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2 SCIQUEST TRAINING TRANSCRIPT

The following information was presented to SMPS Utah by the Utah State Division of 
Purchasing on February 17, 2017 at the “SciQuest Training” SMPS education event. 
The transcript text was created from audio provided by the Purchasing division. Minor 
editing was done only in cases where intent could be misconstrued. 
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Links to the SciQuest log-in screen:

•	 “View Current Bidding Opportunities” at the bottom of the purchasing.utah.gov page.

•	 Links on the vendor page.

Entities Currently Using SciQuest to Solicit Bids/Proposals:

•	 DFCM 

•	 Utah Division of Purchasing

•	 Salt Lake County

•	 Salt Lake City 

•	 St. George

•	 University of Utah

•	 Southern University of Utah

•	 Dixie Applied Technology College 

•	 Davis Applied Technology

•	 63+ other agencies

Vendor registration guide is available on the website in the core vendors section at the top. Scroll 
down under the registration steps and you can view this guide.

Changes to be aware of are:
1. State of Utah has a new website. Information will be added to this website regularly. 

They have guides on how to do business, how to register, different commodity codes, 
and links to find and reference SciQuest.

2. SciQuest was recently bought out by Jaggaer. Despite this buyout nothing will change. 
The functionality and links will remain the same. The registration and how you respond 
to sourcing events will not change. The only major change you will see is it will say it is 
powered by Jaggaer.

Submit SciQuest Utah Portal questions to: sciquestadmin@utah.gov
•	 They can help with registering and questions about how the Utah Portal works.
•	 They cannot help with personal account questions like password resets.

SciQuest Help Desk 1-800-233-1121, Opt. 2, Opt. 2

Quick Facts

http://purchasing.utah.gov
http://purchasing.utah.gov/for-vendors/
http://purchasing.utah.gov/for-vendors/
mailto:sciquestadmin@utah.gov
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Submit SciQuest Utah Portal questions to: sciquestadmin@utah.gov

•	 They can help with registering and questions about how the system works.

•	 They cannot help with personal account questions like password resets. They 
have no access to individual accounts and will refer you to a SciQuest help desk.

Two changes to be aware of are:

1. State of Utah has a new website. Information will be added to this website 
regularly. They have guides on how to do business, how to register, different 
commodity codes, and links to find and reference SciQuest.

2. SciQuest was recently bought out by Jaggaer. Despite this buyout nothing will 
change. The functionality and links will remain the same. The registration and 
how you respond to sourcing events will not change. The only major change you 
will see is it will say it is powered by Jaggaer.

DFCM is one of the agencies that has fully transitioned to SciQuest. Under the Utah 
procurements or the consortium, they have put all of their sourcing events and all of 
their solicitations in SciQuest.  You will be able to find everything in one place. You 
won’t have to go through multiple spots to find these solicitations. If there are any past 
documents you would like to view you can check the archives.

There are videos online as well which will show you how to accomplish this.

Carefully go through these sections so you send in all necessary documents and avoid 
being disqualified.

Vendor registration guide is available on the website in the core vendors section at the 
top. Scroll down under the registration steps and you can view this guide.

There are many places you can go to reach the SciQuest log-in screen.

Main page at purchasing.utah.gov at the bottom of the page there is a log-in and a “view 
current bidding opportunities” which will take you there. On the vendor page there are 
links as well.

Creating an Account:

Go to the create account button at the bottom. If you forget your password you can 
go to the “trouble logging in”, which will be an automated system to help you get a 
password through the email account. If you do not have access to the email account 
which originally created the account you will need to call the SciQuest help desk.

As an aside, please have only one account per organization. However, if you have several 
locations throughout the country we can set up accounts individually. For example, 
an office in Salt Lake City and Provo, but operate independently. What they do not 
want is 500 accounts for the same company. So, when an agency tries to post an event 
or something they do not know which account to send the information to. It can get 
confusing. You can set up many individuals under a single account and they can help you 
with that. Everyone in the company should not have a stand-alone account.

Question: Question raises the point of restricting access. What if people in your 
company try to create accounts without letting you know?

Answer: When there are possible duplicate accounts the SciQuest admin gets 
an email about a company trying to create a new account. The admin must 
decide to let the account pass or not. What they will try to do is contact the 

Email Utah SciQuest Admin 
sciquestadmin@utah.gov :
• Questions about Utah 

Portal and how to use it.

Call SciQuest for:
• Password questions
• Combine duplicate 

accounts

Duplicate SciQuest accounts 
will be flagged by a SciQuest 
admin and the original 
company account owner will 
be contacted.

mailto:sciquestadmin@utah.gov
http://purchasing.utah.gov
https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=StateOfUtah
mailto:sciquestadmin@utah.gov
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main person with the first account to see what is going on. The email will ask 
if the person trying to open the new account is with the company or separate. 
The awareness of these accounts being created depends on how the accounts to 
register get flagged for the SciQuest admins. It can come from a tax ID number, 
DUNS number, email domain name. They cannot control which element gets 
flagged. They only respond to those accounts that show up as flagged.

Go to create account. The list of information will let you know what to expect and there 
is also a “frequently asked questions” before you start. At the bottom of the pages there 
are support links to guide you to someone who can help and will get back to you within 
one business day.

The stars next to the boxes are required. If you are a sole proprietor do not put in your 
personal social security number, put in a tax ID or DUNS. If you put in fake numbers or 
zeros you will get flagged and not be allowed to continue.

You will get an email after you have put in all the information. It will ask you to verify 
your email account. That person will become primary for the organization. There may 
be a Jaggaer logo at the top and that is normal. Click on the link and it will validate your 
registration.

SciQuest has Utah Division of Purchasing, DFCM, Salt Lake County, Salt Lake City, St. 
George, and 63+ other agencies registered within the Utah Supplier Portal. When you 
get your account set up you will have access to all of them. However, there are other 
states who also use SciQuest. You can register with those individual states to get their 
alerts (Georgia, Montana, Florida, etc.), but they are not included with your Utah 
account.  You are, however, registered with SciQuest and if you have NIGP codes and 
update them, those states may select those codes and you can be alerted. You do need 
to be aware that each state can add their own commodity codes.

BidSync is a separate company and Utah’s contract with them expired March 9, 2017. 
Everyone who was on BidSync will be on SciQuest. If a location has opted out of SciQuest 
you will need to find their new location for their bids. If a location has decided to opt out 
they must have a document letting people know where they can be found. SciQuest is 
free of charge to every Eligible User. Via the competitive process SciQuest was perceived 
to be the best value which was why the state selected it.

Question: Will there be a list for those who are on SciQuest?

Answer: Yes, there will be a list updated on their website and it will continue 
to grow. They do not have a definitive list of each public agency and what they 
use. In the future, they can try to work on one. After March 9 they will be able to 
have a more solid list.

Cities can send out their procurements wherever they like, for example, some 
cities have elected to use newspapers. State entities using state contracts will be 
required to be on SciQuest like DFCM. Universities can publish their solicitations 
any way they would like, but SciQuest is available for them to use. University 
of Utah, Southern University of Utah, Dixie Applied Technology College, Davis 
Applied Technology are on SciQuest.

As you go through to complete your profile clicking the “next” button will auto save 
anything you completed. If you jump around it will not do this, you will receive a warning 
if you try to leave, but you can save from there. The only information required is the one 
with the star.

Commodity codes being used are new. They have moved to a higher commodity code 
list in order to be more inclusive. You can sign up for as many or few as you would like. 

Creating an account:
• No social security
• Yes tax ID 
• Yes DUNS 

List of public agencies using 
SciQuest will be published 
and available on the 
purchasing web site.
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Anything with that code will alert you. Because these codes are more inclusive chances 
are you will become notified with projects you do not care about. You can set up filters to 
your email to have the alerts swept to a folder to check out later. There are 257 codes vs. 
20-30,000 they used to have. If you turn off your notifications you turn off all. There are 
not selective notifications. If you have a request for a commodity code or a narrowing 
down of certain codes you can let them know. They will take it into account and discuss 
changes or additions. These are not added very often.

There are three addresses which must be completed. You must have fulfillment, 
remittance, and physical. You will also need to put how you would like to receive the 
notifications. All information with a star is required. If you have “corporate” and “sales” 
accounts you will get notifications. You can add as many users and roles as you would 
like to receive these. You can also change contacts from active to inactive so they will no 
longer get notifications. You can add users to your account and select the roles for these 
individuals. These designations are assigned by and are dependent on the one who is the 
primary contact for the company account.

If you need to combine accounts to a company because someone has created their own 
separate account. They cannot help you because they do not have control over individual 
accounts. Contact SciQuest Help desk 1-800-233-1121 option 2, option 2.

Vendors could post their catalog and have those buy with SciQuest, but Utah is not 
currently using those options at this time so if you select those roles you will miss out. 
Make sure you are either “sales” or “corporate” so you can be notified.

When you are submitting a bid, in setup there is a “certify and submit”. If there is 
something gray or incomplete you would not be able to post. It is the same for sourcing 
events. If you left something blank you could not submit a response. There will be a 
section to show you what is missing. 

If you go to “go to public opportunities” you will see everything posted through the 
supplier portal. You will be able to see everything that was up and coming. You can 
search for what was closed, awarded, or all. Search regularly to see if anything has been 
posted. You will see a list and if there is something interesting and you clicked on it, back 
on your home screen it will place it in your “my events” box.

Everything is set up to be on Eastern Standard Time via company standards. 
Unfortunately, they cannot change this, but you can go in and alter it yourself to 
Mountain Time. You will need to go up to your name and return to supplier network. 
If you click on your name again, view my profile, on the left-hand side there are many 
menu options. Go to language, time zone, and display setting. From there update time 
zone to Mountain [Standard Time].

Go to the SciQuest supplier portal. On the left is “Customer Portal Access.” If you are 
registered with a certain entity or state it will show up here. Merging accounts will also 
allow the data to overlap. They are working on a list of users Jaggaer has for future 
reference.

“Manage Registration Profile” will take you to your account and allow you to update 
any information with anything you have input. You can go up to the padlock and invite 
certain people to join. You will be able to give them a role and allow them to make 
changes or manage solicitations. Each individual user will have separate log-ins, but you 
would share one account. You can view pending users and manage their roles from your 
screen.

Which sourcing event types are available? The most simple is solicitation where you say 
what you want and say how you would like them to do it, then post it. You can do other 
versions where there are mandatory minimums like “upload a business license”.

Change time zone from EST:
(From inside the Utah Portal)
1. Click your name 
2. Return to Supplier Net-

work
3. Click your name
4. View My Profile
5. Language, Time Zone, 

Display Settings
6. Change Time Zone to 

MDT/MST

SciQuest Help desk 
• 1-800-233-1121 
• option 2
• option 2

Complete 3 Addresses:
• Fulfillment
• Remittance
• Physical

Corporate & Sales roles 
receive notifications.
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There is a section response called “line items”. If they use that section you need to 
provide a cost for each line item you are bidding on. You can also create one with line 
items and cost separate. Look at how they want the information.

There is a video that goes through how to submit a bid. Public portal shows all bids 
available. You can see all events or solicitations. They are limited to twenty per page 
or can do a simple control F to see what title fits what you are searching for.  It will 
also help you find a bid quick. Opening up a solicitation you can open up the PDF and 
see what they are looking for. Whatever solicitation you open it is flagged as viewed in 
your account. This will show up even if the item does not have the codes you look at. 
Once you view something and it is in your dashboard you cannot remove it. Exporting 
the event takes it all into a single PDF rather than a synopsis. If you click “yes” intend 
to bid you can put the digital one in. Even if there is a hard copy select “yes”.  Green 
check marks may be misleading because they do not include submissions so there may 
be documents you still need to submit. If there are check marks which are not green 
make sure you clicked “yes” to certain items it may not be that you didn’t submit the 
documents needed.

If you see a link that is black and unresponsive. Do not wait, [submit a question to 
SciQuest Admin]. They always should be blue if there is information you are trying 
to access. If a solicitation is amended you will receive an email. They will provide a 
description of what they are amending. Any answer provided by the state on the Q&A 
before is an addendum, but will not be flagged as an amended event so keep an eye on 
those boards.

Ctrl-F when viewing all 
solicitations to narrow it.

Once you view something 
you cannot remove it from 
your dashboard.
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