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Icertis Structure Overview-Terminology

• Procurement Event : The overall Vizient category

• Procurement Round : This represents one phase of the Vizient Bid – ie) RFI Round; RFP Round 
etc.

• Procurement Response : This is where a Supplier provides responses to the questionnaire and 
uploads Supplier documents
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General Information

***Check your SPAM***
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Notices generated by Icertis will come from this address:

icm.service@icertis.com
Work with your IT Department to mark this address SAFE, if messages from Icertis 
go here.
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General Information-Clear Cache

To keep performance optimal in the Icertis eSourcing tool clear your browser cache 
before beginning.

1. Open Chrome

2. Click the 3 vertical dots on top right of screen

3. Click settings

4. Click Clear browsing data - under Privacy and Security

5. Check Cached images and files

6. Click Clear Data
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Logging into Icertis

Use Google Chrome Browser

https://vizient.icertis.com
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Logging into Icertis

Icertis Supplier Training  │  September 2026  │  Confidential, do not share or distribute



© Vizient Inc, 2026. All rights reserved. This document is confidential, proprietary, and/or a trade secret. The right to use this document is granted to the recipient for internal purposes only and not for further use or distribution.8

Logging into Icertis
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Change Time Zone
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Change Time Zone
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Change Time zone
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Accessing Procurement
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Accessing Procurement

Icertis Supplier Training  │  September 2026  │  Confidential, do not share or distribute



© Vizient Inc, 2026. All rights reserved. This document is confidential, proprietary, and/or a trade secret. The right to use this document is granted to the recipient for internal purposes only and not for further use or distribution.14

How To Individual Download Attachments
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How To Download Individual Attachments
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How To Download Attachments in Zip File
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How To Download Attachments in Zip File
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How To Navigate To Responses
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How To Navigate To Responses
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How To Download Questionnaire
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How To Download Questionnaire
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How To Complete Questionnaire
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How To Upload Completed Questionnaire
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How To Upload Completed Questionnaire
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How To Upload Supplier Documents
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How To Upload Supplier Documents
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How To Submit Response
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How To Submit Response
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How To Return To ‘Draft Status’ After Submitting
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How To Return To ‘Draft Status’ After Submitting
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How to Send A Message To Vizient (Collaboration)
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How to Send A Message To Vizient
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vizient

Contact suppliertraining@vizientinc.com for more 
information.
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