
                       
 
 
 
 
PowerAdvocate Sourcing enables Suppliers to submit proposals in response to Buyers RFPs over a web-
based sourcing platform.  
 
Logging in to PowerAdvocate Sourcing 
 
Existing users do not need to re-register on PowerAdvocate Sourcing — simply log in to access the 
platform.  Please note that the Bid Event Coordinator must designate you as a participant for each bid event 
before it will appear on your Dashboard.  If you cannot access a particular bid, please notify the Bid Event 
Coordinator. 
 
> Go to https://www.poweradvocate.com and click the orange “LOGIN” button.  
>  Enter your user name and password and click “Login” (user names and passwords are case-sensitive). 
>  If you have forgotten your user name or password, click the “Forgot Username or Password?” link, enter your e-mail 

address, and click “Request Password”. 
> Your browser will take you to the PowerAdvocate Sourcing Dashboard. 
> Only computers running Windows and using Internet Explorer 6 or greater are supported. 
 
 
Bid Event Dashboard 
The Bid Event Dashboard lists all of your bids, segmented by “Open”, which are above the line, and all others 
(“Pending”, “Post Bid”, and “Complete”) which are below the line. 
 

 
 

> To view details of a specific bid, click on a numbered button. Your browser will take you to the appropriate page. 
> To return to the dashboard, click the PowerAdvocate logo in the upper left hand corner. 
 
 
 
Tab 1: Download RFP 
All bid documents, including commercial and technical specifications, and engineering drawings, are centrally stored 
on the platform. To view bid documents, click on Tab 1. “Download RFP” for the event. 
 

 
 

Sourcing Intelligence      Supplier Quick Start Guide 



 
>  Once the bid open time has passed, suppliers will be able to access the RFx Documents. 
>  To view or download a document, click the file name link. You may be prompted to open or save the file. 
>  To download multiple documents, select the box next to the file names. Click “Download Selected Files”, and a 

small window will appear that states: Click “Start” to begin the download process. A zip file will then be created 
with the selected files. Click “Start”, and you will be prompted to open or save the zip file. Click “Save” and then 
designate a location on your computer. 

>  The document download time will depend upon the file size and the speed of your internet connection. 
 
 
Tab 2: Upload Proposals 
To upload your proposal documents, click on Tab 2. 
 

 
 
>  To upload a document, specify a document type, description, and reference/revision numbers, if applicable.  

Click “Browse”, locate the document on your computer, and click “Open”. Click “Submit Document”. 
>  The document upload time will depend upon the file size and the speed of your internet connection. 
 
 
Tabs 3, 4 and 5: Commercial, Technical and Pricing Datasheets 
To view the Commercial, Technical or Pricing datasheets, click the “Commercial”, “Technical”, or “Pricing” tabs. 
 

 
 
>  Suppliers should enter & save data over the course of the Bid Open period. Once the Bid Close time passes, 

supplier data is automatically submitted…there is no “Submit” button.   
>  Once the bid closes, suppliers are normally unable to submit additional data within the datasheets. However, 

supplier may submit additional documents, which will be flagged with red text. 
>  Some events may not have certain tabs (they will be grayed out) if the Buyer did not create them. For example, 

there may not be a Technical tab (Tab 4) for certain events. 
>  To view a printer-friendly version of a datasheet, click on the printer icon, located in the upper right corner. 
> There may be multiple subtabs within a datasheet section, as shown above. 
 
 



Communication with Bid Event Coordinator 
 
Messaging 
To send a message to the Bid Event Coordinator (BEC), go to the ”Messaging” tab and click “Create New Message”. 
To read or reply to a message from the BEC, click the message subject.  
 

 
 
> New messages are sent to the BEC and copied to the Buyer and Supplier Teams. 
> BEC can reply to the message; replies are sent to the Buyer and Supplier Teams. 
> Suppliers can receive email notification of new PowerAdvocate messages. 
 
 
Additional Help 
For additional help, access the Help System by clicking the Help link in the Navigation Bar  

 

 
 
>   The user guide can be downloaded from the help system. 
>  Call PowerAdvocate support at 857-453-5800 or email support@poweradvocate.com 
> PowerAdvocate support is available from Mon-Fri, 8-8 Eastern Time. 
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