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Withdrawing/Cancelling Event 
Jaggaer Sourcing Director for the University System of Georgia 

 

Purpose: Demonstrate Jaggaer Sourcing Event Cancellation Steps 

 
Jaggaer Sourcing Director and GPR application URL: 

Jaggaer Sourcing Director – Buyer Portal SIGN IN (sciquest.com) 
Jaggaer Sourcing Director – Public Portal https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=Georgia  
GPR – Public Portal Georgia Procurement Registry (state.ga.us) 

 

Prerequisite: 

RFx Cancel Event or Administrative 
Errors Documentations 

SPD-SPR014 RFx Cancellation Notice 

Know your RFx Event Number  
 

Note: GPR Public Portal will have Jaggaer Supplier Portal bid specific custom link to review your bid related documents 
on Jaggaer Supplier Portal. 

 

 

https://solutions.sciquest.com/apps/Router/Login?OrgName=Georgia
https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=Georgia
https://ssl.doas.state.ga.us/gpr/
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1. Withdrawing an Open Event 
 

1. Purpose: To withdraw a 
Jaggaer sourcing event 
in ‘Open’ status and has 
no bid or with bid 
response from the 
supplier, go to Jaggaer 
Sourcing Director and 
find the Sourcing Event 
ID. 
 
(Note: Make sure that 
event does, in fact, 
show in an ‘Open’ 
status on GPR Public 
Portal.) 

 

Jaggaer Sourcing Director – Buyer Portal 
 

 
 
GPR – Public Portal 
 

 
 

2. Click on the Event ID to 
get to the event details 
screen. Then click on 
Workflow Actions  
Withdraw Event. 

Jaggaer Sourcing Director – Buyer Portal 
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3. You will see a 
confirmation screen. 
Click ‘Yes’ to proceed 
with withdrawal. 

Jaggaer Sourcing Director – Buyer Portal 
 

 
 

4. The confirmation will 
pop up on the top of 
the screen in the green 
text box 
showing Success, 
and Event Status will 
change to Withdrawn.   

Jaggaer Sourcing Director – Buyer Portal 
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5. The event should show 
in Cancelled status in 
both Jaggaer Supplier 
Portal and GPR Public 
Portal.  

Jaggaer Sourcing Director – Buyer Portal 
 

 
 
Jaggaer Sourcing Director – Supplier Portal 
 

 
 
GPR – Public Portal 
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6. Once Withdrawn, 
upload cancellation 
notice in Jaggaer Buyer 
Portal by going to Tools 
Award Notifications 
 Add Attachment 
under Public Site Award 
Attachments section.  
 
Make sure to click on 
the dropdown for the 
cancellation notice 
upload and click 
‘Publish’ to publish 
cancellation notice on 
Jaggaer Supplier Portal.  

Jaggaer Sourcing Director – Buyer Portal 
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7. Make sure that the 
cancellation notice is 
visible on Jaggaer 
Supplier Portal. 

Jaggaer Sourcing Director – Supplier Portal 
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2. Withdrawing event that is ‘Under Evaluation’ 
 

1. Purpose - To 
withdraw a sourcing 
event that is in ‘Under 
Evaluation’ status and 
has either no bid 
response or bid 
response received 
from supplier, go to 
Jaggaer Sourcing 
Director Buyer Portal, 
and find your Event 
Number. 
 
(Make sure that event 
does in fact show in 
an ‘Under Evaluation’ 
status on GPR Public 
Portal and shows 
‘Closed’ in Jaggaer 
Supplier Portal) 

Jaggaer Sourcing Director – Buyer Portal 
 

 
 

 
 
GPR Public Portal 

 
 

 
 

 
Jaggaer Sourcing Director – Supplier Portal 
 

 
 



8 | P a g e   0 9 / 1 3 / 2 1  
 

 
 

2. Before cancelling 
event, upload 
cancellation notice in 
Jaggaer Sourcing 
Director by going to 
Tools Award 
Notifications  Add 
Attachment under 
Public Site Award 
Attachments section.  
 
Make sure to click on 
the dropdown for the 
cancellation notice 
and click ‘Publish’ to 
publish cancellation 
notice on Jaggaer 
Supplier Portal. 

Jaggaer Sourcing Director – Buyer Portal 
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3. Make sure that the 
cancellation notice is 
visible on Jaggaer 
Supplier Portal. 

Jaggaer Sourcing Director – Supplier Portal 
 

 
 

4. Click ‘Back to Results’ 
and click on Manage 
Events  Manage 
Events 

Jaggaer Sourcing Director – Buyer Portal 
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5. Click on Workflow 
Actions  Close 
Without Awarding 

Jaggaer Sourcing Director – Buyer Portal 
 

 
 

6. Enter a reason for 
closing sourcing event 
without awarding it 

Jaggaer Sourcing Director – Buyer Portal 
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and Click on Close 
Without Awarding. 

 
 

7. The event will show 
confirmation on top of 
the page, and the 
Event Status will 
change to completed. 

Jaggaer Sourcing Director – Buyer Portal 
 

 
 

 
Jaggaer Sourcing Director – Supplier Portal 
 
 
 

8. The event should 
show in Cancelled 
status in both Jaggaer 
Supplier Portal, and 
GPR Public Portal. 

Jaggaer Sourcing Director - Supplier Portal 
 

 
 
GPR Public Portal 
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(Note: In case of an RFI, the status of the event will change to ‘Completed’) 
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3. Withdraw/Cancel Awarded Event. 
 

NOTE: Currently, there is no way to change the status of event from ‘Awarded’ to ‘Cancelled’. However, please follow 
below steps to add the cancellation notice and documents to an event when awarded supplier backs out. 

1. To Withdraw/Cancel a 
Jaggaer Sourcing Event 
that has already been 
awarded due to supplier 
backout, go to Jaggaer 
Buyer Portal, and find your 
Awarded Event number. 

 
(Make sure that event 
does in fact show in an 
‘Awarded’ status on both 
GPR Public Portal and 
Jaggaer Supplier Portal) 

Jaggaer Sourcing Director – Buyer Portal 
 

 
 
GPR Public Portal  

 

Jaggaer Supplier Portal: 

 
2. Upload Cancellation 
Notice in Jaggaer Buyer 
Portal by going to Tools 
Award Notifications  
Add Attachment under 
Public Site Award 
Attachments section.  
 
Make sure to click on the 
dropdown for the 
cancellation notice and 
click ‘Publish’ to publish 
cancellation notice on 
Jaggaer Supplier Portal. 
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3. Make sure that the 
Cancellation Notice is 
visible on the Jaggaer 
Supplier Portal. 
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