
 

 USF Controllers Office, Procurement Services 
Last Updated November 2022 

Page 1 of 6 

 

 

 
 

Purpose: This manual outlines how the sourcing event request form and process works 

Notes: As a state agency, USF is required to issue public solicitations for the procurement of commodities and services over $75,000, which are not 
otherwise exempt from competition.  This guide is designed to assist suppliers and potential respondents in navigating and successfully 
responding to online bids.  

Navigation: Follow this link to be taken directly to USF’s Bull Marketplace Login:  
https://solutions.sciquest.com/apps/Router/SAMLAuth/USFlorida 
 

The Request Form 
 

Tracking Your Request 
 

 
 
 
 
 
 
 
 
  

Bull Marketplace – Public Solicitations 
How to request a sourcing event/sourcing support 

https://solutions.sciquest.com/apps/Router/SAMLAuth/USFlorida
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The Request Form 

  
 
  
 

 
 
 
 

From the Shopping Home Page, 
click here to access the external 
link to the Sourcing Request 
Form.  This will take you to a new 
window outside of the Bull 
Marketplace.  
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The Request Form 

 

               

 
 
 

Fill out the required 
information on the 
form to the best of 
your ability.  This 
information will be 
reviewed by 
Procurement services 
who will assign a 
resource to assist 
your sourcing effort.  
Please note, the 
preferred sourcing 
method may not be a 
public solicitation.  

Once complete you 
can choose to be 
emailed a copy of 
your responses and 
hit “SUBMIT” 
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Tracking Your Request 
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Your request is 
assigned a unique 
“Request ID” for 
tracking purposes.  

You will be notified of 
each status change as 
your request moves 
through the chosen 
sourcing process. 
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Tracking Your Request 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From the Shopping Home Page, 
click here to access the external 
link to a Sourcing Request Status 
Report.  Lookup your individual 
Request ID to check the status.  

Please NOTE: Due to resource 
limitations it may take up to 10 
days for a Procurement Resource 
to be assigned. 
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Tracking Your Request 

 

 

During sourcing planning, your 
Procurement Resource will ask if 
you anticipate services to recur 
past the initial term of the 
contract resulting from the 
sourcing effort 

If yes, a notification like this will 
be sent 270 days prior to the end 
date of the contract (including all 
renewal terms) as a reminder to 
submit a new sourcing request.  
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