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Answering questions 

SourceDogg provides various types of questions that could be included in Requests.  

There is an icon next to every single question indicating the status of the information inputted. 

Blue question mark indicates that the question has not yet been answered, no 

information has been inputted. 

Red question mark indicates that the question is ‘mandatory’ and Response can only be 

submitted once this question is answered. 

Green tick indicates that information inputted by you has been saved. Information can 

be edited at any time until your Response is submitted.  

 

Question Types 

 

1.1 Contact Details 

The ‘Contact’ question aims to provide the Buyer Organisation with the most accurate contact 

details for their suppliers for communication purposes. The following details can be asked: 

Name, Role, Phone number, Mobile number, Fax number, Email address, Address. 

The red asterisk next to the name of the field indicates a ‘mandatory field’ which needs to be filled 

out so the Response can be submitted. 

 



 

4 
 

User Guide 

w
w

w
.s

o
u

rc
ed

o
gg

.c
o

m
 

May 2020                                                   Copyright SourceDogg 

 

There are two ways to input information into the ‘Contact question’. 

1. Select from the available Users registered in your SourceDogg account – Once you click on a 

field ‘Contact Name’, the dropdown menu will appear containing all Users within your 

SourceDogg account. Once one of the Users is selected, information from their ‘Personal 

Profile’ is populated into the corresponding fields within the question. The blue/red 

question mark turning into green tick indicates that the information has been saved. This 

can be changed at any time until your Response is submitted.  

 

2. Type in details of a contact person who is not registered on SourceDogg. Once this is done 

the blue/red question mark turns into green tick indicating the information has been saved. 

You can change the details at any time, until your Response is submitted. 
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1.2 Radio Button 

The ‘Radio button’ question provides multiple answer choices from which you can select only one 
answer.  

Once the option is selected, the black dot appears in the radio button of the selected answer and the 

blue/red question mark turns into a green tick indicating that information has been saved. You can 

change selection at any time until your Response is submitted. 

You may sometimes be asked a connected follow up question depending on the answer you provide 

to a multiple-choice question. When the follow up question is not relevant to the answer you have 

provided it will be greyed out. It will only be activated, and required to answer, when your answer 

choice requires additional information for the buyer. 
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1.3  Checkbox 

‘Checkbox’ question provides multiple answer choices where you can select multiple answers.  
Once answers have been selected, the tick appears in the squares in front of selected options and 
the blue/red question mark turns into green tick indicating that the information has been saved. You 
can change selection at any time until your Response is submitted. 
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You may sometimes be asked a connected follow up question depending on the answer you provide 

to a multiple-choice question. When the follow up question is not relevant to the answer you have 

provided it will be greyed out. It will only be activated, and required to answer, when your answer 

choice requires additional information for the buyer. 
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1.4 Freetext 

‘Freetext’ question allows you to type in any information required by the Buyer Organisation.  

If you see some helptext below the answer box this means the buyer has imposed a validation 

pattern meaning they want your answer is a predetermined format. Common examples include a 

date, email, VAT number and others. If you do not conform to the format then the box will be circled 

in red and you cannot submit an answer, the box will turn blue when there is an acceptable answer 

(please see below for examples of both). Please do not use spaces and to confirm there are no 

spaces present it is advised not to copy and paste your answer in or use the tab or Enter keys. 
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1.5 Document 

The ‘Document’ question allows you to upload multiple files from your computer or your 

SourceDogg ‘Document Library’ – your private online storage on SourceDogg. 

To upload a file, simply click ‘Attach documents’ button. The pop-up window will appear and you will 

have the option to select files from ‘My Computer’ or ‘Library’. 

1.5.1 Drag and Drop 

To use this click on a file and drop it into the ‘Drop files here’ box. 
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1.5.2  Attaching files from Document Library 

To attach files from your SourceDogg ‘Document Library’ simply select ‘Library’ on the top left corner 

of the popup window. This will show folders created in ‘Document Library’ and files previously 

uploaded into the Library.  

Click on ‘Add’ button next to the chosen file. This will add chosen file into the question.  

Once you click ‘Add’ button, it will turn into the orange ‘Added’ button.  

Click on ‘Confirm’ in the top right corner to complete the file upload into the question. 
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If for any reason the chosen file needs to be removed, simply navigate cursor over the ‘Added’ 

button and it will turn into a red ‘Remove’ button. Once clicked, file will be removed from the 

question and you may select another file or multiple files.  

 

 

Once the proper file is chosen for the question, it will be added into it, and will appear below the 

button ‘Attach documents’.  

File size will be displayed and ‘x’ button to remove the file if necessary. Please not there is a file size 

limit of 20MB per file.  
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 The Blue/Red question mark turning into a green tick indicates that the file has been uploaded. This 

can be changed at any time until submission stage.  

 

1.5.3  Attaching files from User Computer 

To attach files from User computer simply select ‘My Computer’ on the top left corner of the popup 

window and then orange button ‘Attach files’. This will open your Computer window with files 

stored on it. Simply select the chosen file.  

After selecting chosen file, it will be listed on the popup window. File size will be displayed and ‘x’ 

button to remove the file if necessary. The ‘Confirm’ button must be clicked to complete the upload. 
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The chosen file will be added into the response and will appear below the button ‘Attach 

documents’ button. 

File size will be displayed and ‘x’ button to remove the file if necessary. 

The Blue/Red question mark turns into a green tick to indicate that the file has been uploaded. This 

can be changed at any time until your Response is submitted. 

 

1.6 Certificate 

The Certificate Question allows you to provide certificates or documents that are registered 

documents with an Issue and Expiry date, to the Buyer Organisation.   

You may create a new certificate or select from existing ones, previously uploaded into your 

Organisation Public Profile or submitted with Responses to Buyer Organisations.  
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1.6.1 Selecting an existing Certificate 

To select one of the existing certificates simply click on the ‘Create new Certification’ and the drop-

down menu will appear with a list of certificates previously uploaded into your account. Select 

chosen certificate. 

 

When one of the listed existing Certificates is selected, the information from the existing Certificate 

along with the file, is populated into the question. You may also be asked, in the case of an insurance 

certificate, what value the certificate covers, this is not prepopulated when using an existing cert. 

The Blue/Red question mark turns into a green tick to indicate that the file has been uploaded. This 

can be changed at any time until your Response is submitted. 
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1.6.2 Creating new Certificate 

The Certificate question is set to create new certificate by default, so you do not have to select that 

option, just start filling out the requested information. 

Certificate Document should be attached (Refer to ‘Document’ section for instructions on attaching 

files). 

You can also decide if they want this certificate to be visible on User Organisation Public Profile. To 

do this simply tick the option ‘Add this Certificate to Public Profile’. Once selected, the certificate will 

be visible on your Public Profile to any Buyer Organisation who is visiting the Profile. 
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Once the information is filled out, the Blue/Red question mark turns into a green tick to indicate that 

the question has been answered. This can be changed at any time until your Response is submitted. 

The attached documents are listed just below the orange button ‘Attach documents’ and can be 

removed at any time until your Response is submitted. 

A tick in front of the option ‘Add this Certificate to Public Profile, indicates that you have selected 

this option and the Certificate will be visible on your Organisation Public Profile. 
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1.7 Matrix 

To provide information in a Matrix question, simply click on a blank white cell. This will highlight the 

cell in blue and you can start typing in it. 

Important Note:  

Only white cells are for the User to fill out. All grey cells are read-only. 

At times the buyer may impose a validation pattern on certain fields meaning they want your answer 

is a predetermined format. Common examples include a number, date or a dropdown. If you do not 

conform to the format then the box will be red and you cannot submit an answer, the box will be 

white when there is an acceptable answer. When a dropdown option is present simply click on the 

arrow and choose from the options. 
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 Once the information is filled out, the Blue/Red question mark turns into a green tick to indicate 

that the question has been answered. This can be changed at any time until your Response is 

submitted. 

1.8 Dropdown 

The Dropdown question type is a multiple-choice question where you can only choose one answer 

from a predetermined list given to you by the Buying organisation.  

To answer just click on ‘Select…’ and choose your answer from the resulting dropdown menu. 

 

When you have chosen your answer, the Blue/Red question mark turns into a green tick to indicate 

that the question has been answered. This can be changed at any time until your Response is 

submitted. 
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You may sometimes be asked a connected follow up question depending on the answer you provide 

to a multiple-choice question. When the follow up question is not relevant to the answer you have 

provided it will be greyed out. It will only be activated, and required to answer, when your answer 

choice requires additional information for the buyer. 

 

1.9 Datasheet 

The Datasheet question type allows you to upload your datasheets, spec sheets, pricelists, risk 

assessments, PPE assessments or any other sales paraphernalia to SourceDogg.  

To answer this question type, click on ‘Attach Datasheets’. 

 

 

If you have previously uploaded files to your Datasheet library you will first be given these to choose 

from. 
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1. To add one of these files to the answer just click on ‘Add’.  

2. This will then change the Add button to ‘Added’.  

3. If you make a mistake hover over the Added button, this will change it to ‘Remove’ and 

when you click on this it will be removed. 

4. You can Search through your Datasheet library by inserting a tag, title or content from the 

datasheet in the search box. 

5. You can also add a Datasheet stored on your computer by clicking on ‘My Computer’. 

6. Once you are happy with the files you have selected, click on ‘Confirm’. 

Once you have added some files to this you will notice the status of the questions has changed to 

‘Saved’. 
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You may want to upload a batch of Datasheets related to one area of your product and assign tags, 

and then upload another batch from a different area with their own tags. If you want to send 

additional batches of Datasheets to the Buyer click on ‘Add Batch’ where you can repeat the process 

above.  

 

If you want to then remove one of the batches, you can just click on the X next to it. 

 

Tagging your Datasheets will make it easier for registered users to find them via searches. To add a 

tag to this batch of Datasheets start typing in the text box. If it is a tag you have used previously the 

system will suggest it after the first couple of letters you type in. 
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1.10 Pricing items 

Pricing questions allow you to provide your prices for requested products or services in a specified 

unit and currency. 

You provide a price per unit as indicated by the Buyer in the question.  
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The unit is specified by the Buyer Organisation and it can be any measurement unit related to a 

product or service, for example: each, kg, feet, hour etc. 

 

Once the prices are filled out, SourceDogg calculates the total price and discount, if relevant, based 

on the quantity specified by the Buyer Organisation and prices provided by you. 

Once the information is filled out, the Blue/Red question mark turns into a green tick to indicate that 

the question has been answered. This can be changed at any time until your Response is submitted. 
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1.10.1 Price import 

SourceDogg provide a quick and easy price import and upload. This feature is useful when high 

number of items are listed to be priced.  

You simply download list of items in a user friendly table in excel document and fill in prices in the 

document, and then upload the document into the Response. SourceDogg will place all provided 

prices in relevant items in the Response.  
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To download list of items from the Request simply click ‘Download’ button at the top right corner of 

‘Content’ section: 

The excel document with all items from the Request will get downloaded onto your computer. 

When you open the file, the columns with prices to be filled in, will be highlighted in green. 
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When pricing is completed and the file is saved on your computer, simply click ‘Import’ button at the 

top right corner of ‘Content’ section and select the file to be imported: 

All price questions will be populated based on your input on the imported Price Template, and will 

be marked with a green tick, indicating that the information has been saved. You can change prices 

at any time until your Response is submitted. 
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1.11  Saving Response details 

When responding to Request, you do not have to save any answers as SourceDogg saves all inputted 

information automatically. 

Once information is entered into the question a blue/red question mark, on the top 

right corner of every question, turns into a green tick indicating that the information 

has been saved.  

You can change the information at any time until your Response is submitted 
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