
Customer Tutorial 



Important Changes 
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• Forms 
• We have eliminated several of the forms. There is only one print form 

and one mail form. 
• When completing the print form  the system will ask if you want to 

enter mailing information for the project. 
• The mail form has been redesigned.  

• Change Orders 
• Suppliers will now need to submit a “Change Order” for any charges 

outside of the original quote, if applicable. 
• Change Orders will need to be approved/disputed by an ePro Req 

User. 



Important Changes 
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• View Only Permissions 
• You can now allow others to view your projects by giving them 

permission. 
• They are not allowed to make any changes or supplier selections. This 

is for viewing purposes only. 

• Selection of suppliers 
• You will be able to select one, some, or all suppliers to include on your 

quote request. 
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• Audit compliance 
• To meet audit requirements the final approval will need to be made by 

an ePro Req User. 
• ePro Req Approver is identified as the person who can approve 

the payment of invoices or can place M-marketsite orders 
• If you are not an ePro Req User you will need to assign each project to 

the appropriate approver for your department. 
 

Important Changes 

• Changes to SOA reporting 
• These line items will no longer show up as SUB vouchers.  
• They will now show as PO vouchers with the supplier name. 



SOPP Login Page 
Log into the SOPP website at: 
https://mbiz.bf.umich.edu/procurementapp/printingsvcs/offset_login.cfm 
• Your old SOPP password will no longer be valid. You will now be 
required to use your Uniqname and Kerberos password in order to get 
to this page. 
•To begin “Click Here to Start.” 
 

5 

https://mbiz.bf.umich.edu/procurementapp/printingsvcs/offset_login.cfm


Main Menu 
This is the Main Menu. We will cover each link in more detail on the following slides. 
 
 

If you are not an ePro Req User, you 
will see this message when you log 
in.  

This means you will need to assign 
your project to an ePro Req User for 
final approval. 
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Quote a New Print Project/ Retrieve Saved Quotes 

Once you enter all of your contact information the system will remember you and you can easily 
populate your information from the drop down list on future orders. 

To create a new quote using  previous 
quote information, enter a previous 
quote number here and click the 
“Populate” button. 
 
To retrieve a saved quote, click the drop 
down menu and select a quote  number 
then click the “Retrieve” button. 

Every time you place an order, retrieve a 
saved quote, or populate a quote with 
previous information, you will be required 
to enter a ShortCode(s), select a Quote 
Due Date and a Job Due Date. 
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All of these fields 
require information. 

Quote a New Print Project/ Retrieve Saved Quotes 

It is very important to include as 
many details as possible in order to 
receive quality quotes from the 
suppliers without many questions. 
 
It is extremely beneficial to upload a 
PDF mock-up of your project if 
available (we will cover uploading 
files later). 
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The more details you can provide 
the better quality quotes you will 
receive. 

Quote a New Print Project/ Retrieve Saved Quotes 
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General rules for selecting 
suppliers: 
 
•Projects under $5,000- select one 
or more suppliers to bid. 
 
•Projects over $5,000 – require a 
minimum of 3 suppliers to bid. 

Quote a New Print Project/ Retrieve Saved Quotes 

You can submit your quote now or save it and 
add more data before submitting for quotes. 
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You can now select one, some, or all 
of the SOPP suppliers to quote on 
your project. 



Link to Mail Form 
This is the message you will receive after successfully submitting a print  project . Please note the 
assigned quote number provided. 
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After you have completed the print form for your 
project you can use this link to go to the mail form. 
The system will then link the two projects together 
for future reference. 



Quote a New Mail Project/ Retrieve Saved Quotes 

Once you enter all of your contact information the system will create a profile and you can easily 
populate your information from the drop down list on future projects. 
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Every time you place an order, retrieve a 
saved quote, or populate a quote with 
previous information, you will be required 
to enter a ShortCode(s), select a Quote 
Due Date and a Job Due Date. 



Quote a New Mail Project/ Retrieve Saved Quotes 

It is very important to 
include as many details as 
possible in order to receive 
quality quotes from the 
suppliers without many 
questions. 
 
It is extremely beneficial to 
upload a PDF mock-up of 
your project if available (we 
will cover uploading files 
later). 

All of these fields 
require information. 
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The more details you can provide the better quality quotes you will receive. 
 

Quote a New Mail Project/ Retrieve Saved Quotes 
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You can now select one, some, 
or all of the SOPP suppliers to 
quote on your project. 
 

Quote a New Mail Project/ Retrieve Saved Quotes 

You can submit your quote now or save it and 
add more data before submitting for quotes. 
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If this is part of a print 
project enter the print 
quote number here. 
 

General rules for selecting 
suppliers: 
 
•Projects under $5,000- select one 
or more suppliers to bid. 
 
•Projects over $5,000 – require a 
minimum of 3 suppliers to bid. 



Upload Print File 

When uploading artwork, enter in 
your quote number.  
 
Then select the “Browse” button 
and find your file. 
  
If uploading more than one PDF 
file, once you click the “Add 
Another PDF File” another 
“Browse” link will be added. 
  
Once all files are included, click the 
“Upload Now” button. 
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Upload Mailing Project Data 

When uploading addressing files, 
enter in your quote number. 
 
Then select the “Browse” button 
and find your file. 
  
If uploading more than one file, 
once you click on the “Add Another 
Addressing File” another “Browse” 
link will be added. 
  
Once all files are included, click the 
“Upload Now” button. 
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View Quotes and Select Supplier 

You can view a bid that has 
been returned by a Supplier by 
selecting the “View Bids” link 
under the Supplier Response. 
  
 

You can also view any 
messages that come in 
on a quote by looking at 
the “Message Board”. 

After all of the suppliers respond to your request or the due date has passed you will use this page to 
view all information provided. 
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View detailed pricing by 
component (next slide). 

View Quotes and Select Supplier 

To start the approval 
process, award the 
project by selecting 
the supplier. 

View  the suppliers 
quote document. 

19 



When viewing the detailed pricing sheet you can see the breakdown of the quote by component and 
quantity. 

View Details 
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Note: This page opens as a 
second window please close this 
window when finished reviewing. 



View Quote and Select Supplier - Final selection process 
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Confirm your selection. 

Your quote may need to be approved by an ePro Req User, 
Sponsored Funds, or a Procurement Agent (next slide). 

Notify the ePro Req User/Supplier 

After selecting the supplier you must : 

Select the quantity desired 
or submit a final request 
with a different quantity. 

Confirm specifications or enter new 
information. 

Enter a reason if not selecting the 
lowest bidder. 



Possible messages before final selection can be completed. 
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View Quote and Select Supplier - Final selection process 

Sponsored Funds approval required. 

Procurement Agent approval required. 



Cancel/Void Projects 

To cancel a project, enter your 
quote number and click the 
“Cancel Project” button and a 
notice will be sent to the 
selected suppliers. 
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Extend Deadline 

To extend a project 
deadline, enter your quote 
number and click the “View 
Current Deadline” button. 
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Enter a new “Quote Due 
Date” and click the “Submit” 
button. 



To see what the additional 
charges are, click the 
“Quote” link to view the 
suppliers document.  
 
 

Approve/Dispute Supplier Change Orders 

To dispute these 
charges, click the 
“Dispute” link. 

To approve these 
charges, click the 
“Approve” link.   

If a supplier has additional charges for your project, you will see a “Change Order” in this location.  



Change Order - Approval 

On this approval screen you will need to click the “Approve” button. 

Once approved you will see the following  message and a PO will be 
sent to the supplier for billing. 
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Change Order - Disputed 

If you do not agree with the charges the supplier has entered then you must enter a reason for the 
dispute in the dialog box and click the “Dispute” button. The supplier will be notified of your concerns 
about the proposed charges. They will have an opportunity to make changes and resubmit for approval. 

This is the message received after disputing the Change Order. 
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Set View Only Permissions for all of your Quotes 

To let someone see what projects 
you have, you can give them “View 
Only Permission” by entering their 
uniqname and selecting the 
“Submit” button. 
  
 
 
 
 

To remove someone from your listing, 
check the box across from their 
uniqname in the “Remove” column and 
then click “Submit”“Submit”. 
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View Quotes you have View Only Permissions 
With “View Only Permissions” you can view the quotes, but 
will not be able to make any supplier selections. 

You can view the bid(s) that have been returned by 
suppliers by clicking the “View Bids” link under the 
“Supplier Response” column. 
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You can view the messages 
posted by both the suppliers 
and the requestor. 



View Specific Quote History 
To see the history of a 
quote, enter the quote 
number and then click the  
“Load Quote” button. 

When clicking on the quote number you 
will see a PDF copy containing all the 
information entered for that particular 
quote. 

When hovering over the supplier name you will see 
their evaluation rating.   

When selecting the “View 
Detail” button you will see 
your pricing by components 
for your quote. 
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View Completed Projects/ Evaluate Supplier Performance 
This link will show you a list of all your past projects by selected date range. 

We encourage you to rate the supplier’s performance by selecting the 
quote you would like to evaluate and clicking the “Evaluate” button. 

31 



Supplier Evaluation Form / Supplier Performance Report 

To see all supplier’s performance ratings 
you can select the “View Supplier 
Performance” link on the main menu.   

To evaluate the supplier’s 
performance rate them and add 
comments, if applicable. 
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Message Board 

From the “Main Menu” enter a 
quote number in field and click the 
“View Msg Now” button. 

Enter message subject here. 

Enter body of message here. 
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Review previously posted messages 
and who posted them. 



Settings and Information 

•Contact Us/Support Services- this is a link to information on the 
Procurement staff responsible for maintaining the SOPP website. 
 

•How the Program Works – this is a link to a flow chart of the 
system. 
 
•SOPP Tutorial – this is a link to this tutorial. 
 
•FAQ (Frequently Asked Questions) – this is a link to several 
common questions with responses. 
 
•Log out of the SOPP website. 
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Contact Us/ 
Support Services 
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Support Services and Contact Information  
  
General assistance, consultation, and training:  
Please contact:  
  
Norma Glennie  
Contract Administrator  
734-647-6450  
nglennie@umich.edu 
  
Or  
  
Dave Gerstler  
Associate Procurement Agent  
734-936-8294  
furndoc@umich.edu 
  
Contract Administration and problem resolution:  
For general questions regarding the online quoting system, your financial statement, 
specific billing disputes that cannot be resolved online with your provider, contact:  
  
Norma Glennie  
Contract Administrator  
734-647-6450  
nglennie@umich.edu 
  
Technical Assistance  
For technical problems, system issues or suggestions contact:  
  
Jim Wu  
Applications Systems Analysis and Programming Manager  
734-647-0506  
jimwuum@umich.edu 
  
Procurement Assistance  
If you have special printing needs please contact the Print and Professional Services 
Procurement Team:  
  
procurement.pps@umich.edu 
  
Or  
  
Paul Labute  
Print and Professional Services Procurement Supervisor  
734-647-0732  
plabute@umich.edu 


	Slide Number 1
	Important Changes
	Important Changes
	Important Changes
	SOPP Login Page
	Main Menu
	Quote a New Print Project/ Retrieve Saved Quotes
	Quote a New Print Project/ Retrieve Saved Quotes
	Quote a New Print Project/ Retrieve Saved Quotes
	Quote a New Print Project/ Retrieve Saved Quotes
	Link to Mail Form
	Quote a New Mail Project/ Retrieve Saved Quotes
	Quote a New Mail Project/ Retrieve Saved Quotes
	Quote a New Mail Project/ Retrieve Saved Quotes
	Quote a New Mail Project/ Retrieve Saved Quotes
	Upload Print File
	Upload Mailing Project Data
	View Quotes and Select Supplier
	Slide Number 19
	View Details
	View Quote and Select Supplier - Final selection process
	View Quote and Select Supplier - Final selection process
	Cancel/Void Projects
	Extend Deadline
	Approve/Dispute Supplier Change Orders
	Change Order - Approval
	Change Order - Disputed
	Set View Only Permissions for all of your Quotes
	View Quotes you have View Only Permissions
	View Specific Quote History
	View Completed Projects/ Evaluate Supplier Performance
	Supplier Evaluation Form / Supplier Performance Report
	Message Board
	Settings and Information
	Slide Number 35

