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1. Overview 
TabSource is a web-based bid management tool from AssetPoint, makers of TabWare. TabSource will 
streamline bid package creation, supplier notifications, supplier bid submittals, bid evaluations and 
awards. 

This guide will walk you thru the registration and bid submittal process.  It will also highlight the user 
administration section. 

2. Registration Process 
To complete the registration process, you will need the email address and password provided to you via 
fax.  If you did not receive the fax with this information, please contact TabSource Support at 
tabsource@assetpoint.com. 

Complete the following steps to finalize your TabSource registration. 

1. Login to the TabSource portal using the temporary email address and temporary password 
provided. 

TabSource URL:  https://tabsource.tabwareonline.com/amusa/ 

 

2. Click Account Management 

 

3. Review and Accept the End User License Agreement 

https://tabsource.tabwareonline.com/amusa/
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4. After accepting the EULA you will be prompted to complete your TabSource subscription.  A 
payment of $60 must be submitted to complete your TabSource registration. 

 

a. Click close on the TabSource message box.  This will take you to the payment tab 
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b. Click Change Payment Info to enter your billing address.   

Note: Your billing address must match the billing address for your credit card. 

 

c. Click Save and Continue 

d. Payment information will be displayed on the screen.  Click Make Payment. 

                                                                                                                                                                                                                                                  

 

e. Enter your Visa, MasterCard or American Express information.   

 

f. Click Submit Order to process your payment and update your TabSource subscription. 
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g. Click Print Receipt to print a copy of the receipt for your records. 

h. Click Close to exit out of the payment screen. 

5. The next step will be to update your password.  Click Close on the TabSource message box. 

 

a. The change password page will appear.   

b. Enter your temporary password and a new password. Save your changes. 

Note: Passwords must be between 8 and 15 characters and cannot contain the word 
“tabware”. 

 

6. In addition to changing your temporary password, you must also enter a permanent email 
address that will be used for receiving RFQ bid notifications. 

 

a. Click close on the TabSource message box. 

b. The User Maintenance screen will appear.  Update the following User information: 

o First Name 

o Last Name 



 

Last Revised: January 23, 2014                                                                    Page 8 of 25 

o Phone Number 

c. Select the Change Email Address and Login ID check box.  

 

 

d. Click OK on the following message: 

 

e. Enter an email address that will receive RFQ bid email notifications.  The entered email 
address will now become your TabSource Login ID. Save your changes. 

Note:  It is recommended that at least 2 accounts be created. This will ensure that 
someone at your company receives an email for bids in the event another person is 
out of the office. 

f. Update the following checkboxes appropriately:  

a. Access To:    

i. RFQ – Selected, the user will have access to issued RFQs. 

ii. PO – Selected, the user will have access to newly issued POs. 

b. Notification For: 

i. RFQ – Selected, the user will receive RFQ bid notifications via email. 

ii. PO – Selected, the user will receive PO notifications via email. 

c. Security: 
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i.  Enabled – Selected, the user will be enabled and allowed to login to the 
system. 

ii. Admin – Selected, the user will have Admin rights.  This allows the user to 
create new users and update the profiles of existing users.  Users that do not 
have Admin access will only be allowed to update their notification access. 

g. Click Save Changes. 

 

Now that you have registered with your new email address, you should have received an email confirming 
your new email address.   The email will look similar to this: 

 

It is very important to click on the verify link at the bottom of the email. Clicking on 

the link will ensure that you will receive RFQ bid and PO notifications at the correct email address.  It will 
also ensure that you receive important TabSource information pertaining to TabSource updates and 
outages. 

You are now ready to begin processing RFQ bids and POs thru TabSource. 

 

3. Minimum System Requirements  
 
Minimum browser versions supported by TabSource: 
 

 Chrome version 7  

 FireFox version 3.5  

 Internet Explorer version 8  

 Safari version 5 
 
Minimum screen resolution is 1024 x 768. 
 
Using a browser version or screen resolution that is less than the minimum requirements could produce 
unexpected results. 

4. Bid Submittal Process 
A Request for Bid will be sent to a supplier via email, when a Request for Quote is submitted for bidding.   

1. Click on the TabSource link shown in the email below to access the RFQ. 
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2. Login with your email address and password.  
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3. Enter your bid information: 

 

 Note: header information is saved as you navigate from field to field. 

 

4. Select a line to view the line details: 
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5. Enter your line level bid information: 

Note:    Line level information must be saved by clicking one of the save icons:  

,  or .   

 Any information relating to substitutions or manufacturer changes please 
note in the comments field.  

 

A confirmation message will appear at the top of the screen confirming the line was saved: 

            

 

 

 

RFQ lines may also contain documents that are important to your bid.   

6. Click on the documents icon  to view documents linked by the Buyer. 
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The Download Buyer Docs tab shows documents that the Buyers have linked that you can download to 
your system and view or print.  The Upload Supplier Docs tab is to allow, you the supplier, to upload 
documents to be transferred to the Buyer. 

Note:  An uploaded file cannot be deleted or overwritten once it’s been transferred from TabSource to the 
Buyer’s network.  If a newer copy of the file needs to be uploaded, the file must be renamed and sent 
again. 

Once your line information is saved and you’ve viewed your documents, you are ready to submit your Bid. 

7. Click the Validate Bid icon . 

 

 

There are 3 types of messages that may appear at the top of the screen. Each message will point out 
which field or line is causing the message to appear.  The number beside each message type indicates 
the number of messages that you have for that message type. 
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1. Error messages  indicate an error condition that will prevent your bid from being 
submitted. You must correct an error before you will be allowed to submit your bid. 

2. Warning messages  indicate that there is a condition that you may wish to correct, 
but you will not be required to do so to submit the bid. 

3. Info (informational) messages  simply provide more information about a certain 
condition that you may find helpful to know. 

Bids can be submitted if there are warnings or info messages, but all errors must be cleared before 
submitting a bid. 

 

4. Once all errors are cleared, click Submit Bid: 
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You will receive a confirmation that your bid was successfully entered: 

   

 

 

5. RFQ Late Notifications 
A supplier will receive an email notice when a RFQ bid is about to expire and a bid has not been 
submitted by the supplier.  Only users with the Notifications For: RFQ option selected will receive 
emails. 
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6. Downloading POs 
Users setup to receive PO notifications will receive a notification via email when a Purchase Order has 
been issued to their company. 
 

1. Click on the TabSource link shown in the email below to access the RFQ. 

 

 
 

2. Login with your email address and password.  

 

3. If you are a user with access to both RFQs and POs, then select the Purchase Order option from 
the menu: 

 
 

4. If you only have access to POs you will be taken directly to the PO Home screen: 
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5. The PO home screen will list all POs available for download.  POs that have not been 
downloaded will be listed first with a status of Un-Retrieved.  Next a list of POs that have been 
downloaded will be listed with a status of Downloaded. 

 

To download a PO: 

6. Click on the PO that you would like to download. 

7. Depending on your browser, you will have the option to Open or Save your PO. 

 

 

8. Selecting the Open option will open the pdf version of the PO. 
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a. Once opened you can print  the pdf if you wish. 

b. You can also Save the pdf or Attach the pdf to an email to send a manager. 

 

9.  Instead of selecting the Open option when downloading the PO, you can also select Save. 
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a. Selecting Save will save the pdf file to your browsers default Downloads folder. 

b. Selecting Save as will give you the option to pick where you would like to save the PO. 

c. Selecting Save and open will save the pdf file to your browsers default Downloads folder 
and then open the pdf file.  

7. PO Late Notifications 
A supplier will receive an email notice the day after a PO has been issued.   The notice is just a reminder 
that you have a PO in the system that has not been downloaded.  Only users with the Notifications For: 
PO option selected will receive emails. 

 

 

8. User Administration 
As an Administrator, you will have the ability to   

 add new users 

 turn on RFQ bid notifications for each user 

 disable users 

 unlock a user account 

 and reset passwords. 

 

To access the user administration section, click on the Account link, located at the bottom of your screen. 
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8.1 Adding User 

2. From the Account section, click on the User Management tab: 
 

 
 
3. Click the New User button.   The New User form will open. 
 

 
4. Populate the First Name, Last Name, and Phone Number the user’s information. 
5. Update the Receiving RFQs/POs from: with all the locations the user wishes to receive 

RFQs and/or POs. 
6. Enter the email address in the Login ID/Email field.  Confirm the email by re-entering the 

email in the Confirm Login ID/Email field. 
7. Update the following checkboxes appropriately:  

a. Access To:    
i. RFQ – Selected, the user will have access to issued RFQs. 
ii. PO – Selected, the user will have access to newly issued POs. 

b. Notification For: 
i. RFQ – Selected, the user will receive RFQ bid notifications via email. 
ii. PO – Selected, the user will receive PO notifications via email. 

c. Security: 
i.  Enabled – Selected, the user will be enabled and allowed to login to the 

system. 



 

Last Revised: January 23, 2014                                                                    Page 21 of 25 

ii. Admin – Selected, the user will have Admin rights.  This allows the user to 
create new users and update the profiles of existing users.  Users that do not 
have Admin access will only be allowed to update their notification access. 

 
NOTE: At least one person, at each assigned plant, must be assigned to receive 
notifications. 
 
8. Save your Changes. 

   
 

 
 

8.2 RFQ and PO Notifications 

A user has the option of receiving RFQ Bid notifications via email.  From the User Management tab 

clicking on the notification icon will enable notifications .   Clicking on the icon again will disable the 

notifications .   The same is true for PO notifications. 
 

8.3 Disable Users 

Users can be disabled to prevent access to the TabSource portal.  From the User Management tab 

clicking on the disable icon will disable a user .  Clicking the icon again will enable the user  . 
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8.4 Unlock Accounts 

A user’s account will become locked if the password is incorrectly entered more than 5 consecutive times.  

A pad lock will appear on the account showing that the account is locked. 

 
 

Clicking on the pad lock  will unlock a user’s account.   

8.5 Reset Passwords 

Users have the ability to reset their own password by clicking on the Forgot Password link on the login 
page.   

 
 
To reset your password 

1. Enter your email address 
2. Click the Forgot your password link.  A message will display confirming your password reset 

request: 

 
 
3.  An email will be sent to your email address with a link to reset your password.  

 
 
4. Click on the link to generate a new temporary password. 
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5. The new temporary password for this password reset is tabware94.  Click the Login to 

TabSource link to be taken to the login screen. 
6. Login with your email address and temporary password. 
7. Once you login, you will be prompted to create a permanent password. 

 
As an Admin, you may also reset a user’s password.   To send a reset password email to a user, view the 
user’s profile record.   Click the Reset password for xxxxx link.  This will generate an email and a 
temporary password for the user. 
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9. Additional Help 
 

For additional help with using TabSource (for example, on submitting bids, declining bids and declining 

bid lines) please visit the Help section .  Training videos and FAQs (Frequently Asked 
Questions) are available here. 

 

The training video can also be viewed by access this link:  

https://tabsource.tabwareonline.com/AMUSA/Help/TrainingVideo/TabSourceTheatre.html 

  

https://tabsource.tabwareonline.com/AMUSA/Help/TrainingVideo/TabSourceTheatre.html
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10. Revision History 
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