’s

information (2 
pages) and click

Register.

You will get an
email with a link to 

activate your 
account.
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Solicitation Information

• This is the top 
half of the page 
that provides 
General 
Information
• The bottom half

is explained on
the next slide
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Solicitation Information
• The bottom half of the screen 

provides more specific 
information related to the 
solicitation.

• Schedule: see important deadlines
• Question & Answer: pose questions and

view published answers
• Price lists: display price list(s)
• Settings: general information related to

the solicitation
• Documents: all documents posted for 

supplier to review
• Questionnaires: these are the items a

supplier must respond to for a bid
response

• Solicitation ZIP-export: will create a ZIP 
export for all the solicitation information • Add colleague/colleague overview: use this to add a 

colleague to work on the solicitation with you
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Start a solicitation

• When you are 
ready to start, 
click the Start
button on the 
right side of the 
page.
• Selecting Start 

does not 
obligate you to 
submit a 
response.
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• Once you are in 
the Fill out & 
submit tab, you 
will see the core 
of the solicitation.
• You can see the 

remaining time to 
submit 
highlighted in
yellow.
• Progress bars are

updated when
you enter your 
responses.

Fill out & submit



10

• Offer phase: the period of time that suppliers are able to 
start, fill out, and submit responses/bids to a solicitation.
• Pricing sheets: the price(s) the suppliers are submitting for 

their responses.
• Questionnaire: the software uses the term  “questionnaire” 

to signify the questions the supplier must answer in response 
to the solicitation. Each solicitation is different so the 
questionnaires/questions will differ based on the commodity 
being purchased.

Definitions
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Questionnaire
• Select the Request 

for Proposal 
questionnaire on 
the previous screen.
• In this window the 

question groups are 
displayed.
• You can expand any 

of the groups to see 
the individual 
questions
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Answering Questions
• Each question is marked 

by a Q, and suppliers will 
respond in the answer 
section, marked by an A.
• On the top, you will see

your progress for the entire
questionnaire, and within 
each question group you 
see how many questions 
you have not filled.
• In the top right side of the

window, you can save the
answers as you go by
clicking Interim save.
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Attached Documents
• To view an attached 

document you have two 
options:

1. Click Download to download 
the document to your 
computer

2. Click Preview to view the
document in a new
window.
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Example: Table Question

• There are different 
question types in every 
solicitation.
• This question requires the 

supplier to enter contact 
information for three 
references.
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Pricing Sheet
• By clicking Cost 

proposal, another 
window appears 
displaying the pricing 
sheet.
• Start filling out prices

by clicking on the
empty textboxes.
• Click Save once you 

filled the prices.
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Summary

Time 
remaining

Submission 
deadline

Overall 
questions 
remaining

Items 
remaining in 

Pricing sheets 
and 

Questionnaire
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Questions & Answers

• Suppliers can ask a question by clicking the Pose a 
question to the buyer, which is found  with every 
question, the pricing sheet, and the schedule.
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Submission
• When everything is 

filled out, you will 
see all the progress 
bars are green.
• If you are ready to

submit your offer, 
press the blue 
Submit button.
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Submission

• Enter your account
password to confirm 
the submission.
• Once submitted,

you will see a time
stamp for the
submission.
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Support

• If you have any questions using the system or submitting 
a response, please do not hesitate to contact the 
Negometrix Service Desk:

Phone: (724) 888-5294
Email: servicedesk.us@negometrix.com
Hours: Monday – Friday, 7am-6pm (EST)

mailto:servicedesk.us@negometrix.com

