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Introduction 
The Local Entities Reference Manual will cover SIGMA navigation as well as the features and 

functionality that are available to Local Entity users. We will cover how to create: Solicitations (SO); 

Solicitation Responses (SR); Requests for Information (RFI); Requests for Quote (RFQ); Requests for 

Proposals (RFP); Evaluation (EV) documents; and Negotiation (BAFO) documents. Printing Solicitation 

forms is also covered at the end of this document.  
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1. Navigation 
In this lesson, users will learn how to access SIGMA Procurement and how to move through the system. 

This includes how to access SIGMA Procurement, view various procurement application pages that are 

available and how to access the Document Catalog. 

MILogin is ǘƘŜ {ǘŀǘŜ ƻŦ aƛŎƘƛƎŀƴΩǎ {ƛƴƎƭŜ {ƛƎƴ-on application and is used to authenticate users prior to 

accessing SIGMA Procurement.  

To access MILogin via the internet, open a Web browser and enter https://milogintp.michigan.gov in the 

address field. Users will enter a User Name and Password and once they are authenticated the SIGMA 

Home page will display. 

SIGMA Login 
Figure 1 shows the aL[ƻƎƛƴ IƻƳŜ ǇŀƎŜ ǿƛǘƘ ŀ ƭƛǎǘ ƻŦ ŀǇǇƭƛŎŀǘƛƻƴǎ ōŀǎŜŘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ǎŜŎǳǊƛǘȅ ŀŎŎŜǎǎΦ 

Figure 1: MILogin ς Home Page 

 

SIGMA Procurement Home Page 
To access the SIGMA Procurement application, select SIGMA Procurement in the Access your 

applications list. The SIGMA Procurement home page displays as shown in Figure 2. 

Figure 2: SIGMA Procurement ς Home Page 
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The SIGMA Procurement Home page is divided into three main parts: the Center Panel, the Primary 

Navigation Panel, and the Secondary Navigation Panel.   

Á The Center Panel is the large center area of the Home page.  When opening a document, inquiry 

or reference table, it displays the fields and data that pertain to the page currently being 

viewed.   

Á The Primary Navigation Panel in Figure 3 is displayed along the top right of the Home page and 

contains icons and links for Home, Accessibility, App Help, About, and the Logout. It is static and 

remains the same, regardless of the page currently being viewed.  

Á The Secondary Navigation Panel in Figure 2 above is displayed along the left side of the Home 

page. Select all of the expand/collapse  +   icons to expand all of the menu options in this panel. 

Each of these sections is described later in this document.  

 

Figure 3: Primary Navigation Panel 

 

 

 

Á The Home link returns users to the Home Page. 

Á The Accessibility link displays the online help system in a format that is compliant with Section 

508 of the Rehabilitation Act Amendments as well as World Wide Web Consortium (w3c) 

guidelines making Web content accessible to people with disabilities. 

Á The App Help link displays the online Help system shown in Figure 4. The information provided 

in the online Help system is default information from the application and does not override SOM 

policies. 
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Figure 4: App Help 

 

The App Help icon on the Primary Navigation Panel displays the online support documentation for 

SIGMA in a new window.  

The Online Help window has its own navigation panel on the left, which includes a Table of Contents and 

a Search feature shown in Figure 5. When a topic is selected from the Table of Contents, the help page 

will display in the Main Content Pane. Some help pages contain links to other related articles for 

reference. 

Figure 5: Online Help ς Navigation panel TOC 

 

Select the Contents button, and then the Welcome link, to display a list of help topics. The help contents 

include: 

Á About this Help 

Á Getting Started  

Á Documents 

Á Table/Page 

Á Procurement 
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Á User Guide Downloads 

Selecting a book topic area as pictured in Figure 6 expands and displays a list of subtopics below the 

topic header. The subtopic information displays in the Main Content Pane.  In each topic area, the 

following information may be included: 

Á Business Area Overview 

Á Common Terminology 

Á Document Information 

Á Common Business Tasks 

Figure 6: Online Help ς Book Topic 

 

 

When the Search button is selected, top left of the screen, a search box displays in the left column 

shown in Error! Reference source not found.. Entering a Search term generates a list of the word(s) and 

heir location, in Online Help. Search options allow users to: 

Á Highlight the search criteria in the search results to easily identify the location of the word(s) 

in the text 

Á Specify how many search results display in the left hand column. 

Selecting the result in the left column displays the corresponding page on the right Main Content Pane.  

If a search term is entered in the search window at the top right of the screen and then Go button is 

selected, the results of the search are displayed in the left column, as in the previous method described. 

Selecting the result will also display the corresponding page on the right Main Content Pane. 

 

Figure 7: Online Help - Search 
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Á The About link displays the version information of the software. 

Á The Logout icon logs the user out of the SIGMA Procurement system and securely closes the 

application. Always use this button to end the session. 

Note: There will be some features that will not be available to Local Entities. 

On the Secondary Navigation panel, select the Search link pictured in Figure 8 to expand the 
available functions. 

Figure 8: Secondary Navigation Panel ς Search Link 

 

The Search menu provides access to the Document Catalog search function. After selecting Document 

Catalog this function contains fields users can enter criteria to aid in filtering the results. These search 
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fields are optional during a search, but each field populated narrows the search results. Entering an 

exact value for a User ID, date, Document Code, etc. in a field limits the search results. 

Search Variables such as wildcards and range characters, can be used when entering search criteria to 

help in locating the desired information. Commas are used to provide multiple search criteria. For 

example: Construction, Builders; entered in the Vendor field, will search for both construction and 

builders. The asterisk is a Wildcard symbol that represents one or many characters when completing a 

search in SIGMA Financial. For data that contains commas, enclose the search criteria with asterisks. For 

example, enter *Construction, Inc.*  in the Vendor field. 

Wildcard and Range Characters can be used to narrow search results. Table 1 lists all of the Wildcard 

and Range Characters. 

Table 1: Wildcard and Range Characters 

Operand  Usage Example  

Asterisk (*) Searches data containing a text 
string  
 

If 01* is entered, returns all records that begin 
with 01. 
If *01* is entered, returns all records that 
contain 01 anywhere in the field. 
If *01 is entered, returns all records that end 
in 01. 
A search consisting of a lone asterisk and no 
other alphanumeric characters retrieves every 
record from the database.  
Due to the volume of data that could be 
returned with this feature, using a lone 
asterisk is not advised. 

Colon ( : ) Indicates a date range in search 
criteria related to date fields 

Enter 7/1/ 2016: 7/15/2016 in the Create Date 
field in the Document Catalog to view all 
documents created on or after 7/1/2016 and 
on or before 7/15/2016. 

Greater than > Indicates greater than a numeric 
value or date, respectively 

Enter >7/14/2016 in the Create Date field in 
the Document Catalog to view all documents 
created after 7/14/2016. 

Greater than or 
Equal to >= 

Indicates greater than or equal 
to a numeric value or date, 
respectively 

Enter >=7/14/2016 in the Create Date field in 
the Document Catalog to view all documents 
created on or after 7/14/2016. 

Less than < Indicates less than a numeric 
value or date, respectively 

Enter <12/31/2016 in the Create Date field in 
the Document Catalog to view all documents 
created before 12/31/2016. 

Less than or 
Equal to <= 

Indicates less than or equal to a 
numeric value or date, 
respectively 

Enter <=12/31/2016 in the Create Date field in 
the Document Catalog to view all documents 
created before or on 12/31/2016. 
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Select the Document Catalog link from the Secondary Navigation Panel shown in Figure 9.  

Figure 9: Secondary Navigation Panel ς Document Catalog 

 

When selecting Document Catalog, subsections and field options appear in the Center Panel that allows 

users to search for and create new documents. Search criteria in documents can be entered in the 

Document Catalog from three main sub-sections:  

 

Á Document Identifier - specific Document Code, Dept, Unit or ID  

Á User Information - Create User ID, or Create Date 

Á Document State - Function, Phase, or Status of the document 

To view the search criteria fields in the subsections that are collapsed (for example User Information), 

Select the subsection Expand/Collapse icons next to the subsection titles, or Select the Expand All or 

Collapse All icons pictured in Figure 10.   

 

Figure 10: Document Catalog ς Collapse/Expand All Features 
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After entering search criteria, select Browse as shown in Figure 11 to display the results in the grid at the 

bottom of the page. 

Figure 11: Document Catalog - Browse 

 

Users can create a new document from the Document Catalog by Selecting the Create link at the top of 
the page. Enter information in the following areas: 

Á Document Identifier - Enter the specific document Code, Dept, Unit, and ID (not required if 
using Auto Numbering)  

Á Other Options - Select the checkbox for Auto Numbering (if the document allows SIGMA to 
assign the document ID number) or Create Template (if the document is a template for future 
documents)  

After the document information is entered, select the Create link to open the new document in Draft 
phase. 

Navigation Features 
SIGMA Procurement pages display in the Main Content pane. These pages contain various options, 

buttons, fields, and links used to interact with the system. Understanding these features assist in 

performing tasks efficiently and accurately. Table 2 lists commonly used navigation features.  

Table 2: Navigation Features Tools 

Navigation Feature Description 

Action Menu  A menu of available actions that can be performed on 
that page.  

Auto Complete Automatically predicts the remaining characters in a word 
or phrase based on what has been entered. 

Calendar Tool  
 

Select dates or date ranges from an interactive calendar. 

Check Box  Indicate whether the condition is on (Selected) or off 
(Deselected).  

Close Window Located at the top right corner of a window and closes 
the window when selected. 
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Navigation Feature Description 

Document Menu  A menu of available commands that can be performed on 
the document or using the document. 

Dropdown List  
 

A list of items available for selection.  

Expand All/Collapse All  Selecting the downward arrow expands all collapsed 
sections on the Page. Selecting the sideways arrow 
collapses all expanded sections on the Page. 

Maximize and Restore Toggle   Located at the top right corner of a window. Selecting the 
Maximize button expands the window to fill the screen. 
The button toggles to the Restore Down button. When 
selecting the Restore Down button, the window returns 
to its original size. 

Minimize  Located at the top right corner of a window. Closes the 
window and an icon is placed in the Task Bar on the 
Desktop. To re-open the minimized window, select the 
icon in the Task Bar. 

Navigation Links/Buttons 
 

 

Used to view additional lines when the maximum number 
of lines exceeds more than one page. When the links are 
underlined or the buttons are enabled. Use these 
navigation links to page through the additional records. 

Pick List  
Displays a page to provide a pick list of items to search 
and select. 

Quick Switch  Located in the summary bar of documents with more 
than one commodity line. When selected, the Quick 
Select Row page displays, allowing the user to select 
another row in the document. 

 

Right-Select Commands 
 
Whether users are in documents or tables, there are additional features and functionality available by 
right Selecting the mouse. A dropdown list displays with the commands below: 
 
Á Field Level Help  
Á Show Description 
Á Page Help 
Á Print Page 
Á Multi Sort 
Á Add to Favorites ς this option is not available in this application 

Field Level Help 
Field Level Help in Figure 12 provides information about the field. Position the cursor directly over the 

field and right click (select) with the mouse. Select Field Level Help from the menu; the field definition 

displays in a new pop-up window. To close the field help, select the  icon. 
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Figure 12: Field Level Help 

 

Page Help 
Page Help describes the SIGMA page. Position the cursor anywhere on the page and right-click (select). 

Select Page Help from the menu, the page description displays in a new pop-up window. To close the 

page help, select the close icon in the top corner of the pop-up window. 

Print Page 
Print Page displays a Print window to select a printer. The entire page prints, rather than what is 

currently visible on the screen.  

Multi Sort 
Multi Sort performs a sort on multiple columns. Multi Sort sorts all underlined column headings in the 

grid by the selected column. Selecting the same column header more than once, changes the sort mode 

between Ascending and Descending. Multi Sort functionality is only available when more than one 

column heading is underlined. See the sample Multi Sort in Figure 13.  

To sort the table by multiple column headings follow these steps: 

1. Right-click (Select) the page. A menu displays.  
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2. Select Multi Sort from the menu. The Multiple Column Sort window displays. 

3. Select up to three sorting criteria from the dropdown lists.  

4. Select Ascending or Descending order for each column. 

5. Select Sort. 

Figure 13: Multi Sort 

 

2. Document Errors 

Selecting Validate or Submit performs a series of edit checks on the document.  If it encounters any 
errors, it displays a brief error message at the top of the page. If SIGMA finds more than one error, the 
first error message is displayed along with the total number of errors as shown in Figure 14. For 
ŜȄŀƳǇƭŜΣ ŀ άм ƻŦ фέ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ǘƘŜǊŜ ŀǊŜ ŀ ǘƻǘŀƭ ƻŦ nine error messages and the first one is displayed. 
Select View All to view all of the error messages. 

Figure 14: Error Message 

 

Error messages with the following severity levels and meanings can be raised during document 
processing: 

Á Informational - Informational messages, as the name suggests, are for informational purposes 
only and do not affect the determination of whether a document will be accepted to the next 
phase.  All informational messages that occur during document processing are accumulated so 
the user can see all of the informational messages for that document version at one time. 

Á Warning - When warning messages are encountered, they are compared with the warning 
message from a previous validate or submit action.  If there are any new warnings since the last 
time, the user is given the chance to review these warnings before the document is accepted to 
the next phase.  The next time the document is submitted, the document is accepted to the next 
phase if there are no new warnings. All warning messages that occur during document 
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processing are accumulated so the user can see all of the warning messages for that document 
version at one time. 

Á Error ς When error messages are encountered, the document is rejected and any updates or 
changes made outside of the document are not committed to the database. All error messages 
that occur during document processing are accumulated so the user can see all of the error 
messages for that document version at one time.  In addition, the phase of the document 
remains at the Draft phase until the user fixes the document and validates or submits the 
document again. 

Á Severe - When severe messages are encountered during the processing of a document, the 
processing is terminated immediately at that point and control is returned back to the user. All 
updates or changes made to the document and made outside of the document are not 
committed to the database.  Only the messages that occurred before the severe message and 
the severe message itself are displayed to the user for review. 
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3. Application Pages  

The Application Pages described in this section are available to Local Entity users from the Secondary 

Navigation Panel in a read only mode. Based on the security roles assigned to Local Entities, edits or 

changes to the content shown in these pages will not be allowed. These are provided to help users 

better understand the content within these pages as they create the procurement documents explained 

in this Reference Manual.  

Commodity  
The Commodity page, Figure 15, shows the current defined commodity codes. Commodity codes 

categorize, identify, and track purchases and consumption information.  

The Commodity table includes Class, Item, Group and Detail fields that leverage the NIGP (National 

Institute of Government Procurement) structure. The State of Michigan has structured most commodity 

codes in SIGMA to be within 3-5 digits, except in cases for inventory or custom codes, which can be 7 

digits long.  In addition, the State of Michigan has created some custom codes that are not part of the 

NIGP structure. 

Figure 15: Application Pages ς Commodity 

 
 

Vendor/Customer 
The Vendor/Customer table, Figure 16, displays the primary information about a Vendor/Customer like 

Legal Name, Vendor/Customer number, address, etc.  The Active Status is also shown in this table and is 

important because the Active Status of a Vendor/Customer record controls the use of that 

Vendor/Customer on solicitations.  Vendor/Customer sensitive data will be not visible to Local Entities. 
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Figure 16: Application Pages ς Vendor/Customer 

 

 

 

Procurement Location 
Procurement Location is listed but users will not have access to this page and will receive an error 

message when selecting it from the panel. 

Solicitation Response 
The Solicitation Response Summary page, shown in Figure 17, displays a current general summary of the 

Solicitation Response (SR) documents submitted for a given Solicitation (SO), even while the Solicitation 

is still open.  This allows a Buyer or other authorized Procurement users to get an up-to-date summary 

of the overall SR and bidding activity for an open Solicitation.   

The Solicitation Response Summary displays the number of Solicitation Responses received to date for a 
Solicitation and is broken down by: Total Responses, Bids, Partial Bids, and No Bids. Search this page by 
SO Document Code, SO Document Department, SO Document ID and Procurement Folder ID. 




























































































