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Course Objectives

o After successfully completing this course you will be able to:

— Understand the special features of SRM 7.0

— Redistribute work to other sourcing professionals

— Source a requirement

— Create and edit solicitation documents

— Create and edit legal documents in Doc Builder

— Publish solicitations in the Supplier Portal

— Open, evaluate, and award responses to solicitations

— Create and edit contracts
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SRM 7.0: Introduction and Overview
Workload Redistribution

Sourcing Requisitions
Editing a Draft RFx

Responses and Awards

Create the Contract



SRM 7.0: Introduction
and Overview
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Overview of SRM 7.0
Logging In

The SAP/SRM Portal Desktop is accessible through

www.myworkplace.state.pa.us
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Overview of SRM 7.0
Portal Desktop Landscape
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Overview of SRM 7.0

Navigating the User Interface

* Roles
— Your user role(s) are assigned by position
— Access to your role(s) are within the Control Center (e.g.,
left navigation pane)
* Transactions

— Upon selection of a specific role, the associated activities
and transactions display as Worksets in 7.0



Overview of SRM 7.0

Navigating the User Interface

« Worksets

— Groups of role-specific activities and/or transactions which
display when the corresponding role is selected

— Multiple levels of Worksets are permitted in SRM 7.0
» Document Landscape

— SRM 7.0 document landscapes have elements contained in
both SRM 5.0 and in SAP R/3

= Examples will be shown throughout the course

10
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Overview of SRM 7.0
Control Center in SRM 7.0

SRM

My Settings « When arole is selected, Worksets

— assigned to the user are displayed

e ——— — If applicable, an additional Workset is
S— displayed below the initial result as

— shown in this screen capture

Business Partner
RFx and Auction

- Services

RFx= and Auction

Create Documents
* Create RFx

* Create Auction

11
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verview of SRM 7.0

Personal Object Worklist (POWL)

SRM
SAM = SRAM = RFxand Auction Full Screen
My Settings
Reports RFxs-All | Auctions - Al
Dizplay SRM Documents ' Search Criteria
Requisitioner View: |[Standard View] ~|| CreateRFx Copy | Edit | Publis A Print Preview | Refresh  Exporta ¥ P
ELTL LT LTI 57 | RFx Number RFx Name Type Status RFx Category Purchasing Organization Submission Deadline Responses E
| =
Receiver 6100027555 CHESTER PRODUCE - JANUARY 2014 10785585 BID Published Corrections Purchasing Organization 1272002013 0
T || E10002755¢ PO0S24819 12/12/2013 08:37 RFPS | Saved DPW Purchasing Organization 12116/2013 0
o 6100027553 SCI Chester Juice Bar Bid BID Published Corrections Purchasing Organization 121712013 o
Workload Redistribution —
510002 11-5CI CHS Pork Bid BID Published Corrections Purchasing Organization 12182013 o
SR HRT £100027551 1152 EGG WHITES, FRZ BID Published Corrections Purchasing Organization 1272312013 0
RFx and Auction 6100027548 24095000 Guide rail tems RFGQU Published PennDOT Purchasing Organization 1242612013 0
o  Foreo | | 61000275456 1148-Seafood BID Published Corrections Purchasing Organization 121192013 0
6100027545 POOS05692 12/11/2013 09:46:17 BID Published PennDOT Purchasing Organization 120272013 0
RFx and Auction |
‘ 6100027544 1148-Beef Products BID Published Corrections Purchasing Organization 1272002013 0
L PTELTETE 6100027543 1144 NAL - Misc. Frozen Foods BID Published Corrections Purchasing Organization 1202712013 1=
U EEE R Last Refresh 1211212013 13:49:19 EST Refresh

« The POWL is located in the content area of the portal desktop

12
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Overview of SRM 7.0
Personal Object Worklist (POWL)

SRM

SRM = SRM = RFxand Auction A

My Settings ’ ‘

Reports - RFxs-All Auctions - All
4

Display SRM Documents

Search Criteria
SOTELTE View: |[Standard View] ~|| CreateRFx Cop, Display Edit Delete | Pub
el M TR 5 | RFx Number RFx Name Typ
Receiver 6100027555 CHESTER PRODUCE - JANUARY 2014 10735685 BID
oo || s100027554 POOS24819 12/12/2013 08:37 RFP
S 6100027553 SCl Chester Juice Bar Bid BID
Workload Redistributior L
6100027552 11-SCI CHS Pork Bid BID
SIETEE [FIAITE 6100027551 1152 EGG WHITES, FRZ BID
RFx and Auction 6100027548 784095000 Guide rail tems RFCH
- Services || 6100027546 1148-Seafood BID
6100027545 POOS05692 12/1142013 09:46:17 BID
RFx and Auction |
6100027544 1148-Beef Products BID
6100027543 1144 NAL - Misc. Frozen Foods BID

— Itis a query-driven worklist containing procurement
documents from your work area

= The Active Queries displayed will vary depending
upon the selected Workset

13



pennsylvania
DEPARTMENT OF GENERAL SERVICES

Overview of SRM 7.0
Personal Object Worklist (POWL)

~ RFxs - Al | Auctions - All
¥ Search Criteria

1...ri.E;-..-..-;|[5ta5|nu:|a=.|ru:l Wiew] T|| Create RFx —_— DiSplay query ﬁelds by

selecting the SEARCH
CRITERIA button

Solicitation Number: 2 I:l To I:l
RFx Type: | "|
Mame of RFx: | |
Solictation Status: | d
Processed Since: |Last 7 Days -
Purchazing Qrganization: | |
Product Category: | |
Submission Deadling: | M
My RFx:
Purchaze Group: | |
Number of RFx responses: @ :l To I:l
Supplier:
ftem Product: | |

14
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Overview of SRM 7.0

Personal Object Worklist (POWL)

~ RFxs-All | Auctions - Al
View: [[Standard View] ~| | Create RFx Copy | Display Edit Delet= | Fublish Responses and Awards Print Preview | Refresh Export.a RT- ]
Ty | RFx Number RFx Name Type Status RFx Category Purchaging Organization Submission Deadline Responses =
6100026211 P00445880 09/13/2013 10:55 BID Published COPA. Purchasing Organization 09/13/2013 2
6100026210 PO00SB292 09/132013 10:31 BID Saved COPA. Purchasing Organization 1043142013 il
6100026129 4518 Hard Hats for Bid Approval BID Publizhed COPA Purchasing Organization 05/04/2014 0
6100026115 Copy of 6100026114 BID Publizhed COPA Purchasing Organization 12/28/2099 1
6100026114 PO0029587 08/28/2013 13:03 BID Published COPA. Purchasing Organization 12/29/2099 a
6100026113 Copy of 6100026094 BID Awaiting Approval COPA Purchasing Organization 12/29/2099 0
6100026093 PO0102400 08222013 13:42 BID Published COPA. Purchasing Organization 08/22/2014 i
5100026023 PO0O0295597 08M5/2013 11:30 BID Release Rejected COPA Purchasing Organization 03/25/2013 0
6100026011 PO0102400 08/M5/2013 08:16 BID Published COPA. Purchasing Organization 08/15/2014 i
6100025931 POOOZ9729 08M 272013 0957 BID Release Rejected COPA Purchasing Organization 0aM2/2014 0 =
Last Refresh 12112/2013 14:51:47 EST Refresh

 Results of the selected query are displayed in a table format

« “One-Step” buttons are available at the top of each query

— To make additional One-Step options available, choose a
document to work with

15
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Overview of SRM 7.0

Sample Document Landscape (RFx)

Create RFx

| Publish |[ check |[ Save || Print Preview || Close |[ Related Links |

RFx Number 5100004518 Smart Humber POO0S3252 08/15/2013 09:05 Type Invitation For Bid Status In Process Created On 03152013 09:05:27
Created By Angela Ezhleman Time Zone EST Humber of Suppliers 0 Number of tems 0O Version Number Version Type Active Wersion
External Version Humber

RFX Information |’ Bidders | kems 7 MNotes and Attachments | Conditions [ Approwval | Tracking

RFx Parameters | Questions | MNotes and Attachments | Conditions

ldentification Event Parameters

Smart Mumber: [pggos8292 08/15/2013 09:05 Detailed Price Information: |Price with Conditions -]
[] Smart Number is External Folliow-0On Document: |Purchase Order or Contract v|
RFx Type: | Invitation For Bid Bidder Can Change RFx Responses:

Bid Description: | Allow Multiple RFx Responses for Each Company: [ ]

Publication Type: |[Public RFx -]

Scenario Award/Contract

Organization

Purchasing Organization: |COF'A Purchasing Crganization |
Purchasing Group: [XB1 - DGS Angela L Eshleman 7] Show Members
Dates
Start Date: | | [00:00:00 |
Submission Deadline: * | | [00:00:00 ]
Opening Date: | |IJD:IJD:IJD |

]

Filter Settings

i)
m
[+

Function Mumber Mame Phone Mumber
= Requester 337344 Angela Eshleman

= Goods Recipient
= Responsible Employee
= Ship-To Address

= Location

This is an example of a document landscape. Displayed is the initial tab (RFx

Information) upon creation or entry of an RFx. .
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Overview of SRM 7.0

Sample Document Landscape (RFx)
Title and Header Area

Create RFx
[ Publish || check || Save || Print Preview || Close || Related Links 4 |

RFx Number 5100004518 Smart Number PO00S3292 08M15/2013 09:05 Type Invitation For Bid Status In Process Created On 08/15/2013 09:05:27
Created By Angela Ezhleman Time fone EST Humber of Suppliers 0 Humber of tems 0 Version Humber Version Type Active Version

External Version Humber

» Title and Header areas contain command buttons, and information about the document
such as document number, document type, status, document date, time zone, and
number of suppliers

Tab Pages
A

RFX Information Bidders | Htems | Motes and Attachmentz | Conditions | Approval ©

[

Tracking

RFx Parameters | Cuestions | Motes and Attachments | Conditions

Sub Tabs

«  Various data is contained throughout each of the tabs and sub-tabs. For

example, Notes and Attachments tab would contain text and attachments.
17
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Overview of SRM 7.0

Sample Document Landscape (RFx)

Create RFx

[ Publish |[ check || save |[ Print Preview |[ Close |[ Related Links 4

RFx Number 5100004515 Smart Number PO00GE252 08152013 09:05 Type Invitation For Bid Status In Process Created On  08/15/2013 09:05:27
Created By Angela Eshleman Time Zone EST Number of Suppliers 0 Number of ltems 0 Version Humber Version Type Active Version
External Version Number

RF){Infnrmaﬁnn|’ Bidders ; ftems MNotes and Attachments © Conditions ©  Approval © Tracking

RFx Parameters | Questions | Motes and Attachments | Cenditions

~ _ "N
Identification Event Parameters
Smart Number: pnn0sa292 08/15/2013 08:05 Detailed Price Information: [Price with Condtions |
Smart Number is External Follow-On Document: |Purchase Order or Contract -
O I |
RFx Type: | Invitation For Bid Bidder Can Change RFx Responses:
Bid Description: | Allow Muttiple RFx Responses for Each Company: [
Publication Type: |Public RFx - Scenario Award/Contract
Organization ( \
Purchasing Organization: |COPA Purchasing Organization | The area Where
Purchasing Group: [XB1 - DGS Angela L Eshleman [7] Show Members data iS entered iS
Dates
known as the
< Start Date: | @ [oo:00:00 | . . ‘"
L f
Submission Deadiine: * | @ [oo:00:00 | Appllcatlon Area

& [o0:00:00 |

Opening Date:

Trse— Application Area 5

Fiter Settings

Function Number Name Phone Number
l:‘ = Reguester 337344 Angela Eshleman

l:‘ = Goods Recipient

l:‘ = Responsible Employes

| |+ ShipTo Address

L]

= Location

18
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Overview of SRM 7.0

Search Feature

W Partner

Cat | Cear « Select the match code

Function Mumber Nal

g ,in icon to open a dialog box
" o to input the search criteria

= Goods Recipient |
=  Ship-To Address

| Add . || Send E-Mail |

| Details

= Location

All Values: Goods Recipient

Search Criteria Personal Walue List  Settings  Hide Search Criteria

Business Partner; [I:l

Mame 1 Aast name; | |

Mame 2/First name; % | |

Searchtermt: @[ |
searchtermz @[ |
Userbame: [ ]

E-Mail Address |

S R IR LA L L L

Org. Unit Mame: @ | |

BP Org. Ut
[] Restrict Mumber of Yalue List Ertries To

19
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Overview of SRM 7.0

Search Feature

Search Criteria Personal ¥alue List  Settings  Hide Search Criteriz

Business Partner: & |:|

Mame 1 dast name: | ANDERSON

Mame 2First name: & [

Searchterm 1: & | |

Searchterm 2. < | |

Usertame: [ |

E-Mail Address & |

S L L L L

Org. Unit Marme: P |

BP Org Lnt <

[T Restrict Mumber of %alue List Ertries Tao 1]

==

 Enter the applicable criteria and select the START
SEARCH button

20
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Overview of SRM 7.0

Search Feature

All Values: Goods Recipient
| ]
- « The Results List
Search Criteria Personal Yalue List  Seftings  Hide Search Criteria e esu S IS

Business Partner; < |:| d iS plays

Mame 1zt name: =] | ANDERSON |
Mame 2First name: [ [C* |
* Highlight the
desired item and
Org. Unit Name: < | |
BP Org. Unt: & SeleCt the OK
[ Restrict Mumber of %alue List Ertries To 0 b u tto n

|_ Start Search || Reset |

Searchterm1; | |

Searchterm 2 @ | |

UserMame: & [ |

E-Mail Address; < |

F T S A W A

Results List: & results found for Humber

Last name = | First name Org. Unit Mame BusinessPartner
[ ] Andersan Clarence CRGRM4300 o840
] Andersan Christina LiATOT10 4705
B Andersan Constance LIBRA145 F24594
] Anderzan Charles GICC1200 FIEITT
[ Anderaon Christine FCuvsnan b 1
||= Anderson Cyrithiz GSPRT140 F3ITI26

21
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Overview of SRM 7.0

Search Feature

W Partner
| Details || Add 4 || Send E-Mail || Call || Clear |
Function MNumber Name
=  Requester 337344 Angela Ezhleman
r \endor

= Goods Recipient 3373265 Cynthia Anderscn
= Ship-To Address

= Location

 The chosen value is transferred into the applicable
field

22
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Overview of SRM 7.0

Edit RFx :

[ Publish || check || Save || Print Preview || Close || Related Links 4 || Read Only | | | Delete |

o Enter the submission deadline

0 Enter exactly one partner of type Responsible Employes
0 Enter at least one partner of type Portal Provider Or Bidder
o Mandatory Attributes Not Maintained

RFx Number §100004510 Smart Number 15EMS Supplies_Services Fr” 14-15 Type Invitation For Bid Status Saved Createt
Created By Angela Ezhleman Time Zone EST Humber of Suppliers S Number of ltems 4 Version Number
External Version Humber

'I!F}{Irrfurmaﬁn'nr Bidders || Hems |  MNotes and Attachments © Conditions © Approval | Tracking

RFx Parameters | Questions | MNotes and Attachments | Conditions

Identification Event Parameters
Smart Number: (15 EMS Supplies_Services | Detailed Price Informatio:
[] Smart Mumber is External Follow-Cn Documen
RFx Type: | Invitation For Bid Bidder Can Change RFx Response:
Allmiar blubimla MOy Nanmnammnan Fmr Cmmb ™ mmmmams

* Tips, Warnings, and Error messages are located at the
top of the screen

23
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Assigning Work

My Settings
Reports

+ Select Workload Redistribution S
Requisitioner
Pcard Requisitioner
Receiver
Purchasing
Workload Redistribution
Business Partner

RFx and Auction
 Services

Maintain Users COwn Data

Change Atiributes

SRAM Help

25



Assigning Work

If you are authorized to assign work to others:

 Use Workload Redistribution to assign requirements to specific
groups or sourcing professionals

— Sends the Requirements to Carry Out Sourcing
* This transaction is also used to reassign responsibility for:
— RFx (Solicitations), Contracts, and POs

— Sole Source Material carts to DGS Bureau of Procurement

26



Assigning Work

 In SRM, a shopping cart might contain more than one type of
commodity

— The line items are listed separately in the Workload
Redistribution sourcing area

» Assign individual line items to a Purchaser

— The Purchaser will later select the individual line items to
process

27



pennsylvania

H
2 m'.
‘ "
"‘ai‘ DEPARTMENT OF GENERAL SERVICES

Assigning Work

Finding Potential Assignments

UDocument Types
Reaqureaments 4 Sratia A -
Putchase Orders Purchasng Orgacizaton COPA Purcrasrg Organicaten 7
RFxs Purchasag Grow XC3 . DGS Cyntha K Andersto ™
Contracta Document Maber

Oedvery Date / Vakey LT I3
Period | Submsson Deadine

» Use the checkboxes to identify what type(s) of document to view

— Requirements, Purchase Orders, RFx (Solicitations), and Contracts
are available options

28
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Assigning Work

Finding Potential Assignments

UDocument Types

Requraments ¢ Stats
Patchase Orders Purchasng Orgacizaton COPA Putcaasng Drgsniaten )
RFxs
Cortracta

* Use other criteria from dropdown menus to further refine the type of
documents to be viewed

— The Purchasing Group defaults to the buyer’s group, so it must be
verified or changed

— Select “In Process” from the Status dropdown menu

— After selecting the desired search criteria, select the SEARCH
button

29
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Assigning Work

Making the Assignment

(samcat] | AavenTo ) i
T Document Murber Document Name Tyse  Slatus Purchaang Orgasizatcn Murchasng Growg
T szeossar sy OptPwx 760 Uedower Opefiex 768 Min Compisted  COPA Purchasing Organiation XC3 - DGS Cyrthia K Asderson

 The Results List screen displays

 View a document by selecting its Document Number

30



Assigning Work
Making the Assignment

Search Resurt : 1 Documents =
Select AT -} - Lf{—o:l '__ls_t:sﬂ_ "—;:ti:;a—{twn_: Feer Setings
Document Name Tyve  Slatis Purctaang Orgasizatcn Murchasng Growg
SRIROORSAT LY OptiPwx 760 Undower Optiox 762 Min Corpieted COPA Pwrchasing Organaton XCJ - DGS Cyrthia K Asderson

 Select a document by selecting the gray block to the left; or

* Select all documents by choosing the SELECT ALL button

31



Assigning Work
Making the Assignment

Search Result : 1 Documents =
.__S_c_nu_&_ll Assge Te COPA 9-'rfur"; Orpancation 'lj VK21 E04.G5 bt Dn (8 ) 0o | _j_‘_%&_‘_’]_: : fder Settnge
Ty Document Nuster Document Name Type Statue Purchasing Oeganization Purchasng Grocp
BRI et dh Ogtiex 760 Mintumer OptPex 760 M Completed  COPA Purchasng Ofgesizaton XC3 - DGS Cynits K Anderson

» Use the match code to select the Purchasing Organization and
Purchasing Group in which the work is to be assigned

« Select the GO button
* Do not use the ASSIGN AUTOMATICALLY button

32



pennsylvania

DEPARTMENT OF GENERAL SERVICES

Assigning Work

Making the Assignment

Processing of the documents has been completed -
Search for Documents El -
Document Types
Reguirements: Status: [ -|
Purchase Orders: [ ] Purchasing Organization: [coPA Purchasing Organization 7
RFxs: [] Purchasing Group: [%C3 - DES Cynthia K Anderson 7
feleie A Document Number: | |
Delivery Date / Validity [ [
Period / Submission Deadline:
| Search || Undo Entries | %
Search Result: 1 Documents El
Select &l | | Assign To: |COPA Purchasing Organization (|| VK2-1504-GS Mtls Div (T|[ Ge | | [ Assign Automatically || Refresh Messages | Fiter Settings
5 | Document Number Document Mame Type Status Purchasing Organization Purchasing Group
001 0008237 4 1 OptiPlex 750 Minitower; OptiPlex 760 Min Shopping Cart Completed COPA Purchasing Organization HC3 - DG5S Cynthia K Anderson
-

« A message will display stating, “Processing of the documents
has been completed”

33
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Understanding RFx Documents

A solicitation document;

» May be created directly from the Carry Out Sourcing
assignment screen

— Use this option whenever possible
» May be created as a copy of an existing solicitation

» May be created as a new document

35



Understanding RFx Documents

Five Types of Solicitation Documents

» Each type should be used, and referred to, in the correct
way for legal and business purposes

Note: A responder to a solicitation must be deemed
responsive and responsible in order to receive an award.

36
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Understanding RFx Documents

nvitation for Bid (IFB)
No contract currently Supplier submits a bid for | COPA awards based on
exists; a competitive a specific item with low price
solicitation process is specific criteria
required
Scenario:

« LCB requisitions plastic (“poly”) bags for its retail stores
—  The bags are a new item and no contract for them exists

—  The agency developed its own specifications for the bags regarding size,
strength, artwork, and other criteria

—  The agency provided specific expectations on quantity, deliveries, and
permits

37
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Understanding RFx Documents

Request for Proposal (RFP)

No contract currently Supplier submits a COPA awards based on a
exists; a competitive technical proposal, as well |  variety of criteria and is
solicitation process is as cost information for a considered “best value”
required specific item with criteria
offered by supplier Best & Final Offers may be
sought
Scenario:

« DPW needs a contract in place for pharmaceuticals
— Prescription-filling services
— Generic and name brand options
— Contract to serve all DPW institutions

 The potential supplier(s) have some flexibility, and can create a
customized plan for the Commonwealth to offer the best service,
logistics, and price

38
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Understanding RFx Documents

Request for Quote Invitation to Qualify (RFQ ITQ)

A multiple-award contract Supplier on contract COPA awards based on a
currently exists; pricing | submits a price quote and | variety of criteria and is

may or may not be other information for a considered “best value”
associated with the requisitioned item
desired item (not T-related)
Scenario:

* Tree trimming service is required on state game lands in West
Moreland County

— A contract exists with the tree trimmers

— A quote is needed for the specific amount of service required at
that one location

39
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Understanding RFx Documents

Request for Quote IT Invitation to Qualify (RFQ IT-ITQ)

A contract currently Supplier submits a COPA awards based on
exists but no pricingis | technical proposal, as best value
associated with the well as a price quote, for
desired item a requisitioned IT item
Scenario:

« The Master IT Services ITQ streamlines the process of individual
agencies initiating procurement of their IT service needs
— The ITQ process pre-qualifies a supplier

— One or more suppliers — based on the amount of the procurement — will
then be invited to submit a quote to provide services to any of the
Commonwealth agencies

« All'IT procurements must comply with ITB PRO001

40



Refer to the Department of General Services Enterprise Invitation to
Qualify (ITQ) portal for complete details

The portal is available via a link on the DGS Procurement’s website at
www.dgs.state.pa.us/procurement

41
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Understanding RFx Documents

Sole Source Materials*

 The agency requisitions the material by:

1. Creating and ordering the Shopping Cart using the “Describe Requirement’
method

2. Completing the online Source Justification Form

3. Forwarding the fully approved Shopping Cart to DGS

*refer to Sole Source Material Flowchart Appendix A

42
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Understanding RFx Documents

* After receiving the agency request:

1. DGS will process the SPR and create the Purchase Order for the Sole Source
Board release and approval process

2. Upon final release by the Board, DGS will update the Source Justification
Form with pertinent award information

3. Upon final approval, DGS will send the Agency an email that the Source
Justification Form has been approved

4. DGS issues the PO to the supplier

43



Understanding RFx Documents

* For additional information regarding Material requests for Sole/Single
Source approvals, please reference the Procurement Handbook, Part
I, Chapter 5

Note: Material requests are reviewed by the Sole Source Board and
service requests follow a pre-defined workflow.

44



pennsylvania

H
2 m'.
‘ "
“iai‘ DEPARTMENT OF GENERAL SERVICES

Understanding RFx Documents

Sole Source Services*

 Shopping carts are used for sole source service requests, but are not
forwarded to DGS

— Agency completes the SPR process and receives a quote from the supplier

— Agency completes the online Source Justification Form, with attached supplier
quote and all other pertinent documentation

— Upon final approval from DGS, the agency will receive an email that the source
justification has been approved

— The agency may process the Purchase Order document type in SRM utilizing
the ‘Follow-On Document’ functionality of the SPR once the document is
awarded

 For more information regarding Service requests for Sole/Single
Source approvals, please reference the Procurement Handbook, Part
Il Chapter 5

*Sole Source Service Flowchart Appendix B 45



Understanding RFx Documents

Public and Restricted Solicitations
* Public

— Any registered supplier can respond
* Restricted

— Only those suppliers on contract can respond

— This type is commonly used for RFQs to ensure that responses
are received only from those suppliers already on contract
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Understanding RFx Documents

Paper or Electronic Submissions?

» When creating a solicitation, the submission method — either paper or

electronic — must be selected and entered into both SRM and
Document Builder

» Electronic submissions should be the primary method of doing
business

— Whatever method is chosen must be used by all responders

= Deviating from the prescribed method will result in the
responder’s bid being considered non-responsive

47



Sourcing Requisitions



Sourcing Requisitions

Overview of Carry Out Sourcing

 The functionality of Carry Out Sourcing in SRM 7.0 is to:

— Locate line item requirements for the purpose of identifying
a supplier to provide the material and/or services, and

— |Issue a Purchase Order or Contract to the supplier
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Sourcing Requisitions

Carry Out Sourcing

In SRM 7.0, the Carry Out Sourcing function consists of a
four-step wizard:
1. Select Requisition

 Perform a search for shopping cart requisition(s) matching the
identified criteria

 Select applicable requisition(s) for processing

2. Assign Source of Supply
 Assign the appropriate supplier to the requisition(s)

 Create a draft procurement document(s) (e.g., RFx, Contract,
Purchase Order)
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Carry Out Sourcing

3. Review Draft

» Review and process selected procurement document draft(s)
4. Summary Screen

 Display the newly created procurement document(s)

» Make edits if necessary
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Sourcing Requisitions

SRM

Accessing the Sourcing Wizard

* Select Purchasing S
Left navigation pane under — Create Documents S
+ Select Carry Out Sourcing

* Services

Document Builder

PO and SC Business Partner...

Shopping Cart Complete

Create Documents
* Create Purchaze Order
* Create Contract

* Carry out Sourcing
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Assigning Sources of Supply

Assign Sources of Supply: Step 1 (Select Requisition)
[ 4 Previous |[ Next b | [ Close | &
I 1 2 3 4 =1
Select Requisition Azgsign Sources of Supply (No tems) Review Drafts (No tems) Summary Screen (Mo Documents)
w Search Criteria: Regquisitions -
Mumber of Requisition: |:| Name of Requisition: |:| Seftings
temDescripion: [ | Product Category: | 7
Product: | 7] Supplier: | &)l
Requester: | &) External Requirement | |
Purchasing Organization: | | Account Assignment Category: | V|
Purchasing Group: | &) Account Assignment Number: | 7
Priority: | V| Intended for Grouping: [
Delivery Date Range: | -] Include Locked tems: [
Delivery Date: | To: | ]
[ Select All |[ Expand || Collapse | | [ Hide Subordinate Outlines | |
"1 | Requisition / ttem Number | Description Category Priority Quantity | Unit Reguester Delivery Date Supplier Number | Supplier Name Contract

 The wizard displays on Step 1

 The Search Criteria: Requisitions area provides a wide range
of entry fields
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Step 1 (Select Requisition)

W Search Criteria; Requisitions
Humber of Requisition: | | Name of Requisition: | |
tem Description: | | Product Category: | |
Product: | &l Supplier: | o7
_____RﬂLIETtE_FJ_ @J ---------------- I Ext EIREq &&&&&&& t | |
Purchasing Organization: |D 50000003 | COPA Purchasing Organization | Account Assignment Category: | v|
Purchasing Group: |D SDI]-IZI-E|331| EJ| ¥B1-DGES Angela L Eshleman | Account Assignment Number: | |
——————————————————————
F‘ril:lr'rty:—| v|_ Intended for Grouping: [
Delivery Date Range: | v| Include Locked tems: [
Delivery Date: | To: |

* Enter your Purchasing Organization and Purchasing Group

— To find all assignments for your organization and group, leave
other search fields blank

o Select the SEARCH button

* |tems matching your selection criteria will display
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Sourcing Requisitions

Step 1 (Select Requisition)

Delivery Date Range: | v| Include Locked tems: [

Delivery Date: | To: | 7]
[ Select All || Expand |[ Collapse | | [ Hide Subordinate Outlines || All Categories ~| | [ Reject tems |
U izt fem Mumber | Description Category Priority Quantity | Unit | Reguester Delivery Date | Supplier Number | Supp)

[ ] EMS ALS Medical Cases 42171812 75.000 EA Angela Eshleman 1000272013
i Rescue Blanketz 42171701 225.000  EA Angela Ezhleman 1000272013
[ ] . 100117284/3 Emergency Stretcher 42171611 150,000  EA Angela Ezhleman 10022013
| = 10011724/4 Emergency Hospital Services 85101501 20.000 H Angela Ezhleman 1000272013
| = 100117851 BEDSHEET,FITTED PERCALE WHT, 35X30X6 42132105 1,250,000 EA Angela Ezhleman 1040272013
| = 100117852 BEDSHEET,PERCALE WHT,54X50 42132105 1,250,000  EA Angela Eshleman 10272013
4= = 100117RRS RENSPREAD TREVIRA PO Y CI RS 72X108 - 42132068 TH0 000 | FA Annela Frhleman AN2013

* To view the original Shopping Cart along with its details and

documents, select the Requisition / ltem Number link
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Step 1 (Select Requisition)

@l Expand || Collapse | | | Hide Subordinate Outiines |41l Categories - | | Reject tems |
5y | Requisition / ttem Mumber | Description Category Priority Quantity | Unit Requester Delivery Date | Supplie]
= 100117241 EMS ALS Medical Cases 42171912 75.000 EA Angela Ezhleman  10/02/2013
«  10011784/2 Rescue Blankets 421717 225000 EA Angela Eshleman 10022013
« 1001172403 Emergency Stretcher 42171611 150.000 EA Angela Eshleman 10022013
= 1001173404 Emergency Hospital Services 85101501 20,000 H Angela Eshleman 10/022013
= 100117851 BEDSHEET,FITTED, PERCALE WHT,35XB0X6 | 42132105 1,250,000 EA Angela Ezhleman | 10/02/2013
= 10011785/2 BEDSHEET,PERCALE WHT,54X530 42132105 1,250,000 EA Angela Ezhleman | 10/02/2013
= 10011785/3 BEDSPREAD TREVIRA POLY CLRS 72108 42132108 750.000  EA Angela Ezhleman | 10/02/2013

 To begin processing a requirement immediately, select the gray
block to the left to highlight it

* Note the indicator in the upper left corner of the table, which
signifies that multiple rows may be selected

« When selected, a dropdown will display giving options to
Select All or Deselect All
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Step 1 (Select Requisition)

Select All |[[Expand || Collapse | | | Hide Subordinate Outlines | All Categories -| | [ Reject tems |
M | Requisition / ftem Mumber | Description Category Priority Quantity | Unit
= 10011784M1 EMS ALS Medical Cazes 42171812 75.000 EA
= 1001178412 Rescue Blankets 42171701 225000 EA
= 10011784/3 Emergency Stretcher 421716811 150.000 EA
= 10011784/4 Emergency Hospital Services 83101501 &0.000 H
= 100117354 BEDSHEET, FITTED, PERCALE WHT,35XB0XE6 42132105 1,250.000 EA
= 1001178542 BED'SHEET,PERCALE WHT, 5450 42132105 1,250,000  EA
= 10011785/3 BEDSPREAD TREVIRA POLY CLRS 72X108 42132106 750.000 EA

Requester

Angela Ezhleman
Angela Ezhleman
Angela Ezhleman
Angela Ezshleman
Angela Ezhleman
Angela Eshleman

Angela Ezhleman

Delivery Date | Suppliel
1040212013
104022013
104022013
100272013
1040242013
1040272013
1040242013

— To select all rows in the table, use the SELECT ALL button

— To select multiple rows, press and hold down the Shift key,

then choose the row(s)

= Note: The first row you select is highlighted differently

— To deselect a row, press and hold down the Ctrl key, then

choose the row
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Step 1 (Select Requisition)

Assign Sources of Supply: Step 1 (Select Requisition)
1 Previous | Mext P| | Clnse|
I 1 2 3 4 =]
Select Requisition Assign Sources of Supply (Mo tems) Review Drafts (Mo tems) Summary Screen (No Documents )
P Search Criteria: Requisitions
Select All || Expand |[ Collapse | | [ Hide Subordinate Outlines ||All Categories v | | [ Reject tems |
M5y | Reguisition / tem Number | Description Category Priority Quantity | Unit Requester Delivery Date | Supplis
= 0011784 EMS ALS Medical Cazes 42171812 75.000 EA Angela Ezshleman  10/02/2013
= 0011784/2 Rezcue Blankets 421717 225000 EA Angela Ezhleman 10/02/2013
= 1001173403 Emergency Stretcher 42171811 150.000 EA Angela Ezhleman 10022013
= 10011784/4 Emergency Hospital Services 35101501 a0.000 H Angela Ezhleman 10022013
= 10011 78aH BEQSHEFT FITTED PEECA] F WHT 35X30%E6 421305 1250000  FA Anoela Fehleman 10013

 Select the NEXT button to proceed to Step 2
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Step 2 (Assign Source of Supply)

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 4 Items))

|1 Previous || Mext Ib| | | Save || Clu5e|

I

I» 1 2 3 4 -1
Select Requisition Assign Sources of Supply [ 4 ltems) Review Drafts (No tems) Summary Screen (No Documents)

| Select All || Expand All || Collapse All || Change || Refresh | | | Propose Sources of Supply « || Create Draft | | | Replace tem with Catalog ltem « || Undo Replacement | | | Submit to Grouping | | | Remove ]

RS eis Ll R (=30 L e ) 1

|_| = 100117841 EMS ALS Medical Cases EMS RESCUE CASES 75000 EA  10/02/2013 150.00 150.00 USD 11,25(
|_| = 1001178402 Rescue Blankets EMERGENCY/RESCUE BLA 225000 EA 104022013 25.00 25.00 UsD 5,628
|_| = 10071178413 Emergency Stretcher EMERGENCY RESPONSEL 150.000 EA 104022013 §0.00 60.00 UsSD 9,000
|_| = 10011784/4 Emergency Hospital Services  EMERGENCY/SURGICAL H 20,000 H 10212013 250.00 250.00 UsD 20,000

There are several processing options in this step
— Select the applicable line item(s)

— Choose the appropriate command button
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Step 2 (Assign Source of Supply)

I» 1 2 3 4 |
Select Requisttion As=ign Sources of Supply ( 4 Hems) Review Draftz (No tems) Summary Screen (No Documents)

| Select Al || Expand AN || Colapse Al || change || Refresn | | | Propose Sources of Supply « || Create Draft 4 | | | Replace tem with Catalog tem 4 || Undo Replacement | | [ Submit to Groupin

M5y | Reguisition / tem Number | Description Category Description Clug RFx <- == v Date | Supplier Number | Supplier Mame | Net Price/Limit | Gross Price | )
Contract
= 10011758401 EMS ALS Medical Cases EMS RESCUE CASES e 013 150.00 150.00 U
Purchase Order
= 10011784/2 Rescue Blankets EMERGENCY/RESCUE BLA 225 Auction 013 25.00 25.00 U
= 10011784/3 Emergency Stretcher EMERGENCY RESPONSE L 150000 EA  TOMU2M2013 50.00 50.00 U
= 10011724/4 Emergency Hospital Services EMERGENCY/SURGICAL H 20.000 H 1000212013 250.00 250.00 U

« SRM 7.0 uses the term Create Draft when referring to the initial
transfer of requisition items into a procurement document

— All procurement document types may be generated at this
step (e.g. RFx, Contract, Purchase Order)

« To create a solicitation document:
— Select the applicable line item(s)
— Select the CREATE DRAFT button and choose RFx
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Assign Sources of Supply: Step 3 (Review Drafts ( 4 Items))

| 4 Previous || MNext | | | Process All Drafis || Close || Process Selected Drafts || Edit Selected Drafts | :"i'n
I 1 2 2 4 =]
Select Requisition Aszsign Sources of Supply (No tems) Review Drafts [ 4 ltems) Summary Screen (Mo Documents)
¥ Created Drafts [~]
| Change Selected Draft To 4 || Remove | Settings
Ty | Draft Name Draft Type Supplier Number Supplier Transaction Type
PODOEB292 08/08/2013 15:05:22 Bid Invitation -

Details of Selected Drafts PO0063292 08/08/2013 15:05:22

[ Remove || Expand Al |[ Collapse All | Seftings
5y | Requisition / ttem Number Configurable kem Number Description Category Quantity | Unit Info Record Net Price Gross Price | Currency
= 10011784 /1 EMS ALS Medical Cages 42171912 75.000 EA 150.00 150.00 USD
« 10011784/2 Rescue Blanksts 42171701 225.000 EA 25.00 25.00 USD
= 10011784/3 Emergency Stretcher 42171611 150.000 EA 60.00 60.00 USD
« 10011784 /4 Emergency Hospital Services 85101501 20.000 H 250.00 250.00  USD

 Review and process the selected draft solicitation document
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Step 3 (Review Drafts)

W Created Drafts |j
Change Selected Draft To « || Remove Setting
T | Draft Name Draft Type Supplier Mumber Supplier Transaction Type
PO00GE292 08/08/2013 15:05:22 Bid Invitation -

BID : Invitation For Bid
RFFM : Request For Proposal
RFFP: RFQ-IT MQ

RFPS : SupplierPriceRegquest
RFQU : Request For Quote

Details of Selected Drafts POO0GE292 08/08/2013 15:05:22
| Demoue I Fenand Al rollanes a1 ] Seftinns

 Select the applicable Transaction Type for the document

W Created Drafts E
| Change Selected Draft To 4 || Remove | Settings
Ty Draft Hame Draft Type Supplier Number Supplier Transaction Type
15 EMS Supplies_Services FY 14-15 Bid Invitation BID : Invitation For Bid -

« Edit the defaulted name of the solicitation
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¥ Created Drafts E
| Change Selected Draft To a4 || Remove Settings.
i RFx Draft Type Supplier Number Supplier Transaction Type
Contract
_Services FY 14-15 Bid Invitation BID : Invitation Far Bid -
Purchase Order
Auction

Details of Selected Drafts PO00G65292 08/08/2013 15:05:22

Expand All |[ Collapse Al | Settings

1 | Requisition / tem Number Configurable tem Number Description Category Quantity | Unit Info Record Met Price Gross Price | Currency
= 1001178471 EMS ALS Medical Cases 217112 75.000 EA 150.00 150.00 USD
» 1001178472 Rescue Blankets 42171701 225.000 EA 25.00 25.00 USD
= 1001178473 Emergency Stretcher 42171811 150.000 EA 50.00 60.00 USD
= 1001178474 Emergency Hospital Services 8310150 80.000 H 250.00 250.00 USD

* If necessary:
— Change the selected draft to another document type

— Remove the draft document

— Remove any of the previously selected line items from the draft
document
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Step 3 (Review Drafts)

Assign Sources of Supply: Step 3 (Review Drafits ( 4 Items))

[ 4 Previous || Next #] | | Process Al Drafts || Close || Process Selected Draﬁsll Edit Selected Drafts |
1S 1 2 3 4 -1
Select Reguisition Asszign Sources of Supply (No tems) Review Drafts | 4 ltems) Summary Screen (No Documents)
w Created Drafts

| Change Selected Draft To 4 || Remove |

N5y | Draft Name Draft Type Supplier Number Supplier Transact
15 EMS Supplies_Services FY 14-15 Bid Invitation RFQWU : R

* Choose the EDIT SELECTED DRAFTS button to continue

 Important note: Do not use the PROCESS ALL DRAFTS or
PROCESS SELECTED DRAFTS buttons due to potential
approval workflow issues
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Step 4 (Summary Screen)

Summary Screen: Step 4 { Summary Screen 1 Documents )
et +] | [Refresh [ Ciose | 2P

I 1 2 3 4 =1

Select Requisition Assign Sources of Supply (No tems) Review Drafts (No ltems) Summary Screen 1 Documents
Created Objects
Setlings
57| Document Mumber Document Type Description Status Supplier Number Supplier Name Total Value | Currency
8100004504 RFx 15 EMS Supplies_Services FY 14-15 Saved 0.00

« The Summary Screen displays the newly created procurement
document(s)

* Note that a secondary window opens simultaneously with the
Summary Screen

— It contains the draft version of the procurement document,
available for editing
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Editing a Draft RFx

* Review your RFx

— Verify that all of the data from the requisition line item(s) is
complete and accurate

— If applicable, make any edits to the information

 On each tab, enter any necessary data into the appropriate
fields, and/or attach documents

 Access Document Builder to generate the Terms and Conditions
(T&Cs)

e Publish the RFx
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Edit RFx :
[ Puttan || Creck | Save | Frint Presew | Case || Resied Lyus & | Resd Ony | .l
0 Sebmission Geading for bids S10272012 ot 00:00:00 is s he past =
) Cpenng date 01022014 1 in e past
D) Sun e o 0 e past
D Sstrmaion desctine sust b leder 15an B wiart date
D vordatory attrbates Nat Mantaned -
Brs Number £120027171 Smart Mumbar OCA Bfx Deog 1.2 14 Types etabor For e Sates Seved Croated On 2104111830 Crestend By Cyrire Ancersan Time Lone 5T
Number of Supplers 0 Mymber of eme ) Version Mumber Vorsion Type Active Versen External Varsion Mumber
AKX information Bidtary Yors tiotes 3= ARachmesty Censtone Agprevel Trackng
Fx v Mates g On
-
Lonnt Parameters
CKA RFx Deme 1-2-34 Detalled Frice formatien: | Price win Condtions -
Sort Nurser i Extarnal Folow On Dotument: | Conract hd
Rz Type  mvitsten For D Bidder Cen Shange HEx Respsoses.
B Ouseroten, |CKA iFx Dorrs 1-7-14 Avw Wltple RFx Respanses for Eactk Compary
Pubication Typs: - Pukkc ¥ x . Sconario AwardCosaract
Qrgamzation
Purchasing Crgacaten  COFa Purcrasng Orgascaton -
Purchasng Groop Centrad Purchase Purchasing Groop
Dates
StartDate (01022014 BN 000002
Susmissen Desding: = (2102201« [ 000002
Operng Dete (91022014 5 000008
Change does HOT regers sop
w Parters and Desrery hfevatan -
Fler Sefregn
Funcdion Nttt Mare Phare Mamter
+  Begquesier oy
+  Gaods Hecperd oI
¢ Resporsitss Erployes
+ Sho-To Addressy 1 17784718
* Loceton 01078 -

* The draft document generates and the “Edit RFx” screen
displays
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Editing a Draft RFx

« The Start Date is the earliest date and time the suppliers can access
the solicitation

— When creating the solicitation document, allow enough time before
the Start Date for the approval process

— If the solicitation is approved prior to the Start Date, suppliers may
see the solicitation on the PA Supplier Portal, but will not be able to
open it

« The Submission Deadline is the latest date and time the suppliers can
submit a solicitation

— This is not the latest date and time the suppliers can access the
solicitation — it is the latest they can submit a response
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Editing a Draft RFx

« The Opening Date is the date and time the responses will be opened

— This is not the date and time the solicitation is opened for allowing
responses — it is the date the responses are opened
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RFx Parameters

RFX Information |’ Bidders  Htems |  Notes and Attachments © Conditions Approval [ Tracking
| RFx Parameters | Questions | Notes and Attachments | Conditions
Identification Event Parameters
Smart Number: |cka RFx Demo 1-2-14 Detailed Price Information: [Price with Condions
[] Smart Number is External Follow-On Document: |Cuntrad v|
RFx Type: | Invitation For Bid Bidder Can Change RFx Responses:
Bid Description: |CKA AFx Demo 1-1-12 Allow Muttiple RFx Responses for Each Company: [ ]
Publication Type: |Public RFx - Scenario AwardiContract
Organization
Purchasing Organization: |COPA Purchasing Organization |
Purchasing Group: |DGS Central Purchase Purchasing Group [J| Show Members
Dates
Start Date: [01/02/2014 [ [00:00:00 |
Submission Deading: * [01/022014 {7 [00:00:00 |
Opening Date: [01/02/2014 9| [00:00:00 |
Change does NOT require approval: [
Filter Settings
Function Number Name Phone Number
= Requester 703389 Cynthia Anderson
= Goods Recipient 703389 Cvnthia Anderson
= Responsible Employee
= 5hip-To Address 1 EXEC BRANCH TI7-787-4718
= Location 301375 DGS Bureau of Procurement T17-T87-2199

« The RFX Information tab, RFx Parameters sub-tab contains various
elements of the solicitation, which we will discuss into further detail in
the following slides.
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Identification

Smart Number: | cka RFx Demo 1-2-14
[] Smart Mumber is External

RFx Type: | Invitation For Bid

Bid Description: |CKA RFx Demo 1-1-14

Publication Type: |Public RFx -| @-

« Enter a name for the bid in
the Bid Description field

 Select the Publication Type
— Public

— Restricted
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Editing a Draft RFx

Naming Your Document

* There is a 40-character limit on the document’'s name
— Characters include letters, punctuation, and spaces
« The name must include:

— 4-digit UNSPSC code (ref: www.unspsc.org)

— Space or Dash
— Noun that describes the item or Contract Title (no abbreviations)
« Example:

— 2517 Radial Tires
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Organization

Purchasing Organization: |CDF'A Purchasing Organization

]

Purchasing Group: |DGS Central Purchase Purchasing Group

| Show Members

Dates [ e e 1
1 Start Date: [01/022014 &9 [o0:00.00 |
: Submission Deadiine: * [01/02/2014 B3| [00:00:00 | :
: Opening Date: [01/02/2014 [ [00:00:00 l_:

Change does NOT reguire approval: [

Start Date, Submission
Deadline, and Opening Date
must be in the future

— Enter as HH/MM/SS

— Enter time on a 24-hour clock
« 10:30:00 is 10:30 am
« 17:00:00 is 5:00 pm
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Event Parameters

m——p Detailed Price Information: |F'rin::& with Conditions *'r|
m—— Foliow-0n Document; |I:|:|ntra|:t 'r|

Bidder Can Change RFx Responses:

Allow Multiple RFx Responses for Each Company: | |

Scenario Avward/Contract

 Always select Price with Conditions from the dropdown menu in the Detailed Price
Information field

« Select either Contract or Purchase Order from the Dropdown menu in the Follow-On
Document field. Do not select the Contract or Purchase option.

 Always select the Bidder Can Change RFx Responses checkbox to indicate that a
responder may change a submission up to the solicitation’s Submission Deadline

Do not select the Allow Multiple RFx Responses for Each Company, as COPA only
permits one bid per supplier
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W Partners and Delivery Information
| Details || A || Send E-Ma || | || Clear |

Function Number Mame
= Requester 703330 Cwnthia Anderzon
= Goods Recipient T03389 Cynthia Anderson
= Responsible Employes 703335 Cynthia Anderzon
= Ship-To Address 1 EXEC BRANCH
= Location 301375 DGS Bureau of Procurement

The Responsible Employee is the sourcing professional who is
creating the solicitation document

* All other fields should have defaulted from the Shopping Cart
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Responsible Employee

« The Responsible Employee field is used, among other things, to
determine who can view submissions to an RFP and who can view a
contract

* The only authorized viewers will be:
— The creator of the document

— Designee specified by creator to view the documents in the case of an
anticipated absence
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Responsible Employee User Address

 Purchaser must keep their “company” addresses updated in SRM/SAP
(SU3)*

— SRM populates the Purchaser’s contact and address information into the Bid
Invitation output form

— The Responsible Employee’s partner number may be entered, or a search can
be performed

*SU3 Appendix C
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Editing a Draft RFx

Questions

 RFX Wformation | Busn [ Wotes and Atachments Condtons Aperviw Trackieg
RFx Parwrwiors Notwe and Alactmarte  Comttnm

[Detais || [ A0t Osanten | | [ Dowta e Semngn

Foid Narrm Qoessen Type Unt | Corrency  To Be Weghted | Sequred  VuliSeect  Comment  Seqeente
QUESTION S02 s the ofer i accerdance with it “Riese and A Y mted i secios “Sulimission — D01 17 a1 e atisched sokitaten Socument? C2PA yas of no tag { ’ (O 1H

OUESTION 301 Mas Be submiter read acd does the sabmtier undersiand, the “Representations and Astharitations” isted o sectos "Scbhmssion - 001.1° of the aliacted sodotation focument? | CoPA yes or no fog

If svadatie, bolow you can aeec! Mets wiuch can be weghied n addBen 4 header quenions The avalabie fekds depend on defac setngs
Dwfmult Headue Freids
Fient To Be Wegntee

 The mandatory Questions default into the solicitation, and therefore do
not need to be added manually

— Selecting the sub-tab activates the questions and will remove any
error messages
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Editing a Draft RFx

Questions

RFX Information Bidders | ltems [ Motes and Attachments | Conditions | Approval Tracking

RFx Parameters | Questions | MNotes and Attachments | Conditions

[ Detais | | || Add Question | | [ Delete |

Propoze Guestions ¢ Find Questions Create Questions

The takle lists all svailable guestions You can narrove doven the results by selecting the dropdovens on the toolbar,
ar you can enter in the filter rowe to get vour expected results.

Guestion: I:l Product Categary: | |

, * Optional Questions may be
w0 7" "1 added by selecting the ADD

eld Name F Question F Type B Product Category Q U E STl O N b u tt O n
(DGS/BOP functionality)

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
=
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Editing a Draft RFx

Questions

* To view the optional
.
Propose Questions /m Create Questions QueStlonS, SeleCt the

The table lists all available guestions v ou can narrowe down the results by selecting the dropdowvens on the toolbar, m atCh COd e n eXt to th e

or you can enter in the fiter rov to get vour expected results,

Guestion: | | Product Category: | m] G rou p f| e | d

Group: I| | Cluestion Type: | |
Figlel Mame: | ‘ |
— Choose the
ey | F Field Mame Cwestion F Type P Product Categary

. Question to be
added

= Select the

1
: All Values: Grouping for the Dynamic Attributes 1
1
1 . 1
I Results List: 6 results found for Group Personal Walue List  Settings  Showe Search Criteris 1 O K b u tto n
1 1
: Group for Dryn.Attrik = | Description :
: BMABD Bureau of Minority Wiomen Business Opportunities :
: CSTAR COSTARS Group :
| DG Mancatory Atributes :
: PAPR P& PREFERRED ARICULTURAL PRODUCTS :
: SIG Signature Graup :
: TEST used as atest group 1
— 1
: 1
1
i Neancel] 1
L~ 1
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Questions

i
 The selected Question is pulled into

The tabie b212 of avadabie o stions. Y ou can narow down the resuts by selacting the dropdowne on fhe tooker

. the Group field

O you Can et 0 i

i — Select the ADD button

* The selected
Question is included

on the tab

" MNotes and Attachments | Conditions ©  Approval |

'Ilﬂ(lnfomlaﬁnn|’ Bidders ltems

| RFx Parameters | Questions | Motes and Aftachments | Condtions

[ Details | | [ Add question | | [ Delete |
Question

Field Name
| Test
Has the submitter read, and does the submitter understand, the *Representations and Authorizations® listed
i ization=" Jisted jn =ecti i==ion _ 001

| | quesTion #1
|= the offerin g 3 2
| | PA PREFERRED AGRICULTURAL ARE YOU PROVIDING PA-PRODUCED AGRICULTURAL PRODUCTS AS DEFINED BY PA EXEC. ORDER 20fp-
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Notes and Attachments

RFJ{Irrfnrmaﬁnnr Bidders || Hems [  Notes and Attachments | Conditions |  Approval ©  Tracking

| RFx Parameters | CQuestions | Hotes and Attachments | Conditions |

Here you can add documents, edit internal and supplier notes, and create a celaboration room for the RFx
w hotes Ii‘

Fitter Setlings

Category Description
Tendering text -Empty-
Internal Mote -Empty-
-Empty-
w Attachments =]
Edit Description || VYersioning Delete Fiter Settings
Category Description File Mame Version Processor Visible Internally onhy Checked Out Type Size (KB} Changed by Changed on

[1] The table does not contain any data

« The RFX Information tab, Notes and Attachments sub-tab is used
to display text and attachments

 Select the link for the type of text to be entered
 Tendering Text is visible to the supplier

* Internal Note is visible only to COPA employees
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Notes and Attachments

Here you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx

» Notes ]

Fiter Settings

Diezcription

Tendering text -Empty-

-Empty-

-Empty-

7]

[ Add Attachment |[ EdWDescription || Versioning 4 || Delete | Fiter Settings
Category Description File Name Wersion | Processor | Visible Internally only | Checked Out | Type | Size (KB} Changed by | Changed on
|_| Standard Attachmentl§y EMERGENCY HOSPITAL SERVICES REQUIREMENTS Emergency Hospital Services Requirements.docx 1 ] m| docx 13 PO00GE252  08/09/2013
|:| Standard Attachment WEMS ALS MEDICAL CASE SPECIFICATIONS EMS ALS Medical Case Specifications.docx 1 O (| docx | 13 POO0SE292 | 02/0%/2013
l:‘ Standard Attachment EMS EMERGENCY STRETCHER SPECIFICATIONS EMS Emergency Stretcher Specifications. docx 1 O | docx | 13 PO0O0EB292 | 08/09/2013
l:‘ Standard Attachment S RESCUE BLANKET SPECIFICATIONS EMS Rescue Blanket Specifications.docx 1 O | docx | 13 PO0O0DEB292 | 08/09/2013

|| Add Tendering text 8 x|

1
Tendering text; | The Commonwvesth of PA is seeking certain Emergency | o :
Medical Supplies and Services for the period July 1, 2014 1
through June 30, 2015, We have estimated the quantities 1
needed during the aforementioned timeframe bazed upon 1
prior purchases. Reference the sttachments to this RFx 1
for product specifications and hospital service 1

1
1
1
1
1
1
1
]

* To add a Note, select the applicable
category

requirements. Please ensure that the infarmation

contained in vour bid responze iz complete, specific and
accurate. The Commodity Specialist for thiz RFx iz Jane
Sith at 717-214-1111 . w2

— Type or paste the text into the box
and select the OK button
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Notes and Attachments

Here you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx
w Notes ]
Filter Settings
Category Description
—l Tendering text The Commenwealth of PA iz seeking certain Emergency Medi...
:I Internal Note -Empty-
[ ] -Empty-
w Attachments lj
[ Add Attachment || Edit Description || Versioning || Delete | Fiter Settings
Category Description File Name Wersion | Processor | Visible Internally onhy | Checked Qut | Type | Size (KB) | Changed by | Changed on
|_| Standard Attachment EMERGENCY HOSPITAL SERVICES REQUIREMENTS Emergency Hospital Services Requirements.docx 1 n n docx 13 POOOGB292  08/092013
l:' Standard Attachment | EMS ALS MEDICAL CASE SPECIFICATIONS EMS ALS Medical Case Specifications.docx 1 O O docx | 13 PO00G3252 | 08092013
|:| Standard Attachment = EMS EMERGENCY STRETCHER SPECIFICATIONS EMS Emergency Stretcher Specifications.docx 1 O O docx | 13 POO0G3252 | 08/09%2013
|:| Standard Attachment | EMS RESCUE BLANKET SPECIFICATIONS EMS Rescue Blanket Specifications.docx 1 O O docx | 13 POOOGE292 | 08092013

 Repeat the process to add an Internal Note

* |f applicable, utilize the CLEAR button to delete an existing
note
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Notes and Attachments

Here vou can add documents, edit internal and supplier notes, and create a collaboration room for the RFx
- Notes i
Clear Fitter Settings
Category Description
Tendering text -Empty-
Internal Note -Empty-
-Empty-

w Attachments E
Edit Description || Versioning Delete Fitter Settings
Category Description File Mame: Wersion Processor Vigible Internalty onhy Checked Out Type Size (KB) Changed by Changed on

m The tabl§ does not contain any data

« Select the ADD ATTACHMENTS
button to browse for the document

ere, you can upload & file and sttach it to the header
File: |U:\Training TeamsRM 70| B

Description: |
izible Internally only:

— Attach the document by selecting
the OK button

Note: Do not use any “special characters” in the title of the
document that is being attached (i.e., #, $, &, etc.)
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Notes and Attachments

Here you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx
w Notes lf‘
Filter Settings
Category Description
Tendering text -Empty-
Internal Note -Empty-
-Empty-
w Attachments =]
| Add F\ﬂﬁchmentl| Edit Description |IVer5iuning ‘I| Delete | Fitter Settings
Category Description File Name Version | Processor | Visible Internally only | Checked Out | Type | Size (KB) | Changed by | Changed on
Standard Attachment EMERGENCY HOSPTAL SERVICES REQUIREMENTS Emergency Hospital Services Requirements.docx 1 [] 1] docx 13 POOOSS292  08/09/2013

* Following the attachment of a document, an overview of the
attachments area will display

—  Mark documents as “Visible Internally Only”, preventing them from posting
to the supplier portal

- If applicable, utilize available functions to EDIT DESCRIPTION of a
document or DELETE a document

—  Repeat the ADD ATTACHMENT process to continue adding attachments
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Notes and Attachments

w Attachments
| Add Attachment || Edit Description | WVersioning « |[IDeIete |
Category Description File Name Wersion | Processor | Visible Internalty only | Checked Out | Typ|
|_| Standard Attachment EMERGENCY HOSPITAL SERWICES REQUIREMENTS Emergency Hospital Services Requirements.docx 1 [] [] dod]

Do not use the VERSIONING option in the Attachment section

— If edits to an attachment are required, delete the current version
and replace it with the revised version
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Editing a Draft RFx

« Bidders

— On restricted bid invitations, the solicitation is available only to
those suppliers who are identified

— On public bid invitations, any registered supplier with an interest in
a particular solicitation posted in the portal may submit a bid
response
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Editing a Draft RFx

Bidders
RFX Information .~ Bidders " temz ©  MNotes and Attachments © Conditions ©  Approval | Tracking
-
Add Bidder by Company ID: [ ada |I| [ Search for Bidders 4 | | | Output Medium Delete
Nty | Company Name Contact Country Company D Bidder Contact Perzon Phone Number Cutput Medium

*  Aminimum of one bidder must be entered on the Bidder tab in
order to satisfy SRM system requirements

* Enter the appropriate supplier number in the Add Bidder by
Company ID field, and select the ADD button

— Note: The Public Advertising Supplier ID is 815901
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Bidd
RFX Information ~  Bidders " temz | Motes and Attachments | Conditions |  Approval ©  Tracking

Add Bidder by Company ID: | |[2dd | [ Search for Bidders « | | [fend Notifications |[ Output Medium | | [ Delete | Settings
T | Company Name Contact From internal Directory Company ID Bidder Contact Person Phone Number Output Medium
" | MuLTLAWARD PARENT T 305074 305831 Mail
I:l SHANROCK SPECIALTY SERWICES Shamrock11 Shamrock11 us 210251 308102 1231231233 Mail
l:‘ SECCO Seccol1 Seccoll us 210192 306047 1231231233 Wail
I:‘ EDWIN L HEIM CO EDWVINT 1 EDWWINTA us 210187 308026 1231231233 Mail
l:‘ PENNSYLVANLA INDUSTRIES FOR THE PIEH Bidder us 210249 306096 T17-214-6627 Wail

* If the supplier number is not known, it can be located by selecting
the SEARCH FOR BIDDERS button

— Choose the “From Internal Directory” option

— Do NOT use the “Supplier Directory” option as it is not
functional
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ltems

RFX Information © Bidders . ltems |’ Motes and Attachments | Conditions ©  Approval | Tracking
¥ ttem Overview 7]
|| RFx Response Required for Alltems | | Allow RFx Response Modification
[ Details || Add Line a || Add Subiine . |[§}][HE][ cut |[ Copy |[ Paste 4 ][ Delete | Expand All Collapse All Fiter Settings Hide Outline
5| Line Number | tem Type | Product ID | Description Lot | Product Category | Quantity | Unit | Currency | Delivery Date | Target Value | Notes | Attachments | Total Value | Internal kem Number
|_| o ﬁ 5] Material EMS ALS Medical Cases [ 42171912 73.000 EA usD 11,250.00 O 0 1
D - @B | Material Rescue Blankets [] 42171701 225.000 EA | USD 5525000 0 0 2
l:‘ = ﬁ@ Material Emergency Stretcher [ 42171611 150.000|EA usp 500000 O ] 3
l:‘ o ﬁ@ Material Emergency Hospital Services | [] 85101504 80.000 H usp 20,000.00 0 i} 4
. ﬁ@ Material 0.000 uso 0 0
= ﬁ@ Material - 0.000 usp 0 0
= ﬁ@ Material - 0.000 uspD 0 0
. ﬁ@ Material 0.000 uso 0 0
= ﬁ@ Material - 0.000 usp 0 0
= ﬁ@ Material - 0.000 uspD 0 0

* The information on the ltems tab should be reviewed for
completeness and accuracy

— Field entry or edits may be made at both the ltem Overview
and Item Detail level
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ltems
&«

W tem Overview

[v| RFx Response Required for Alltems || Allow RFx Response Modification

[ Details |[ Add Line 4 || 2dd Subline « |[£¢][|[ cut |[ Copy |[ Paste 4 |[ Delete | Expand All Collapse Al Filte
-'—|I‘:| Line Number | kem Type | Product D | Description Lot | Product Category | Quantity | Unit | Currency | Delivery Date | Target Value | Notes | Aftachments | Total Value | In
|_| O ﬁ El Material EMS ALS Medical Cases [ 42171912 75.000 EA usoD 1125000 O o 1
:| = @glEl  Material [ 4217170 725,000 EA | USD 552500 O [V} 2
:| = @@IE  Material [ 4z21m8n 150.000 EA | USD 9,000.000 0O 1} 3
:‘ = g = Material ices | [] 85101501 80.000 H uso 20,000,000 0 1] 4

= ﬁlil Material ~ 0.000 uso 0 0
=

* Option to designate RFx Response Required for All ltems is available
at the Item Overview level

* Various action buttons are also present

— Show Details, Add Line, Cut, move up/down arrows, Copy, Paste,
and Delete
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tems

¥ ttem Overview 7
|| RFx Response Required for Alltems | |Allow RFx Response Modification
f Add Subline | [{#][HE][ Cut |[ Copy |[ Paste « ][ Delete | Expand All Collapse Al Fitter Settings Hide Outline
"Ij Line Number | ftem Type | Product ID | Description Lot | Product Category | Quantity | Unit | Currency | Delivery Date | Target Value | Notes | Attachmentz | TotalValue | Internal tem Number
o ﬁ ] Material EMS ALS Medical Cases [ 42171912 T5.000 EA uso 11,250.00 0 o 1
] ﬁ El Material Rescue Blankets [ 42171701 225.000 EA uso 5,625.00 o o 2
o ﬁ@ Material Emergency Stretcher [ 42171811 150.000 EA uso 9,000.00 o o 3
o ﬁ@ Material Emergency Hospital Services | [ 85101504 80.000 H usD 20,000.00 o a 4
» @B Material v 0.000 usp 0 0
[»] tem :EMS ALS Medical Cases [x]
- Item Data Notes and Attachments Conditions Delivery
Identification Currency: |USD
tem Type: |Material Quantity/Unit: | 75000 [EA ]
Product ID: | i)
Description: [EMS ALS Medical Cases] | Target Valus: uso
Product Category: (42171812 EMS RESCUE CASES
Lot []
Further Properties
Manufacturer Part Number: | |
External Manufacturer:
w Partners and Delivery Information =
Details || Add Send E-Ma Ca Clear Fitter Settings
Function Number Name Phone Number
= Reguester 337344 Angela Ezhleman
= Goods Recipient 337344 Angela Eshleman
= Ship-To Address 300001 EXEC BRANCH
= Location 73 DGS T17-787-50596

 Upon selection of the DETAILS button, further details for
the line item display below the Item Overview
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Iltems

[#] tem : EMS ALS Medical Cases E
/m Haotes and Attachments Conditions Delivery
Identification Currency: |USD
EuhrE 2R Quantity/Unit: | 7s.000[[a 9]
Product ID: | =]
Description: [EMS ALS Medical Cases| | Target Value: usD
Product Category: 42171912 (7| EMS RESCUE CASES
Lat: []
Further Properties
Manufacturer Part Number: | |
External Manufacturer:
W Partners and Delivery Information [~]
Details || Add Send E-Ma Ca Clear Fitter Seftings
Function Number Name Phone Number
= Reguester 337344 Angela Eshleman
= Goods Recipient 337344 Angela Eshleman
= Ship-Te Address 300001 EXEC BRANCH
= Location 73 DG5S T17-FB7-55996

« The line item’s ltem Data tab contains the Description, Product
Category, Quantity, Unit of Measure, Target Value, and Partner and
Delivery information

95



‘W pennsylvania

"
Al DEPARTMENT OF GENERAL SERVICES

Editing a Draft RFx

Iltems

 Select the navigation arrows to move from item to item within the
line item detall
[ imEMS ALS Medical Cases ]

tem Data Notes and Attachments | Conditions Delivery

Fiter Settings
Category Description
Tendering text Medical cazes must contain three (3) trays or drawers, a...
Internal Mote -Empty-

w Attachments Ij

Add Attachment || Edit Description || VYersioning Delete Filter Settings
Category Description File Name Version Processor Vigible Internally onby Checked Out Type Size (KB) Changed by Changed on
|I| The table does not contain any data

« On the item’s Notes and Attachments tab, review the information
defaulted from the shopping cart

— Make any necessary additions or edits
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Document Builder (DB)

Edit RFx :
Check [ save || Print Preview || Close |[ Related Links 4 || Read Only |

RFx Humber S100004510 Smart Number 15EMS Supplies_Services FY 14-15 Type Invitation For Bid Statu|
Number of Suppliers S Humber of tems 4 Version Humber Version Type Active Wersion

 Select the SAVE button to put the solicitation into a Saved
status

Display RFx:
| check || Print Preview || Close | Related Links 4 || K Edit | | | [ copy || Convert to Auction |

Document Builder

RFx 15 EMS Supplies_Services Fr 14-15 o TUHIIE510 saved

RFx Humber &100004510 Smart Number 15 EMS Supplies_Services Py 14-15 Type Invitation For Bid Status Saved
Number of Suppliers 5 Humber of ltems 4 Version Number Version Type Active Version External

DEY Ing; tico I: Biddare | Bamo botas aod Attashmante L fondi

 Select the RELATED LINKS button
— Select Document Builder from the dropdown menu
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Editing a Draft RFx
What is Document Builder (DB)?

DB is a software product that works with SRM to create legal
documents from Solicitations, Purchase Orders, and Contracts

» DB is used with paper or electronically submitted responses for the
creation of Commonwealth procurement documents

 The created SRM document is pulled into DB and, based on the
document type and other inputs, the user answers a series of
questions that builds a legal document

DB automatically creates the type of legal document from which DB
was launched: RFP, Purchase Order, etc.
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Editing a Draft RFx

Creating a Legal Document

DB interfaces with SRM for the creation of legal documents for the
following solicitation types:

- IFB
- RFP
- RFQIT-ITQ
- SPR

DB also interfaces with SRM for the creation of legal documents for
Contracts and Purchase Orders
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Creating a Legal Document

* Why does the non-IT RFQ not require the use of DB?

— The non-IT RFQ is only used for acquiring price quotes from suppliers on
existing ITQ contracts.

The T&Cs of the contract are associated with the follow-on document (a
Purchase Order), so the output of the RFQ will contain language referring
the supplier to their contract.
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Editing a Draft RFx

Creating a Legal Document

The questions that are answered in DB serve to build the legal
document with T&Cs

Certain T&Cs can be edited or removed; this is done under special
circumstances and will be reviewed

A user can add T&Cs as necessary for special terms

— Text may be cut and pasted into DB, but it must be in HTML format
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Editing a Draft RFx

Creating a Legal Document

« SRM automatically routes documents with non-standard
T&Cs to identified approvers

— The Purchaser must check the Non-Standard T&Cs checkbox
in order to have the document workflow to the proper approvers
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Editing a Draft RFx

Creating a Legal Document

« The RFQ IT-ITQ DB template was prepared by OA and DGS with
Chief Counsel involvement and should not be edited

— Through the solicitation process, we are including a statement
of work to which the supplier provides a quote

 Contracts already exist with the IT suppliers, with T&Cs which are
set, and cannot and should not be changed through the RFQ
process

— The resulting PO cannot add new or conflicting T&Cs because it is against an
existing contract, not a new, comprehensive contract document
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Editing a Draft RFx

Document Builder (DB)

* ltis a single “click” process to open DB from the solicitation

 Every question must be answered in DB
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Document Builder (D

B)

¥ SAP NetWeayar Portst - Windows internet Explorer I ey X
G| o T mitps) qatweb0L state.paus s the B|%|X R
Fiie EGH \View Favorites Tools Help
. v -
favantes ¥ SAP NetWeaver Poctal ol v E] - L P. 52 s v 0'
Oooatme Dota ot Heraced
ocumard Bakder
Seve  (aor w e Tirenie Semess  Caeset  Setesh
Manrher Dwta s Dacavere Surrary Powiew Anactvets
Gemernl Dana Aoniisirasve Dots
Decammsd Mavder 900K Cortart COPA
= e 10000 ety POONEEIL
cetert HoSte ywrt 810000480
e > Datun e
i
Seecme * PECOU
s
e * DEPALL
w
Docaruet Duw * GLT |«
Meguration Sety
Tent Vpcats Levet e
8 Douse Rejyam Sov mpwre T
Proceterert mageTetats
Documen Ve sons
.........
i Versae owwwat 3y L Creatir Tiow tire [etwms Con
rogoeses 40N o
X WL tranet | Protected Mode: Of! 1005
- —

DB opens in a new window,
on the Header Data tab

— Verify the information
defaulted from SRM

= Make any necessary
additions or edits to
required fields
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Document Builder

T SAP MNetWeaver Portal ff’ﬁ B v e

/T Mot all dialog data has been accepted 4' FINISH WITH DEFAULTS’ E
e / i each question should !

' always be responded to

Groups Is this for the procurement of:
FrEirLE Iz this primarily for the procurement of: (Pick only one) m
Document Data Groups () Material
~ 3 CoPA Content () Service
» 3 Is this for the procurement of: ) Furnigh and Install

= 3 Issuing Office
= 3 Procurement Results, Contract or Purchase Order

« 3 Small Business Procurement

W o tin s chmitta

 On the Dialog tab, view each question and, when
applicable, respond with an answer

— Select the REFRESH button after reviewing and/or
responding to the question
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Document Builder

I SAP MetWeaver Portal Ff}i - ~ [ pen

gi\, Not all dialeg data has been accepted

Document Data User Workspace

Copy Save Save as Uzer Template Releaze Cancel Refresh Log Off
Header Data © Dialog Document Summary Preview Attachments
Groups Is this for the procurement of:
Pre-.riuus AT EELE Iz this primarily for the procurement of: (Pick only one) E
Document Data Groups () Material
w 3¢ CoPA Content () Service
« ¥ Is this for the procurement of: ) Furnish and Install

= % Issuing Office

— The default warning message “Not all dialog data has been
accepted” displays in the upper left corner until all
questions have been viewed

— Select the NEXT button to proceed to the next question

107



pennsylvania

H
2 m'.
/ "
"‘ai‘ DEPARTMENT OF GENERAL SERVICES

pr——

Editing a Draft RFx

Document Builder

7 SAP NetWeaver Portal -8B ~= M=

& Mot all dialog data has been accepted

Document Data User Workspace

Document Builder

Edit Copy] Save |Save as User Template Release ~Cancel Refresh Log Off
Header Data ~ Dialog Document Summary Preview Attachments
Groups Is this for the procurement of:

P e R B TS T Is this primarily for the procurement of: (Pick only one) E

Document Data Groups ) Waterial
« 3 CoP4 Content ) Service
= 3 Is this for the procurement of: () Furnizh and Install

= 3 Issuing Office

 Select the SAVE button at any time to hold and protect
your work
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Document Builder

Z7 SAP NetWeaver Portal Mo El -~ 2] == ~ Page~ Safety

Document held

Document Data User Workspace

Document Builder

Edit JCopy Sawve Save as User Template Release Cancel Refresh Log Off
Header Data © Dialog Document Summary Preview Attachments
Groups I= this for the procurement of:
S L ST T T Is this primarily for the procurement of: (Pick only one) m
Document Data Groups ) Material
* oF CoPA Content ) Service
= ¥ s this for the procurement of: () Furnish and Install
= o lzzuing Office
= o Procyrement Be=zults Contract or Purchase Order

— The message “Document held” displays after saving

* Select the EDIT button to continue viewing/responding to questions
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Document Builder

Document Data User Workspace

Document Builder

Edit Copy Sawe Saveas UserTemplate Release Cancel Refresh Log Off

Header Data Dialog Document Summary Preview Attachments

Document Summary

Document Sections Element Summary
~ ESETE View: |[Stﬂndard View] '| | Export 4 Create Edit Inserts Cut Paste Delete  Utilties o Finish with Defaults
= TABLE OF CONTENTS
« PART |- GENERAL INFORMATION | Position | Section | Element Effective Date | Wersion | Regulation Set | Property = Description Edi
+ PART ll- REQUIREMENTS || 11 ToC 10M24/2006 IFB IBR: Table of Contents
« Part Il - SELECTION CRITERIA. | | 211 PART_I 1242008 IFB IBR: PART |- GENERAL INFORMATION
« Part IV - WORK STATEMENT 31 HFB-001.1 10M24/2006 IFB Full Text | IFB-001.1 Purpose (Oct 2006)
« PartV - TERMS AND CONDITIONS [ | 41 HFB-008.1C | 12/01/2006 IFB Full Text | IFB-00&8.1C No Pre-bid Conference (Oct. 2008)
| 501 HFB-009.1 lrzziZiz IFB Full Text | IFB-009.1 Questions (February 2012)
| 6|1 HFB-010.1 12/01/2006 IFB Full Text | IFB-010.1 Addenda to the IFB (Oct. 2006)
| 71 HFB-024.1 1210442006 IFB Full Text | IFB-024.1 Bid Protest Procedure (Oct 2006)
| g1 HFB-029.1 12/04/2008 IFB Full Text | IFB-029.1 Prices (Dec § 20058)
| 91 HFB-030.1 12/04/2006 IFB Full Text = IFB-030.1 Approved Equal (Nov 2008)
i 10 1 HFB-031.1 12/04/2006 IFB Full Text | IFB-031.1 Atternates (Mov 2006)

 The Document Summary tab contains a table which lists the
clauses contained in the document; the inclusion or exclusion of
clauses is based on your responses
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Document Builder

Document Data User Workspace

Document Builder

dit Copy Sawve Save as User Template Release Cancel Refresh Log Off

Header Data Dialog Document Summary . Preview Attachments

Available Qutput Types

Available Sections

My | Report Type Report Mame Generate
|:| 1 Document
|:| 2 Reviewers Check List
I:' 3 Responses Report

 The Preview tab contains three documents (reports) which are

automatically generated as the questions on the Dialog tab are
completed
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Document (Terms & Conditions)

Table of Contents

PART I - GENERAL INFORMATION .....ooiiiiiiaeiiiteetieteeieeiaees et e it aees st esaeseesssaaese et aeseeseesesaaase st e eneaseessesaaansssaesaaneerens 2
L1 TFB-001.1 PUrpose (OCt 2000) .. oveoiiiieeet ettt ittt ettt ettt es e s et e st et et 2en e et e ea e s e et e en e e e en e e e e e esaesaaneerens 2
1.2 IFB-008.1C No Pre-bid Conference (OCt. 2006) ..o iieeeiiee it et srnas st tessr e sr s ernaessaeansaesaseesnsaesseeassassaseens 2
L3 TFB-009.1 Questions (Febrtary 2012 )., . ettt ettt eere e e et e e eeeeneenne e e e e aeneeneas 2
L4 TFB-010.1 Addenda to the IFB (OCt. 2006)....ui i ettt srea s st e ssr e es e ernae e se e tae e s eeennaesseeansaesareans 2
1.5 TFB-024.1 Bid Protest Procedure (Ot 2006) .....oviiir ettt eraenee st se e eeeeneenne e e e e aeneenens 2
L6 TFB-029.1 Prices (IIC 6 2006 ) ..o i oottt et ea et e et re e e e e ea s s e et e e e es e et s e e e e e aeneenaas 4
L7 IFB-031.1 Alternates (Oct 20013 ). ettt e et e et e e s e e s e e e aene e 4
L8 IFB-032.1 New Equipment (INOV 2006 .. .oiii e iriiie et e et ettt eaa et eassnas e vea et e e essannaeeteesesaseeisaennsesten s aaneeiaeas 4
1.9 I-TFB-033.1 Modification or Withdrawal of Bid (NoV 2006) .......ooiiiii i 4
[.10 I-IFB-034.1 Rejection of Bids (INOV 20006 .ocoiivier ettt ettt ettt e ene e en e a e et e esaeeeenees 5

 Document is the complete T&Cs for the solicitation document, in Adobe
PDF format. This will need to have the title changed once it is in the
solicitation document.
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Editing a Draft RFx B

Reviewer’s Report

Reviewer's Checklist for P00446880 01/02/2014 11:38:09 on 2014.01.02 (version 1)
Number Prescription Source Section Name Title Changes Fillins
0001 1 TOC
DARTI - GENERAL
3 =)
o002 [ PART_I INFORMATION
PROJECT_TITLE =
IFB-(01.1 Purposs (Oct
o003 ! FIFB-00LL ooy AGENCY_NAME =
IFE-00%.1C Mo Pra-bid
ooos ! IFB-008.1C | o ferenca (Oct. 2006)
0005 I I-IFB-008.1 I;?'E_Eg'_lﬁ%ﬁ‘“‘m
0006 ! LIFB.0101 |FB-010.1 Addenda to the EFB—'j‘GE“\m—“Hm
RS (IFB (Oet. 2008) B
- IFG-024.1 Bid Protest
pots ' FIFBOL o rocagurs (0ot 2006)
A3 Pricas
D008 I LIFB-029.1 ﬁ%;‘g'l'm" (Dec 6
0009 1 -IFB-031.1 ﬁﬁl'”‘“ﬂam (Ot
IFE-032.1 New Equipment
R
0010 1 I.IFB-032.1 (Mov 2006)

* |dentifies, per clause, all fill-in responses, as well as any edits that
were made to the document language.

113



pennsylvania

Editing a Draft RFx

Responses Report

Responses Report for P00446880 01/02/2014 11:38:09 on 2014.01.02 (version 1)

Question Response
Is this primarily for the procurement of: (Pick only one)

Apparel

Passenger Vehicles (Automohbiles)
Commercial Vehicles

PennDOT

Additional charge per vehicle 0.00
Printing

Road Materials

Paper or Paper Products
Steel Products

Prior Notification

On Pallets

IT

Laundering Services

MNone of the above

* |dentifies, per field, the responses (or lack of) which were entered for
each question.
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Editing a Draft RFx

Document Builder

Document Data l User Workspace

Document Builder

Edit Copy Save Saveas User Template | Release |Cancel Refresh Loo OFF
Header Data '~ Dialog Document Summary Preview Attachments
Groups Is this for the procurement of:
REE sl Db Is this primarily for the procurement of: (Pick only one) E
Document Data Groups ) Material
= ¥ CoPA Content 7 Service
= o Iz this for the procurement of: () Furnish and Install

= o IzzUing Office
= o Procurement Results, Contract or Purchase Order

= ¥ Small Business Procurement

= o Calintatinn tn ha courhnithord

« The RELEASE button becomes available after all questions
have been reviewed/responded to
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Editing a Draft RFx

Document Builder

Document Data Uzer Workspace

Document Builder

Edit Copy Save Save as UzerTemplate Releaze Cancel Refresh§ Log Off
Header Data Dialog Document Summary Preview Attachments

Available Output Types
Available Sections
5| Report Type Report Name Generate
|:| 1 Document
|:| 2 Reviewers Check List
|:| 3 Responses Report

* When the legal documents have been migrated into SRM, the
RELEASE button is no longer available

« Select the LOG OFF button to exit Document Builder

116



pennsylvania

H
u m'-
‘ "
"‘ai‘ DEPARTMENT OF GENERAL SERVICES

Editing a Draft RFx

Document Builder

Display RFx:
[ check |[ Print Preview |[ Close |[ Related Links;ll 4 Edit | | [ Copy |[ Convert to Auction |
RFx Humber 6100004510 Smart Number 15EMS Supplies_Services FY 14-15 Type Invitation For Bid Status Saved Created On 08/0%2013 07:10:19
Humber of Suppliers S Number of tems 4 Verzion Number Verzion Type Active Version External Version Humber

'I!Fxlnfnmlati:m|’ Bidders | ltems | Motes and Aftachments | Conditions | Approval =  Tracking

| RFx Parameters | Questions | § Notes and Attachments | Conditions

ation room forthe DEx

« Select the EDIT button in SRM

« Select the REFRESH button

— The documents are attached to the Notes and Attachments sub-
tab on the RFx Information tab
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Editing a Draft RFx

Document Builder

RF)(IrrfnrmaﬁnnI’ Bidders | lkems | Motes and Attachments | Conditions | Approval ©  Tracking

| RFx Parameters | Questions | Motes and Attachments | Conditions |

Here you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx

 Hotes ]
Clear Fitter Settings
Category Description
Tendering text Contract will be for 1 vear upen the effect date of the ...
Internal Note -Empty-
-Empty-
w Attachments Ij
Add Attachment || Edit Description Jersioning Fitter Settings
Category Description File Name: Version | Processor | Visible Internally only | Checked Out | Type | Size (KB) | Changed by | Changed on
Standard Attachment  Bid Specs for Emergency Medical Supplies  Bid Specs for Emergency Medical Supplies.docx 1 [ [ docx 18 POO446830  01/0%/2014
Legal Document Responses Report Responses Report 1 O htm 36 SRMRFC 01/09/2014
Legal Document Reviewers Check List Reviewers Check List 1 [J] O htm 42 SRMRFC 01/08/2014
O pdf | 75 SAMRFC 01/09/2014

Legal Document I Terms & Conditions Document I 1 O

— Locate the attachment titled “Document™ and change it to
“Terms & Conditions”

— Mark the other 2 documents “Visible Internally Only” by
putting checks in the checkboxes
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Editing a Draft RFx

Notes and Attachments

AFX wiormation Baters fems mmw Congtons Apgroval Tracing
¥ lotes. -
{204 § Ciear | Fanr Satinge
Assgnes To Category Text Prevew
Docement Hysder  piwinal ety EHS suppien and secvices are nooded i the avertofa

Document Header Tergerng tak) The Commonwesih 0f PA it seehng cartain Emergancy Nedt
om0 1" EMS ALS Nedcal Cases’ L Nedcal cases must contaie three (2 rays or rawers, a

tenlZ Reatwe Sankets” Emargency rescue Diaekets must be nsuated and walar ra
te=d3 Emergency Stratcher

Tundurng byl Emargancy Stretcher must contan 1 757 forped sleei adiu

tendd Imerpency Nosptal Sernces” [eraerng bext Emergency Mospal Services wil pciude bet not e b

w Attachmanis [

4dd Attachment || Eat Descrtion || Versisang . | Delete 7ier Setnpa

Asngnes To Catngary Descripton Fim Yanmw Varsos | Processs Viaiie mternaly only  Checkad Ot Type  Saa (KB} Chasged by Chasgeden =
Dscument Mesder  Standerd Aschmest 13 HESC) ANKET EMS Rescue Blonket Specifications doca 1 docx: 1) PO00SR252 GA0R201)
Decument Heager Standard ARachmest SIS SAERCENCY STRETONER SFECEEATONS EMS Emergency Streicher Specifications docx ! docx 12 7000520892 04&OH2013
Decument Header  Standard Agchmest EiS ALS BEDICAL CASE SAECFCATIONS EMS ALS Nedical Cane Speafications docx gecx 13 PO00SE292 CSOWNI013
Decument Header  Standard Aschmest ENEE: (1S Emecgercy Hospls! Sernces Requremanis docx | docx | 13 00058292 02082013
Document Heagder  Legal Documernt Document pat 46 SRMAFC A0S0ty -

* The primary Notes and Attachments tab is a collection of all notes
and attachments from the entire document

— The “Assigned To” column identifies whether they are at the Document
Header or ltem level

— Additions or edits to any notes or attachments may be made on this tab
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Approval

Edit RFx :
Q.

| Putian | Chech | Save || oree Praview || Cuae || Ruisted Links o || Rand Oniy |

FFx Mumber E100027171 Smart Number CKA RFx Demo 1.2-14 Type kviaten For 5d Status Saved Created On 01022014 111538 Created By Cynihia Anderson Time Zone EST of 5 ers 1 Number of ltems 2
Versan Number Version Type At Versen Extermal Varsion Number
AFX nformation Baders Rerre Netes and Atlaschments Candecas ‘ Approval | Trackng
Cutrent Stwun  [niial Header Azpraval Nete
Currest Process Step
Cartertly Procassed By
Approval Process Oala Dpwrizad as XML
Hondar ferm
Header Approval Status
Settings
Seguence Frocess Step Shatus Processor Recewed Oo  Frocessed On  Forwarded By
. 0 SAM 8fx approval  Open (No Oecmon Made)  Chert ¥ jgul Ghittiyr A 1 Gayt Grs: e T 1

 Select the Approval Tab to review the levels of approval required
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Tracking

RFX nfer o B i Notes and Amactawnis Cordiiens Apgrovel f Tracking |
=)
w Hatory =]
View Undted States Dofar e
Gacument Hame Decument Rumber Back-£nd Dozumen? Number Stata Date
Shegping Cart CKA Test Cant for Demo 1-2-18 L1554 Approved Ra2014
CKA RFx Demg 1-2-14 e Saved
- Status =]
System Status
> heomglein
¥ Verson Overdew =]
(Dot [ Comgare
T Versos Document/Versios Type Cronted On Changed On Oocument Name External Verson Rumber
Actrve Document 018272014 1148232 fIma2e14 12D CKA R¥x Demo 1-2.18
¥ Change Cocumenna =]
Changed Snce Chasged From/ | Search | Flley
Haader e AR bue OF Vake Naw Ve Cranged By Changed On Chngad A2 Varsian

 Select the Tracking Tab to review the History, Status, Version Overview,
and/or Change Documents of the Solicitation
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Editing a Draft RFx
Publish the RFx

Edit RFx :
Publish || Check || Save || Print Preview || Close || Related Links 4 |[ Read Only |

RFx is complete and contains no errors

RFx Number &100004510 Smart Number 15EMS Supplies_Services FY 14-15 Type Invitation For Bid Status Saved Created On 0&8/09/2
Number of Suppliers 5 Number of ltems £ Version Number Version Type Active Version External Version Humber

R'Fxlrlfumﬂﬁnnl' Bidders  lttems | MNotes and Attachments | Conditions ©  Approval Tracking

RFx Parameters | Cuestions | Motes and Attachments | Conditions

Identification Event Parameters
Smart Number: |15 M5 Supplies_Services FY' Detailed Price Information: | Price w
[l Crort Murobor i Codborool Eplloss On Diocamant S ontra e

 Select the CHECK button to view and resolve any errors

 Select the PUBLISH button to send the RFx document through
approval workflow
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Advertising Overview

Posting the Solicitation to the Portal
Solicitation Publication Reminders:

» After creating the final legal document in Doc Builder and
attaching it to the Solicitation document, select the
PUBLISH button
— SRM will automatically begin the following processes:

« Workflow and Approvals
« Publication to the Supplier Portal

— The Solicitation will become visible to the suppliers, and open for
response, when the Solicitation Start Date has been reached
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Advertising Overview

Advertising Protocol

« Arequirement to post this advertisement to eMarketplace is the
creation and approval of the Notice of Forthcoming Procurement
(NFP) form

— The advertisement form contains a mandatory field for the NFP ID number
generated when the form is created

— More information on this form can be found in the Procurement Handbook
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Advertising Overview

Advertising Protocol

* Posting the advertisement to eMarketplace provides minimal
information about the Solicitation, and refers potential responders to
the portal

— Portal contains full information for registered suppliers

— Registered suppliers can submit electronic solicitation responses directly through
the portal

« This should be done only once the Solicitation has been fully approved

— Posting to eMarketplace prior to being fully approved or prior to the
Start Date will only confuse suppliers
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Advertising Overview

For step-by-step instructions to submitting the Request to
Advertise Online form, refer to the eMarketplace website at
www.emarketplace.state.pa.us and choose the “Help” link
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Bidders Response

Vendor Administrator Didder
Bidder
Bidder Didder Bid Processing
+ Waelcome Bidder
+ Bl Processing < Solicitations - All. | Auctions - All |
» Entarprise Applications R
Akt = Search Criteria |
+ Supplier Service Centar
Solictation Number: ™8| (8100027171 | To | | &
Solictation Statua: |current RFx vl
Creation Date, < | 6] To | ) &
Doadiine Date Flag [ |
Status ‘ ~|
Response Timeframe ‘ Al ‘
[

Smart Number:

[ Lapply | [ Clear

| view: [(Standerd View) v|| cCroate Response | Disgia 1 Display At | ProtPeeviow | Refresh Exporta %

(.| Solicitation Number U Soliotation Description | Solictation Type | Solicitation Status | Start Date | End Date | Reaponse Number ‘ Respons
i 2713 CKA REx Domo 1:2-14  invitation For Bid | Published 01/02/2014  01/02/2014 No Bid Cr

* Bidder logs into PA Supplier Portal, selects the bidder tab

* Selects the bid they are interested in responding to
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Display Solicitation :
Print Preview | |

Solicitation Number 5100027171 Description CKA RFx Demo 1-2-14 Status Publizhed Start Date 13:00:00 EST Submission Deadline 13:30:00 EST
Remaining Time 0 Days 00:28:34 Solicitation Owner Cynthia Anderson Version Number 1 Version Type Active Version

Header I’ tems

Basic Data | Questions | Mote and Aftachments | Conditions

IRETTE [T Bid Name: * | CKA RFx Demo 1-1-14
Start Date: [01/02/2014 | [13:00:00

Submizsien Deadline: * | 01/02/2014 13:30:00
Opening Date: |01/02/2014 13:31:00

Change does NOT require approval: [

il

Fitter Settings

Function Number Name Phone Number
l:‘ = Requester Cynthia Anderson
l:‘ = Goods Recipient Cynthia Anderson
l:‘ = Responsible Employee Cynthia Anderson
l:‘ = Ship-To Address EXEC BRANCH 717-787-4719
l:‘ = Location OGS Bureau of Procurement T17-7F87-2155%

* When the bid displays, the bidder must select the REGISTER button
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Display Solicitation :
| | | Cluusel Create Response I F_xpnrt|

“ou are registered to the RFx and will be informed of changes

Solicitation Number S100027171 Description CKA RFx Demo 1-2-14 Status Published Start Date 13:00:00 EST Submission Deadline 13:30:00 EST
Remaining Time 0 Days 00:25:28 Solicitation Owner Cynthia Anderson Version Number 1 Version Type Active Version

Header |’ ltems

Bagic Data | Questions | MNote and Attachmentzs | Cenditions

Time Zone: |EST Bid Name: * |CKA RFx Demo 1-1-14
Start Date: [01/02/2014 | [13:00:00

Submission Deadline: * | 01/02/2014 13:30:00
Opening Date: | 01/022014 13:31:00

Change does NOT require approval: [_]

w Partners and Delivery Information [T
Details || Add Send E-Ma Ca Clear Fiter Settings
Function Number Name Phone Number
= Requester Cynthia Anderson
= Goods Recipient Cynthia Anderson
= Responsible Employes Cynthia Anderson
= Ship-To Address EXEC BRANCH T17-787-4719
= Location DS Bureau of Procurement TAT7-787-2199

* Once the REGISTER button is selected, a message will display stating,
“You are registered to the RFx and will be informed of changes.” The
bidder then must select the CREATE RESPONSE button to start the
bid response process.
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Bidders Response

Sutest | Rasd Oy Prwt Pewvew | Dweck  Coas  Save O«
p—

1D Cunnton Wan P statier mat ANE Oey 1N SRR 08 & PadERly martan Desene vae e
1 Gutnton " e 51 M ALEM0SCE W I “Sepresenin’ i Sy, M Ouestion srbe .

Sobetation Response Mamber E2L108114T Sobetatian bumiber 20021171 Satin  Pacens Sabervmaion Deadhoe FLUSIX00E 11302 00 L0 Operwrg Oste 9E2001 (330 01 207 Sobetstion Dwaer  Days 00
Veeshon Wumber Ache Veses W Verson Batber |

.
e

B ot Dyt Antersr Resperse Veryon Hember 151 UsD

S

Resdet | brw  Sevwmy Doy
Bepic s Comsiarn  Hides a2 ARsctwents

Evert Parameters
Slates ard Sumatics

S e Crewled On [ OVADIrE 11 47 08 £51
Gowenay: - [Pes Siee Uyt et By Ve Anpa Vimspradons
Tatpe Ve u! 29 empome Joeiush SUrERaIe 13 67 06 BT
LamPocamust By Ur Arps Vaogado
@ Fataer ans Dabary ibrmon ]
P .
St torae nave e et
+ Geoce Recysent Iyvrm Arcares
v . To aavees FREC RaNLH
" Lecasos SO% Sernas of ecermment

* An error message will display stating that the Mandatory
Questions must be completed
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Bidders Response

§ iz o7 acomdsnce it e Pepresenizions 1 Avborcsions’ it n ssfion “Sesson - M1 17 of e siached sobckion docurest? | |

Ei

fias e sabmiler s2ad and 03 e submlier understand Bie Pepreseeisbons £ad Avhormsbons” %4 in sadine “Sabrmssice - N1 of e aached sobiaie documesl®

« The bidder must select the Questions sub-tab on the Header tab and

answer the Questions by selecting the appropriate answer from the
dropdown menu
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Bidders Response

Create Response
wt | Fesd Ony Ford Prawew Yok G ]
Sclicrtwicn Beaponse Numer PA0ONEIS!  Sohctston Bamber S100LE States wPrecem  SshennionDeadbne 012004 12 5T Opersag Dele §5E222% 1230 Sclicuion Oanar 1 Dy iy Owrer Cpetaassener  Awapense VersenMamber £00USD
Version bumder Lotve Vesen FEs Viersion hamder
o =
W tey e -]
Lee Descotan e Aoouss et Colegr Pretudt Cupgory Desorpins Azzare Cuant b Carer e Ay Ve Resgesse | PFeiTewnese B vieTa ey st
« & VT 405 Bedc Coeme Vrvre PUTRGENGY ARDICAL TX 200 usy e u
- @u Feac 0 eers EMESGENCY R LY S50 '
- @n Ever e e EMERQERCY NE EA ush
. Verw uss
» Vsew usD
lllll usd
Ve usy
Vgerw uso
Vers 150
Lale J
‘oo

* The bidder then selects the items tab and reviews the information

» Selecting the DETAILS button will allow for further review of the line
item details
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Patrw

. 16t USO

Veritamurer Pwt Rerer

Cyeten Anteryee

EXEC BRAMGH

G Drsa ot Procarerant

* In the item details, the bidder can enter the pricing for each of the line
items and any other information pertinent to the line item

» Navigation through the lines items is done by using the navigation
arrows or by selecting the line item in the item overview
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Create Response

Submit | Read Only Print Preview | Check Close Save

Solicitation Response Number 8500068157 Solicitation Number 6100027171
Version Number Active Version RFx Version Humber 1

Header © lfems ° Summary" Tracking

Status In Process

Submiszion Deadline 01/02/2014 13:30:00 EST Opening Date 01/02/]

RFx Response Mumber:
tems with Response:
Questions:

Notes:

Attachments:
Conditions:

Total RFx Response Value:

6500068157
3 out of 3 items responded to
2 out of 2 questions answered ( 2 out of 2 mandatory)
3 notes added
No Attachments Added
3 conditions added
8,093.00 USD

 The bidder can then select the Summary tab to review the
information from the Bid Response
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Bidders Response

Create 5&5;)0:15& 1

|| Submit Read Onhby  Print Preview | Check |Close Save

RFx response is complete and contains no errors

Solicitation Response Number 85000828157 Solicitation Number 6100027171
Version Number Active Version RFx Verszion Humber 1

Create Response

47 Edit | PrintPreview | % | Close Withdraw

RFx response 6500068157 submitted

Solicitation Response Number S§S000528157 Solicitation Number &100027171
Version Number Active Version RFx Verzion NHumber 1

* Once all information has been entered, the bidder selects the CHECK
button to make sure the response is complete and contains no errors

 [f there are no errors, the bidder can select the SUBMIT button. A
message will display stating, “RFx response 65xxxxxxxx submitted.”
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Receive Responses Overview

pr——

Protocol for Public Openings: IFB

General Reminders:

Purchaser specifies time and place of opening in the solicitation
document (paper or electronic)

The Public Bid Opening procedure, as issued in the Procurement
Handbook, will be followed

Purchaser generates a bid tabulation spreadsheet showing only the
Responders’ names and their bid amounts for units awarded (item,
lot, or total, as appropriate)
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Receive Responses Overview

General Reminders (cont'd):

 The bid tabulation must be posted on the eMarketplace website after
the opening, under the Solicitation Tabulation section (not the award
section)

 For RFPs, the Notice of Contractor Selection memo must be uploaded

— Instructions on how to post this information can be found in the
Help section on eMarketplace
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Receive Responses Overview

General Reminders (cont'd):

 For IT-ITQs, Instructions for Public Posting of All Awards for
Solicitations Greater than $50,000,

— Agencies must post specific documents to the award section of
eMarketplace; a list of documents that should be uploaded can be
found on the ITQ Document Library Website

* Instructions on how to post this information can be found in the Help
section on eMarketplace
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Receive Responses Overview

Public Openings (applicable to IFBs only)

Verify
attributes,
evaluate,
_> —
and
\ determine
Post supplier Issue a
Download Excel Statewide
) Format
Pr_o.cesfs ., Open _ Analyze eval into b Excel I+ sheetto | N Make L, contract,
Solicitation =~ Responses  Responses Excel - DGS \ Award Agency
sheet website contract,
Check or PO
/ CRP and
> other [—
contract
pre-reqs

* Above responses contain only cost information
— Submitted and opened electronically
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Receive Responses Overview

General Reminders regarding RFP Evaluations

 Three items are submitted separately
1. Technical (submitted on paper)
2. Small Diverse Business (SDB) data (submitted on paper)

3. Cost (submitted via SRM or on paper)
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Overview of Responses and Awards

— Review and evaluate each supplier’s response to the RFx

— Accept the response(s) for which a procurement award will
be made

— Generate the award document(s)
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Locate Supplier Responses

SRM

My Settings

Reports

Display SRM Documents

v Search Criteria

Requisitioner

SRM = SRM = RFxand Auction Full Screen
~ RFxs -All Auctions - All
Personalize

View: |[Standard View] ~|| Create RFx Copy Edit Delete | Publish Awards Print Preview | Refresh Exporta AT
Receiver = . A
I RFx Number RFx Nme Type Status RFx Cateaurv Purchasing Organization
Purchasing l:‘ 5100004510 15 EMS Supplies_Services FY 14-15 (=]0] Published COPA Purchasing Organization
Workload Redistribution | | 5 15 EIS upples_Services FY 14-15 BID Saved mPA Purchasing Organization M1 3 1]
) 6100004505 PO00GE292 08/08/2013 15:24 BID Published COPA Purchasing Organization 08/08/2013 1
Business Partner —
6100004504 15 EMS Supplies_Services FY 14-15 RFQU Saved COPA Purchasing Organization 08/08/2013 0
ST AR 6100004503 15 EMS Supplies-Services FY 14-15 BID Saved COPA Purchasing Organization 02/08/2013 0
- Services 6100004502 15 EMS Supplies-Services FY'14-15 RFQU Saved COPA Purchasing Organization 08/08/2013 0
- ) ) ) ) A
RFx and Auction || 6100004500 Wood Chipper and Stump Grinder RFx BID Publizhed COPA Purchasing Organization 08/08/2013 0
6100004455 Wood Chipper and Stump Grinder RFx RFQU Saved COPA Purchasing Organization 08/09/2013 o
Create Documents —
5100004455 Wood Chipper and Stump Grinder2 RFx RFQU Saved COPA Purchasing Organization 0
* Create RFx 1
5100004497 PO0068292 08/06/2013 09:50 BID Saved COPA Purchasing Organization 0 =]

* Create Auction

Last Refresh 08/0F9/2013 08:21:20 EST Refresh 5]

« Search for the solicitation in the POWL

» Display the solicitation to review
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Responses and Awards

Open the Responses

Display RFx :
| Check || Print Preview || Close || Related Links « || 4 Edit | | | | Copy Il Responses and Awards § Create Follow-on RFx || Convert to Auction |

-
N

RFx Humber &100027171 Smart Number CKA RFx Demo 1-2-14 Type Invitation For Bid Status Published Created On 01/02/2014 11:19:38 Created By Cynthia Andersen
Time Zone EST Number of Suppliers 4 Number of kems 3 Version Humber 2 Version Type Active Version External Version Number 1

Rﬂllrrfnrmﬂﬁnnl’ Bidders | lems [ MNotes and Attachments | Conditions | Approval | Tracking

RFx Parameters | Questions | Motes and Aftachments | Conditions

Identification Event Parameters
Smart Number: [ca RFx Demo 1-2-14 Detailed Price Information: | Price with Conditions

["] Smart Mumber is External Follow-0On Document: | Contract
RFx Type: | Invitation For Bid Bidder Can Change RFx Responses:
Bid Description: | CKA RFx Demo 1-1-14 Allow Muttiple RFx Responses for Each Company: [

Publication Type: |Public RFx Scenario Award/Contract

Organization
Purchaging Organization: |COPA Purchasing Organization

Purchasing Group: |DGS Central Purchase Purchasing Group Show Members

« Select the RESPONSES AND AWARDS button
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Open the Responses

Responses and Awards
| | | Close || Create Follow-on RFx || Convert to Auction || Export || Questions and Answers (0 ) |
Remaining Time 0 Days 00:00:00 Smart HNumber CKA RFx Demo 1-2-14 Type Invitation For Bid Status Published Humber of Suppliers 4 RFx Number 6100027171
Response Activity Responze Comparison Surrogate Bidding
Detailz || Response On Behalf Contract Mass Update Expand Rows
Responze Number Re=sponze Status Company Name Bidder Name Re=sponze Version Last Changed Responze on Behalf
6500068159 Submitted CHARLES S WINNER: INC 01/02/2014
6500068158 Submitted CENVED CORPORATION 01/02/2014
6500068157 Submitted SAF-T-GARD INTERNATIONAL INC 01/02/2014
PUBLIC ADWERTISING SUPPLIER

» The Responses and Awards screen displays

— The Response Activity tab shows an overview of the bid responses
for the RFx

= Response Number, Response Status, etc.
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Open the Responses

Responses and Awards
| | | Close || Create Follow-on RFx || Convert to Auction || Export || Questions and Answers (0 ) | @
Remaining Time 0 Days 00:00:00 Smart HNumber CKA RFx Demo 1-2-14 Type Invitation For Bid Status Published Humber of Suppliers 4 RFx Number 6100027171
Response Activity ] Responze Comparison Surrogate Bidding
| Details || Response On Behalf Contract Mass Update Expand Rows
Responze Number Re=sponze Status Company Name Bidder Name Re=sponze Version Last Changed Responze on Behalf
6500068159 Submitted CHARLES S WINNER: INC 01/02/2014
6500068158 Submitted CENVED CORPORATION 01/02/2014
6500068157 Submitted SAF-T-GARD INTERNATIONAL INC 01/02/2014
PUBLIC ADWERTISING SUPPLIER

 Select a link to view the quotation document
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Open the Responses

Responses and Awards
| | | Close || Export || Questions and Answers (0 ) | @

Remaining Time 0 Days 00:00:00 Smart Humber CKA RFx Demo 1-2-14 Type Invitation For Bid Status Published Number of Suppliers 4 RFx Number 100027171

Response Activity | Response Comparison l I Surrogate Bidding

[ Compare Selected Responses || Compare All Responses || Simple Comparison d
5y | Response Number Response Version Company Mame Bidder Name
I:‘ 6500068159 CHARLES 5 WINNER INC Richard Coyle
I:‘ 6500068157 SAF-T-GARD INTERNATIONAL INC Anya Vinogradova
I:‘ 6500063158 CENVED CORPORATION =ara pruitt

 The Response Comparison tab provides the ability to compare the
submitted responses to one another
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Compare Responses

Responses and Awards

| | | Close || Export || Questions and Answers [ D}|

Smart Number CKA RFx Demo 1-2-14 Type Invitation For Bid Status Published Number of Suppliers 4 RFx Humber 5100027171

Remaining Time 0 Days 00:00:00

Response Activity Response Comparison ] Surrogate Bidding
Com Compare All Responses || Pmple Comparizon -
5y | Response Number esponse Version Company Mame Bidder Name

6500068155 CHARLES S WINNER INC Richard Coyle

6500068157 SAF-T-GARD INTERNATIOMAL INC Anya Vinogradova

6500068158 CENVED CORPORATION =sara pruitt
i Actviy L C Surapate Badey

[ Dewy Bazers Covesrissa e 31220016 | Dackts n--g- be Corparnon Wam Vaw | woashad Dpessiear Covgarngs
Tupm
ton Detam Reterd Coywe  CHARLES § WRAER NG Sevbmaed Ayl VRograsevs | SAF-T-GARD WTERNATIONAL WG Godwitied  aare prtt  CENVED CORPORATION - Svomaed

SemNUSer  termal NenDer P tem Déscopton it VPomaC FEa Regaieed Cuaomty Detwery Dete e acton Adec Deacipteo Fee oo 200 Cevtoplon Frice. Ardee  &2eo Deacrgoos  Sudmmed Quantly - Froe
O Al beegy Arcest b a1 00 Accet Al 05350 Apcesl A6 TeR s
* 2 Al fats Rapet A3 et A2 Hemet &2
.3 1 — TS feomst 1000 09 Acome 093¢ -
LA 3 WG014 | 43 Acomgt 31900 09 Arcage 1N
v 3 WANTC 2 WO IAET0I4 T Apcegt 12400 Accept 12850 15

 Select the COMPARE ALL RESPONSES button to see an
overview of the responses side by side
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Respoase Achvily Response Comparison Sarrcgale Sndng )

Tetsis || Display Bidders | | Comparisoa Dais 0u022018 | Sack to Response Conparson Main View Downibss Besocases Conpanss

fem Detais Fichard Coyle - CHARI FS S WNNER MNC - Submiied  Anya Vinogradova | SAF-T-GARD INTERNATIONAL BC - Submitied  sars pryl
Mambsr  hntermal Number  F kem Descrption Lot EPreduciD RFx Required Quansly DefveryDat= | UniWy  Acion | Action Descrigion | price  Acson Action Descrigion Price  Acson
1 Adtens | | Accept AF 8.172.00 | | Accept AN 8853.08 [ 1
2 Al tems ] Reject 21 B Reject &1 C
3 1 200%¢ GzR2aR04 EA o ~ccept 303200 1 Accept 3835.00 O
< 2 150000 C226720%4 EA | Accept 3,906.00 O Accept 33500 O
3 20000 02262014 EA 1 Accent 124000 ] Accept 1229.00 |
I | emea T TTTTTTT T T
I ftem Details :
I
: ttem Mumber | Internal Number | # tem Description Lot | "F Product ID RFx Reguired Cuantity Delivery Date Unit i
[
e Al teme |
I
P .2 Al tems :
[
: = 3 1 EMT ALS Medical Cases 20,000 | 022602014 EA E
I
2 Rescue Blankets 150.000 | 0202672014 E4 '
1
: = 5 3 Emergency Stretcher 20,000 | 022602014 EA :
L

 The ltem Details area displays information pertaining to the
solicitation line items
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Compare Responses

Richard Coyle : CHARLES S WINMER INC : Submitted | Anya Vinogradova : SAF-T-GARD INTERMNATIONAL INC : Submitted | sara pruitt : CENVEQ CORPORATION : Submitted

Action Action Description Price Action Action Description Price Action | Action Description | Submitted Quantity | Price Currency
[ Accept Al 8,170.00 [ Accept Al 8,093.00 ] Accept Al 799750 USD
O Reject All O Reject All Reject Al
) Accept 3,030.00 ) Accept 3,039.00 o Accept 259500 USD
= Accept 3,900.00 = Accept 3,825.00 = Accept 3,787.50 | USD
O Accept 1,240.00 O Accept 1,229.00 | Accept 1,215.00 | USD

e e e i

: Anva Vinogradova | SAF-T. D INTERMATIONAL INC - Submitted :

1

: Action Action Description Price :

1

{1 m Accept Al 8,093.00 :

1

1| [ Reject Al |

! I

O Accept 3,039.00 I

| i

: ] Accept 3,825.00 H

1
O Accept 1,229.00 :
L e —————————— 1

 The bid response details for each bidder are displayed side by
side
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Responses and Awards
[ # Edit |

Remaining Time 0 Days 00:00:00 Smart Humber CKA RFxDemo 1-2-14 Type Invitation For Bid Status Published Number of Suppliers 4 RFx Number 6100027171

Print Preview | | | [ ciose || Export |[ Questions and Answers (0 | 7]

ain View Download Response Comparison
Expand All Collapse Al Fiter Settings

Richard Coyle : CHARLES S WINNER INC : Submitted, __anyainoaradoya S APT-CARD INTERNATIONAL INC : Submitted | =ara pruitt : CENVED CORPORATION : Submitted
red Quantity Delivery Date Unit Action Action Description Price Action Action Description Price: Action | Action Description | Submitted Quantity | Price Currency | Weighted Score
[ Accept Al 8,170.00 [ Accept Al &,093.00 [] Accept Al 7,997.50 USD
O Reject Al O Reject Al (] Reject Al
20.000  02426/2014 EA O Accept 3,030.00 O Accept 3,039.00 (] Accept 2,995.00 USD 0.00
150.000 | 02/26/2014 EA O Accept 3,900.00 O Accept 3,825.00 O Accept 3,787.50  USD 0.00
20.000  02/26/2014 EA O Accept 1,240.00 O Accept 1,229.00 O Accept 1,215.00  USD 0.00

— Checkboxes are present on each item, and allow you to
perform one of three (3) actions after selecting the EDIT
button
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sara pruitt : CENVED CDRF‘DI‘ATIDN : Submitted

Action | Action Description | JSubmitted Quantity | Price Currency
Accept Al 799750 UsSD

] Reject All

Accept 2995.00 UsD
Accept 3,787.50 | USD
Accept 1,215.00 | USD

= Use Accept All to accept all of the line item bids for the supplier

= Use Reject All to reject all of the line item bids for the supplier (this
should only be used if the supplier is found to be non-responsive
or non-responsible)

= Use Accept to accept bids per line item for a supplier
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Responses and Awards

| 4 Edit | | | Print Preview | | | | Close || Export || Questions and Answers (0 ) |

Remaining Time 0 Days 00:00:00 Smart Humber 15EMS Supplies_Services FY 14-15 Type Invitation For Bid Status Published Number of Suppliers S

Hesponse Activity Response Comparison Surrogate Bidding
| Details || Display Bidders | Exclude Options: [ | | Comparison Date: | 08/09/2013 ‘l Back to Response Comparison Main View | | Download Response Comparison ‘
tem Detals Multi Award Parent |

« Select the BACK TO RESPONSE COMPARISON MAIN VIEW to
return to the previous screen

 Select the Download Response Comparison link to download the
information into the Excel bid tabulation format

155



pennsylvania

H
u m'-
‘ "
"‘ai‘ DEPARTMENT OF GENERAL SERVICES

Responses and Awards

Compare Responses

Responses and Awards

| 4 Edit | | | Print Preview | | | | Close || Export || Questions and Answers (0 ) |

Remaining Time 0 Days 00:00:00 Smart Number 15EMS Supplies_Services FY 14-15 Type Invitation For Bid Status Published Num

Hesponse Activity Response Comparison Surrogate Bidding

Details §| Display Bidders +clude Options: [ | Comparison Date: |08/0%2013 | Back to Response Comparison Main View | Download Respd

- \v‘“ * Use the checkboxes to select only

1
1 '
: those responses to be displayed at

[ MULTI-2WARD PARENT Mt _Awvard Parent : .

[] | EDWIN L HEIM CO EDMIMT1 ECRMIRT A : One tl me

SECCO Seccoll Seccoll 1

PEMMSYLWANIA INDUSTRIES FOR THE ~ PIBH Bidder :

SHAMROCHK SPECIALTY SERVICES Sh k11 Sh Ll I . .

[ mm— ; — All'responses remain available
1

for viewing at another time
»  SAVE AND CLOSE to continue
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Compare Responses

ACInty 301 ! . | Suragae Saong
[ Doy Exdcens | tnchate Optore Cormarson O OLTA7213 | Back 1o Respanse Cangersco Wan Vew | [uwrised Besmres Gerpmmes

ferz Doty
Sert e twersl Nurdwt  F bem Centrgtan Lat ¥ hrodes

Smaene SUHngr

Wutl_Swand Parest  WULTLAWARD FORENT - Satmmeed EDVN1Y EDWINT t - EDWIN L MEM U0 . Susetted Secoo
Wet prce 14 55 U0 Par 18 50 Per 1 008 %
nansusd 11,3005 050

ot saiue
Bids w. Varants
Adational items

« Select a line item to view the details of the responses to that
line item by each supplier

— The details of the line item response appear below the
overview area
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Responses and Awards
Py £y 7o) | [ Snae || Crame Fomw e AP 10 Awction || Expeet [ O 0 K.
Reman e W Smart Mumber | Sepptes_Setvees Iy 14 ype fato! ] Status Pusared ot s
Reapones Astivery Auazeinae Camparmen Tt 10y atn Eartnn
_twi | otarn Aesgonse =
Arsponse huntier regunys Siatus Company Mame Kder Nare et =aponse Very Last Changed Aesgonse on Bexalf
Submted EOWH L W 20002013
utmded SICCO 3808201
3 ubmtied FENNT NOUSTR ™ sa0aa0t
135111 % 394 @ Submitted SHANROCK SPECIALTY SERVICES /UL
....... $ utstated NULTLAVARD PARE) 88092013

You may accept or reject a supplier's quotation while viewing it

— Select the link containing the supplier's quotation number
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Edit RFx Response:
| Read Only || Print Preview | | | Check | Close | Accept || Reject | IF‘.eturn || Save || Export | :’ﬁn

RFx Response Number 8500003833 RFx Hame 15 EMS Supplies_Services FY 14-15 Status Submitted Supplier Hame SHAMROCK SPECIALTY SERVICES
Target Value 0.00 USD RFx Number £100004510

Itfxlrrfnrmatiunl’ temz ©  Motes and Attachmentz | Conditions | Approval | Tracking

General Data | Motes and Attachments | Questions

w Basic Data i
Bidder Contact Information RFx Response Information
Supplier Name: SHAMROCK SPECIALTY SERVICES Last Changed On:  08/09/2013 18:38:43 EST
Contact Person Name: Shamrock1q Shamrockiq Last Changed By. Angela Ezhleman
E-Mail: Shamrockl1@state pa.us Creation Date: 08/09/2013 08:16:10 EST
Fax: Created By. Mr. Shamrock11 Shamrock11

Phone: 1231231233

Event Parameters
Status and Statistics

Process Type: |QUOT
Created On: | 08/09/2013 08:16:10 EST

Validity Period: -
Created By:  |Mr. Shamrock11 Shamrock11

Currency: | United States Dollar
Last Processed On:  |08/09/2013 18:38:43 EST

Detailed Price Information: | Price with Conditions
Last Processed By: | Angela Eshleman

Follow-0On Document: | Contract

=s el P =T = i RT=1 =)

« Select the ACCEPT or REJECT button as applicable
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Responses and Awards
[ Print Preview | | [ Close || Displa: Export || Questions and Answers (0) |
Remaining Time 0 Days 00:00:00 Smart Number 15 EMS Supplies_Services FY" 14-15 Type Invitation For Bid Status Published Number of Suppliers S RFx Number 5100004510
Eannd All Collapse All Fitter Settingd
col1: SECCO : Submitted PIBH Bidder : PENNSYL\WANLA INDUSTRIES FOR THE : Submitted Shamrockl1 Shamrock11 : SHAMROCK SPECIALTY SERVICES : Submited I
wn Deszcription | Submitted Quantity | Price Currency | Weighted Score | Action | Action Description | Submitted Quantity | Price Currency | Weighted Score j§ Action | Action Description § Submitted Quantity | Price Currency | Weighted Score
2pt All 46,150.25 USD ] Accept Al 45,333.75  USD Accept Al 4541625 UsSD
ctAl O Reject Al Reject Al
=pt 11,317.50  USD 0.00 O Accept 11,382.50  USD 0.00 Accept 1113750 USD 0.00
apt 55875 USD 0.00 O Accept 588125  USD 0.00 Accept 555875  USD 0.00
=pt 9,054.00 | USD 0.00 O Accept 9,090.00  USD 0.00 Accept 891000  USD 0.00
2pt 20,120.00 | USD 0.00 O Accept 20,200.00  USD 0.00 Accept 19,800.00 | USD 0.00

* You may also accept or reject a supplier's quotation while comparing
responses

— Select the checkboxes for the supplier’s applicable line item(s
« Select the AWARD button
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Accepted and Rejected Responses

* An accepted response does not need to be approved at the “accept”
stage
— Workflow is behind and ahead of the acceptance
« Solicitation was approved

* Follow-on documents will be approved

« Remember that there is a difference between rejecting a response and
not accepting a response

— Aresponse that is not accepted requires no action
* Do not select the REJECT button or the ACCEPT button

* The status must continue to display in the portal as “Submitted”

— Do not list the reason for rejection anywhere except on internal notes areas
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There are 7 reasons to reject a response

pr——

Documents are not signed (paper submissions only)
Response does not meet specifications

Supplier conditioned the response

Security was not offered (if required)

Supplier did not respond to all items (for Group Award only)

Supplier did not respond to other mandatory requirements
(considered “not responsive”)

Response was submitted late (for paper responses)
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Appeals and Protests

» Awards are posted on eMarketplace, and suppliers are
responsible for checking that site

* A supplier has seven (7) days to protest an award after they
could reasonably be expected to be aware of the award

— For more information on protests go to LSO, Web-based Training
and take the Protest Training Course
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Best and Final Offers (BAFO)
« Select the CREATE FOLLOW-ON RFx button to start the process

— All suppliers who responded to the original solicitation will be listed in the newly
created document (copy of the original)

* Be certain to delete all suppliers who will not be participating in the BAFO

* Be certain that you set the Publication Type to “Restricted”, or it will be visible to
anyone in the PA Supplier Portal
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]

[ # Edit] | [Print Preview | | | [close |[ Export ][ Questions and Answers (0) | F

@ RFx response 6500003530 has not vet been awarded as no decision has been made
& RFx response 5500003531 has not vet been awarded as no decision has been made
& RFx response 5500003532 has not vet been awarded as no decision has been made
& RFx response 5500003534 has not vet been awarded as no decision has been made

RFx response 65000035833 (15 EMS Supplies_Services Py 14-15) accepted

Remaining Time 0 Days 00:00:00 Smart Number 15EMS Supplieg_Services FY 14-15 Type Invitation For Bid Statug Published Number of Suppliers S RFx Number S100004510

Expand All Collapse All Filter Settings

col1: SECCO : Submitted PIBH Bidder : PENNSYLWVANLA INDUSTRIES FOR THE : Submitted Shamrock11 Shamrock11 : SHAMROCK SPECIALTY SERVICES : Awaiting Approwval

wn Description | Submitted Quantity | Price Currency | Weighted Score | Action | Action Description | Submitted Quantity | Price Currency | Weighted Score | Action | Action Description | Submitted Quantity | Price Currency | Weighted Score
zpt Al 4615025 USD [] Accept Al 4633375 USD Accept All 4541625 USD

ct All (] Reject Al (] Reject All

apt 11,317.50 | USD 0.00 (] Accept 11,362.50 USD 0.00 Accept 11,137.50 USD 0.00

apt 565875  USD 0.00 O Accept 568125  USD 0.00 Accept 558875 USD 0.00

=pt 9,054.00 USD 0.00 (] Accept 9,090.00 USD 0.00 Accept 8910.00  USD 0.00

2pt 20,120.00 USD 0.00 (] Accept 20,200.00 USD 0.00 Accept 19,800.00 USD 0.00

« Messages display indicating that the response was accepted

* The status of the supplier's quotation changes to “Awaiting Approval”
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| f Edit | | | Print Preview | | | | Close || Export || Questions and Answers (0 ) |

& RFx response 8500003530 has not yet been awarded as no decizion has been made
& RFx response 8500003531 has not yvet been awarded as no decizion has been made
& RFx response 8500003532 has not yet been awarded as no decizion has been made
& RFx rezponse 8500003534 has not yet been awarded as no decizion has been made

RFx response 8500003533 (15 EMS Supplies_Services FY 14-15) accepted

These messages and/or
status changes do not
mean that the acceptance
must go through approval
workflow

=sara pruitt : CENVED CORPORATION : Awaiting Approval
Action | Action Description | Submitted Quantity | Price Currency
Accept Al 799750 USD
| Reject Al
Accept 299500 | USD
Accept 3,787.50 | USD
Accept 1,215.00  USD
Response Activity l Response Comparison Surrogate Bidding
| Details || Response On Behalf || Contract Mass Update
Reszponse Number Reszponse Status Company Name
|:| 6500063159 Submitted CHARLES S WINNER INC
|:| 6500068153 Awaiting Approval CEMVED CORPORATION
|:| 6500068157 Submitted SAF-T-GARD INTERMATIONAL INC
|:| PUBLIC ADVERTISING SUPPLIER
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Create an Award

Responses and Awards

| Print Previgw | | | | Close || Create Follow-on RFx || Convert to Auction || Export || Questions and Answers (0 ) |

Click 'Refresh’ to view the latest information

Remaining Time 0 Days 00:00:00 Smart Humber CKA RFx Demo 1-2-14 Type Invitation For Bid Status Published Number of Suppliers 4 RFx Humber 5100027171

~  Responsze Activity Response Comparizon Surrogate Bidding

Expand Rows

Response Number Response Status Company Name Bidder Name Response Version Last Changed Response on Behalf
6500068159 Submitted CHARLES S WINNER INC 01/02/2014
6500068158 Awaiting Approval CENVED CORPORATION 01/02/2014
6500068157 Submitted SAF-T-GARD INTERMATIONAL INC 01/02/2014

PUBLIC ADVERTISING SUPPLIER

A system message displays instructing you to select the REFRESH
button. This will change the status in the supplier's Response Status of
the Response Activity tab to “Accepted”

 Select the Response Number of the “Accepted” supplier to create the
award
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Create an Award

Display RFx Response:
[ Print Preview | | | [ciose ][ Expoft |[ Create Contract | IPuhIish To Catalog |[ Unde Accept |
RFx Response Number S§500088158 RFx Name CKA RFx Demo 1-2-14 Status Accepted Supplier Name CENWEOQ CORPORATION Target Value 0.00 USD

RFx Number 5100027171

folnfnrmaﬁnn|’ tems MNotes and Attachments | Conditions - Approval | Tracking

General Data | Notes and Attachments | CQuestions |

w Basic Data lf‘
Bidder Contact Information RFx Response Information
Supplier Name: CENVEQ CORPORATION Last Changed On:  01/02/2014 14:15:21 EST
Contact Person Name: sara pruitt Last Changed By: Cynthia Anderson
E-Mail: sara.pruit@cenveo.com Creation Date:  01/02/2014 13:13:01 EST
Fax: 812-981-4974 Created By: Ms. sara pruitt

Phone; ©12-981-45%9

Event Parameters
Status and Statistics

Process Type: |QUOT

Created On: | 01/02/2014 13:13:01 EST
Walidity Period: - -

Created By: |Ms. sara pruitt

Currency: |United States Dollar
Last Processed On: | 01/02/2014 14:15:21 EST

Detailed Price Information: | Price with Conditions .
Last Processed By: | Cynthia Anderson

Follow-0n Document: | Contract

Target Value of RFx in Original Currency: 11,050.00) USD
Target Value of RFx in Selected Currency: 11,050.00) USD
Target Value of RFx Response: 0.00| USD

Met Value of Header tems: 0.00| USD

 Select the CREATE CONTRACT button to generate the
follow-on procurement document
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Display RFx Response:

[ Print Previews | | | [ Close |[ Export |[ Create Contract || Publish To Catalog }f Undo Accept |

RFx Response Number &500068153 RFx Name CKA RFx Demo 1-2-14 Status Accepted Supplier Name CENVEOQ CORPORATION Target Value 0.00 USD
RFx Number E£100027171

folnformaﬁnn|’ ktems Motes and Attachments | Coendtions ©  Approval Tracking

General Data | MNotes and Attachments | Questions |

w Basic Data ]
Bidder Contact Information RFx Response Information
Supplier Name: CENVEOQ CORPORATION Last Changed On:  01/02/2014 14:15:21 EST
Contact Person Name: =ara pruitt Last Changed By: Cynthia Anderson
E-Mail: =sara.pruitt@cenveo.com Creation Date:  01/02/2014 13:13:01 EST
Fax: 812-981-4974 Created By: Ms. sara pruitt

Phone: 812-981-4089

Event Parameters
Status and Statistics

Process Type: |QUOT

Created On:  |01/02/2014 13:13:01 EST
Validity Period: - -

Created By: |Ms. sara pruitt

Currency: |United States Dollar
Last Processed On: | 01/02/2014 14:15:21 EST

Detailed Price Information: | Price with Conditions -
Last Processed By: | Cynthia Anderson

Follow-Cn Document: | Contract

Target Value of RFx in Original Currency: 11,050.00| USD
Target Value of RFx in Selected Currency: 11,050.00| USD
Target Walue of RFx Response: 0.00| USD

Net Walue of Header tems: 0.00| USD

 Important Note: If you have accepted the response by
mistake, you may select the UNDO ACCEPT button to
reverse the acceptance
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| Display RFx Response: ]

Print Preview | | [%] | [ Close |[ Export |[ Create Contract || Publish To Catalog |[ Undo Accept & 4

RFx Response Number 85500068158 RFx Name CHKA RFx Demo 1-2-14 Status Accepted Supplier Name CENVEQD CORPORATION Target Value 0.00 USD
RFx Number 5100027171

tems MNotez and Attachmentz Conditions Approval Tracking

Bidder Contact Information RFx Response Information
Supplier Name: CENVEOQ CORPORATION Last Changed On:  01/02/2014 14:15:21 EST
Contact Person Mame: sara pruitt Last Changed By: Cynthia Anderson
E-Mail. sara pruitt@cenveo.com Creation Date:  01/02/2014 13:13:01 EST

Create Contr mipldl s, sara pruitt

Select from the following transaction types:

Fax: 812-081-4074
Phone: 812-081-4999

Event Parameters i Fia a
. . Transaction Type | Description latus and Statistics
TOCEss :
s IASE gy Sole Source Svo Created On: [01/02/2014 13:13:01 EST |
Vaidtyperos: [ |-
ity ] TN Agency Contract Croated By: [Ws. sara prut |
Currency: |United States Dollar
& e e Ele Gl lst Processed On: | D1/02/2014 14:15:21 EST |
Detailed Price Information: | Price with Conditions prt=nlos =Wy DIrRsl Hrchy Sgply -
15t Processed By: |C3rnth|a Anderson |
Follow-0n Document: | Contract i S DIrRsl Hrchy Sery [+

Target Value of RFx in Original Currency: 11,050.00 Create Cortract
Target Value of RFx in Selected Currency: 11,050.00

Target Value of RFx R 5 0.00

|

Net Value of Header tems:

Organization
Responsible Purchasing Organization: COPA|

Responsible Purchasing Group: DGS Central Purchase Purchasing Group

 The contract transaction types display for selection
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Responses and Awards

Create an Award
cremecomrie 5

[ ]

Select from the following transaction types:

Transaction Type | Description |E|
[ ] LASS Aoy Sole Source Svc |:|
. LB Agency Contract
| zma T2 DS Contract ¢
] A =W DIrRsl Hrchy Sply
i I=D= SW DIrRsl Hrehy Serv [+
| Create Contract || Cancel |

Choose the applicable
transaction type

Select the CREATE
CONTRACT button

Display RFx Response:

| | | Close || Export || Create Contract || Publish To Catalog || Undo Accept|

Contract 4400013442 was not created completely — Dizplay Help

» A message displays with the draft contract

number
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Editing the Contract

* Review the Contract

— Verify that all of the data from the supplier’s response
Is complete and accurate

— If applicable, make any edits to the information

 On each tab, enter any necessary data into the
appropriate fields, and/or attach documents

 Release the Contract for workflow approval
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Editing the Contract
Editing the Contract

SRM
SRM = SRM = Purchasing Full Secreen || Options
My Settings
Reports Central Contracts - All } Purchaze Orders - All Shopping Carts - All |
Display SRM Documents ~ Search Criteria
Requisitioner
Mumber; [] [4400013449] | To I:l LY
Pcard Requisitioner
Contract Type: | - |
HEEETET Name: | |
Purchasing Status: [ -
Workload Redistribution Timeframe: Today hd
onDste ®
ot e Creation Date: <% To
Purchasing Organization:
RFx and Auction
Purchasing Group:
R = Supplier:
Document Builder Product: | |
PO and SC Business Partner... ttem Description: | |
. 3
Shopping Cart Complets Product Category: | |
[ Distripution: |l | R
dFrom: ©
* Create Purchase Order Walid From: To
* Create Contract Smart Number: | |
* Carry out Sourcing
Wiew: |[Standard View] il | Create Central Contract C Ed Data Exchange 4 Fr Refresh
¥ OB
Export a
I | Central Contract Number Central Contract Name: Status Purchasing Organization Supplier alid From Valid To Hierarchy D
I 4400013442 ICI{A RFx Demo 1-2-14 Saved = COPA Purchasing Organization CENVEDQ CORPORATION /0272014 1243119999 O

» Locate and select the draft Contract in the Purchasing POWL
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General Haader Data

Cantract Number
Smart Nurter

Contract Descrption
Suppler =
Vakd Frem (Te *
Purcaneng Organtzston *
Purchesing Group: *

W tens

| Desais |
T Line Number
1 Normal

2 Norma)

- | MNocmra)

Contract Humber 4600013442 Senart Mumber OKA 5Fx Dems 1.2.1¢
Contract Owner 703708

Header

tem Cotegory | fem Number | Product O Descrpinn

ontract 4400013442

opy | Check |[l] Negatate |[ Pret Frevew || Felated Loks

00 Cysthiy Andarsen

teos Notes ang Aftachiments Candtions Agpraval

4400012442
CKA FFx Demo 1-2-14

Serart Nerear is External
17180 LRERYEQLQ il
QL2014 - 13319999
COPA Purchasmg Organizatien
OGS Central Purchase Purchasng Grosp Shoe Uerpens

Product Categery
1 ENY ALS Medical Cases
2 Reacue Boniers

Emergency Strescher

“

Contract Type Agency Cantract

Tracung

Contract Owner.
Tarpet Vale! Currency
Aeeese Vous

Basic Comract

Yarget Quanity  Optos Status  Unt

20000
150.000
26.000

EA
EA
EA

Terget Vaie  Prce  Curreacy  Price Per

255400 14078 usp
2528 UsSD

8075 USD

upp! 11160 CENVED CORSOSATION
Ly Apdecssn

0.00/ USD

900 USD

Peice Unt
1

1

Reterence tem Nurder

0
0
o

0.

E]

Filer Semega

* The draft Contract displays

» Select the EDIT button to begin making changes
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Editing the Contract

Overview Tab

Change Agency Contract 4400006486

{ Read Qo | | Close | Save | Chech || Pront Preview || Delets || Roltes Links + |
Conteact M B Smart ¥ EMS Suppies_Services FY 14-15 Contract Type Agency Contract Saabes Saved Supplier /] Sl
Contract Ovwwer 1) /044 Arguie Eatmrrey
— .
Dvervew Neager Rery Hotes and Altachmests Congtors Lpprovel Tracking
General Header Data
Costract Number 4400086428 [ Owra .
Semit WuTher 14 9lE Sigpies_Services IY) Target Tenc 020! USD
Srrert Nurter & Extmnal 22 Va 000! UsD
Basc Cortract

Costract Desonpten: 15 ENS Suppies_Services FY 1415
Supoker * 290251

Vet Fram/Te * 07010014 - 0am01s 1Y

urchasarg Orgentzation: “  CORA Purchesing Organcaton 0o
Purchasing Orsup. *  XE1 - DGS Anges L Eshisman 0
i -
Detats || Setect 4 | 208 tem. | [ Cogy | [ Cugacate | g
© Lnelurder  temCalegory | Semtleodr  Product© | Cescopten Prosuct Cetegory Target Quaraty  Ual Target Vale  vice  Currency Prce Par | Price Unit
A Nerrreal ' 105 ALS Medical Cases a2y 79008 EA 11,13780 14553 USD
Normai 2 fescue Blantels 17170 225908 EA 565075 2475 USD
Norreal 3 € J anTen uso
Norral 4 trerpancy Mospty Servoes oAl b Uso
0002 nod .02 USD
uso

g lsn

......

+ The Overview tab contains highrjlevelrirnfrbfmatié)n about the Contract

— Name the Contract; Enter a Validity Period and Target
Value/Currency

— Edits and/or additions may be made on this tab, or on the Header
tab 176
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Editing the Contract

Overview Tab

Change Agency Contract 4400006486

| Read Unr:.r| | | Close || Release || Save || Check || Print Preview || Delete || Related Links 4

ﬂ Workflow Process not defined
0 Please enter header target value.
0 tem 1 target value iz greater than contract header target value.

0 Contract creation <= 10K not allowed

Contract Number 4400008425 Smart Number 13 EMS Supplies_Services FY 14-15 Contract Type Agency Contract Status Saved Supplier 210251 SHAMRO)
Contract Owner 337344 Angela Eshleman

Ohrenrlewl’ Header | ltems |  MNotes and Attachments © Conditions | Approval | Tracking

General Header Data

Contract Number: | 400006436 Contract Owner: | 337344 Angela Ezhleman

Smant Humber: 4o cye o L [ i =¥ L Ellolaal : T eI

* Error messages pertaining to the draft contract’s
incomplete fields may display

— Review and address as required
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Header Tab - Basic Data Sub-tab

Change Agency Contract 4400006486

Fend Orey | | | Dsee | Semane | Savs | Crhace | Post Prevmw | Detete || Semtes Lieks o

2 Sem Dl el

1 A raRRng

WD CARITACE Revn

OSITIN Criec Are FSSeQ

= 2 Soartng e A resakg Hom caskract der
1TING CTIAT ATW FERSR YO CIETRCT e

Ol CiNg ONS Are eusseg o Coerict dere

Contrazt Mamber 4400300438 Servart Humbar 10 TNS Gappten_Services 'Y 1408
Contract Owneoy 11724 Argog Eatienas

Ornme Mesder  teva hotes ed ATpchrents Condtors
Sesiefts  Contee  Mearhy  Neles 460 Allettraaal Ougest

Mentitication

Ervan e

Convact Munder

Contact Type

15 EME Suppdes_Services 7Y
Sewt Manber i Exterral
4003068

agmcy Caeract

Base Cortrae

Raomer Cade -

Crganization

Purshaang Orpangaten *  COPA Puctaeng Qrgescaten w )

Prchesig Gesep * X81 - DGS Asgeta L Exnurees [ JETTA T

Dates
vakt Fram/Te * tetecory - avven B

At Expeaten 1] Catpls

¥ Purtsar
(a0, ]
Furnctus Excte
* Vorstet

« Goods Aecgert

Peapornatie Engeyes
o Parch Org Auh Far Rewess

* Leoamon

Contrazt Type Agency Convart

Agpeovs! Teachwg

Cerrency, Veues snd Pricng

Cumreacy *
Targe! Ve
At Reetse Vake
Rowase Vake
Service and Debvery

nder! Qrerdabvery Temrmce

States and Shaoxbicx
Crasist Or

Created By

Camssd Sales

Conract Name 15 EMS Sappdes 5

hen Slaséard Terma 4 Condlers

Stvten Saoee Sepptar Jl201

Uso
VEo

eRasony
oo

Mare

‘urte Mare

21028Y T e T LHVS
30384 Abgas Satiever

et Tidge

ROAMROCK 57

Rong Murge

neraTn

g

Additional
messages
pertaining to the
draft contract’s
incomplete fields
may display

— Review and
address as
applicable
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Editing the Contract
Header Tab - Basic Data Sub-tab

Contract Humber £400005425 Smart Humber 15 EWMS Supplies_Services FY 14-15
Contract Owner 237344 Angela Eshleman

Overview ©  Motes and Attachments

Conditions

Contract Type Agency Contract

Approval ©  Tracking

Basic Data | Condition | Hierarchy | MNotes and Attachments | Output

ldentification

Smar Mumber:

Currency, Values and Pricing

Currency:

 The Header Tab consists of the following sub-tabs:

— Basic Data

— Condition

— Hierarchy

— Notes and Attachments
— Qutput
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Editing the Contract
Header Tab BaS|c Data Sub-tab

Ovarvew Berms % 300 Alachimenly orovsl Trackng
Iultnlu Constoe u-nra', Notes ang Afachmans | Duput
Identification Currency, Values and Pricing
Stmait Nmber. 15 IS Supcles_Sersices Y Curren 0
man Ny £ rpet V. ~"
Coetrnct Rumber 00DESE 1 Release %
Controct Type gescy Commact -
Aoeasa Vaue 009 USO
Basc Corarmce
He Code Service and Delivery
Under! Overdedvery Tokerance 00| %/ %
Organization
Purchasng O o cheang Organaaten ™ Status and Statistes
Pere o Grouy. * E . Created 000520
ated By PODOGESS
......... Stalus  Neos
Oste ’
Lo e b S
ks Fram DEX T 55 ™
dard Yerms & Conation
o
W Martrar ]
| Add | ar Setegs
Fanction £xcuoe Nurmper Fearma mane Nutter
Vendor 21025 27777
* Goods Recieent
* Responsitie Employee hhtat 1] Angeia Exheman
« Purch. Org. Aum. For Rele
« Locadon muliple ~R0e

Review the defaulted |nformat|on for accuracy and completeness
— Make edits to any information, if necessary
Complete any open fields, as applicable
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Header Tab - Basic Data Sub-tab

Dates

Walid From / To: * |IJ1.-'I32.-'2[I14 - [0UO22015

Alert Expiration: Day(z) |

Curre

ncy, Values and Pricing
Currency: * |USD

Target Value: | 100,000.00| USD

Alert Release Value: %%

Release Value: 0.00| UsSD

* AnAlert Expiration can be set
for the Validity Period. This
Alert Expiration will send out a
notification to the Responsible
Employee when set.

* Arelease alert can be set by a
percentage of the Target Value
of a Contract. This Alert
Release Value will send out a
notification to the Responsible
Employee when set.
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Editing the Contract
Header Tab - Hierarchy Sub-tab

Overview - Header |’ tems [  MNotes and Attachments | Conditions Approval ©  Tracking

| BasicData | Conditon | Hierarchy | MNotes and Attachments | OQutput

Superordinate Contract Number: * | | | Clear Assignment |

Superordinate Contract Mame:

w Assignment in Contract Hierarchy Ii'
Details Expand All Collapse All Settings

Contract HNumber Contract Mame | Supplier
E The table does not contain any data

* The Hierarchy sub-tab is used by DGS to link statewide contracts
together in a hierarchical structure
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Editing the Contract
Header Tab - Notes and Attachments Sub-ta

Change Agency Contract 4400013442

[ Read Only | [ [ ciose |[ Release |[ Save |[ Check || Print Preview || Delete || Related Links «

Contract Number £400013442 Smart Number CKA RFx Demo 1-2-14 Contract Type Agency Contract Status Saved Supplier 171430 CENVEQ CORPORATION
Contract Owner 703383 Cynthia Anderson

Overview Header tems  MNotes and Aftachments  Conditions  Approval [ Tracking

Basic Data Condition Hierarchy Notes and Attachments Output

Here, you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx

» Notes lj
Clear Fiter Settings
Category Description -
Header Text -Empiy-
Internal Note -Empiy-
Wendor Text -Empty-
Encumbrance Information -Empiy-
Insurance Information -Empty-
Releaze Order Text -Empiy- -
¥ Attachments 7
[ Add attachment || Edit Description |[ Wersioning 4 |[ Delete | Fiter Settings
Category Description File Name Version | Processor | Visible Internally only | Checked Out | Type | Size (KB} | Changed by | Changed on
Legal Document Terms & Conditions Document 1 O | pdf 48 SRMRFC 01/02/2014
Legal Document Responzes Report Responses Report 1 | htm 36 SRMRFC 01/02/2014
Legal Document Reviewers Check List Reviewers Check List 1 O htm | 23 SRMRFC /022014
Standard Attachment Bid Specs for Emergency Medical Supplies  Bid Specs for Emergency Medical Supplies.docx 1 ] [] docx 18 PO0446880 01/02/2014

 As needed, add any other header level text or attachments
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ltems Tab - ltem Overview

Change Agency Contract 4400013442
[ Read Only | | [ Close || Release |[ Save |[ Check |[ Print Preview || Delete |[ Related Links 4 |
Contract Humber £400013442 Smart Humber CKA RFxDemo 1-2-14 Contract Type Agency Contract Status Saved Supplier 171430 CENVEOQ CORPORATION
Contract Owner 703389 Cynthia Anderson
Overview |  Header /ﬁ Motes and Attachments © Condtions ~  Approval || Tracking
w ftems [~]
| Details || Select 4 |[ Add tem a4 || Exercize Option || Copy || Faste |[ Duplicate || Delete | Filter Settings
TE | Line Number | tem Category | tem Mumber | Product ID | Description Product Category | Target Quantity | Option Status | Unit | Target Walue | Price | Currency | Price Per | Price Unit | Reference tem Number
1 MNormal 1 EMT ALS Medical Cases 42171815 20.000 EA 299500 149.75 USD 1 o
2 Mormal 2 Rescue Blankets 421717 150.000 EA 3,787.50) 25.25|USD 1 0
3 Normal 3 Emergency Stretcher 42171611 20.000 EA 1,215.00 60.75 USD 1 0
MNormal - 0.000 0.00, 0.00UsSD 0 0000000000
Normal b 0.000 0.00, 0.00UsSD 0 0000000000
Mormal A 0.000 0.00, 0.00USD 0 0000000000
MNormal - 0.000 0.00, 0.00UsSD 0 0000000000
Mormal - 0.0040 0.00, 0.00UsSD 0 0000000000
Mormal - 0.000 0.00| 0.00USD 0 ogoooaooon
Mormal - 0.000 0.00, 0.00UsSD 0 0000000000

 Select the DETAILS button to view the details of each line item
 Review the defaulted information for accuracy and completeness

— If necessary, make edits to any incorrect information
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ltems Tab - Details

mmmrmmdmnmsmsummﬁ;

General Data Conditions Motes and Attachments Approval Preview Payment Release

¥ Basic

Identification Target Value! Currency

Bom huarmbor:

 The ltems Tab consists of the following sub-tabs:

— General Data

— Conditions

— Notes and Attachments
— Approval Preview

— Payment

— Releases
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Editing the Contract
ltems Tab - General Data Sub-tab

[»] Details for Selected Item 1 : EMS ALS Medical Cases [x]
General Data Conditions Notes and Attachments Approval Preview Payment Release
¥ Basic [~]
Identification Target Value/ Currency: 11,137.50
tem Mumber: |1
Target Quantity/ Unit: | 75.000] [EA (7]
ltem Type: | Material
Price: 148.50| USD per: EA
tem Category: * |Mormal
Product ID: Tax Code:
Description: [EMS ALS Medical Cases |
Product Category: * |421 71812 | EMS RESCUE CASES
Reference kem Number- * 0 Release Quantity: 0.000 EA
Release Walue: 0.00| USD

Further Properties

Supplier Product Number: |

Under/ Overdelivery Tolerance: 0.00] %/ | 0.00] %

Status and Statistics
Status:

Closeout Status: [

i

Fitter Settings

Details a Ca Clea
Funection Exclude Number Name Phone Number

= Goods Recipient O
= Location O 73 DGes 717-787-5996

 Review the defaulted information for accuracy and
completeness
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Editing the Contract
ltem Tab — Conditions Sub-tab

El Details for Selected ltem 3 : Emergency Stretcher
GeneralData ~ Conditions Notes and Attachments Approval Preview Payment Releaze
W Conditions Ij
| Add Condition || Scales || Duplicate || Fiter Settings
Condition Type Sca... | Amount | Currency Price Per | Price ... | Valid From | Location Valid To Location Name
|_ Price(Contract/Bid) 60.75 USD 1 EA 01/02/2014 01/02/2015

* Review the information on the Conditions sub-tab for accuracy
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Editing the Contract
ltem Tab — Notes and Attachments Sub-tab

[4] + Details for Selected ltem 3 : Emergency Stretcher [x]
General Data Conditions HNotes and Attachments Approval Preview Payment Release
- lotes ]
Clear Fitter Settings
Category Description
ltem Text Must meet weight requirements
Internal Mote -Empty-
Wendor Text -Empty-
Material PO Text -Empty-
Shipping Instructions -Empty-
w Attachments El
Add Attachment || Edit Description || Versioning Delete Filter Settings.
Category Description File Name Version Processor Vigible Internally onhy Checked Out Type Size (KB) Changed by Changed on
E The table dees not contain any data

* As needed, add any other item level text
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Editing the Contract

E Details for Selected ltem 3 : Emergency Stretcher

General Data Conditions Motes and Attachments Approval Preview . Payment Releaze

Payment Terms:

Incoterm Key! Location:

« The Payment Terms and Incoterm fields will populate based off
of the supplier information

— Terms must be in compliance with DGS procurement policies
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Editing the Contract
Release Sub-tab

[¥] Details for Selected Item 1 : EM! [x]
General Data Conditions Notes and Attachments Approval Preview Payment . Release
Fitter Setting
Ty | Document Document Mumber Name ftem Number Date Quantity | Unit Met Value | Currency Purchasing Organization Plant Status

* The Release sub-tab displays procurement documents which have
been released against the selected line item
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Notes and Attachment Tab

Overview ©  Header ©  Hemz . MNotes and Attachments |’ Conditions °  Approval | Tracking
w* Notes lj
Add 4 Filter Settings
Agsigned To Category Text Preview
Document Header Header Text The Commenwealth of PA is 2eeking certain Emergency Medi...
Document Header Internal Note EMS supplies and services are needed in the event of a d...
w Attachments li‘
[ Add Attachment |[ Edit Description || Versioning 4 |[ Delete | Filter Settings
Assigned To Category Description File Mame Version | Visible Internally only | Checked Out | Type | Size (KB) | Changed by | Changed on |
Document Header Standard Attachment EMS RESCUE BLANKET SPECIFICATIONS EMS Rescue Blanket Specifications.docx 1 ] ] docx 13 POO0GE252  08/09/2013
Document Header = Standard Attachment | EMERGENCY HOSPTAL SERVICES REQUIREMENTS | Emergency Hospital Services Requirements.docx | 1 O m docx | 13 PO00G3292 | 08/09/2013
Document Header = Standard Attachment | EMS ALS MEDICAL CASE SPECIFICATIONS EMS ALS Medical Caze Specifications.docx 1 O O docx | 13 PO0O0GE292 | 08/09/2013
Document Header = Standard Attachment | EMS EMERGENCY STRETCHER SPECIFICATIONS EMS Emergency Stretcher Specifications.docx 1 O o docx | 13 POO0GE252 | 08/09/2013
Document Header  Legal Document Terms and Conditions Document 1 O O pdf 45 SRMRFC 08092013 |[+

 The primary Notes and Attachments tab is a collection of all notes
and attachments from the entire document

— The "Assigned To” column identifies whether they are at the
Document Header or Item level

— Additions or edits to any notes or attachments may be made on
this tab
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Editing the Contract

Conditions Tab

Overview | Header | lems  Notes and Attachmentz ~ Conditions ” Approval | Tracking
Content Area f
w Conditions Overview 7]
| Add Condition || Scales || Copy Clipboard || Paste Clipboard || Delete Clipboard || Remove | Expand All Collapse All Fiter Settings

Level Condition Type Scales Amount | Currency Price per | Price Unit Location Valid From Valid To Location Hame -~

D . Price(Contract/Bid) 149.75 USD 1EA 01/02/2014 01/02/2015

D v ltem 2 - Rescue Blankets

D . Price(Contract/Bid) 2525 USD 1EA 01/02/2014 00272015

l:‘ = |tem 3 - Emergency Stretcher

|_| . Price(Contract/Bid) 60.75 USD 1EA 01/02/2014 1M/02/2015 -

 Conditions tab displays information on the pricing for each line item and
the validity period for that condition
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Editing the Contract
Approval Tab

Overview | Header  lems | MNotes and Attachments | Conditions Approval Tracking

Current Status: | Initial Header Approval Note

Current Process Step:

Currently Processed By:

Approval Process Data: Download as XML
- Header tem

Header Approval Status

Settings
Sequence Process Step Status Processor Received On | Processed On | Forwarded By
|_| = 0 SRM Contract Approval Open (Mo Decision Made) Terri Heimbach:Sheri Philips:Anne Rung
l:‘ = 002 SRM Contract Approval = Open (Mo Decizion Made) | Gary Ankabrandt.Charles Anderson;SRM3337-Alice Miller.Joshua Harman
l:‘ = 003 SRM Contract Approval = Open (Mo Decizion Made) | Robert Mulle Tammy Ruth;SRM 1495 Sherise McmichaelAmy Elliott

 The Approval tab is functional in SRM 7.0 and shows the levels of
approval the procurement document must achieve
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Tracking Tab

Change Agency Contract 4400013442

Cloee || Rewase || Suva | Check || Priet Praview | Dote || Retated Links 4 |

Contract hamber 4400013342 Sman Number CXA RFx Deme 1-2-14

Qvesvew Header tems Notes and Atachments Congoens Appeoval
- ratary @
View: | Unted Sates Dodar -
Oocumernt Name

Shoppiog Can
RFx

CXA Test Cant for Damo 1-2-14
CKA RFx Demo 1-2-14
RFx Aesgonss CKA RFx Dame 1-3-14

Cantral Cantract CKA REx Denp 1-.2-14

- St
Systam Siatus
Creatnd > Conpiele > Held

W Versan Overvew @

T Vemon Caocument/Verson Type
Actwe Documest
W Ctange Dscumests @
= Changed Smce b Chenged FremTo
Header®em Atrcute Ol= Vake New Vake
b Hander

Contract Type Agancy Contract

o
Staties Saved Supplier 171300 CENVED Contract Owner
Tracking
Filter Setings
Sack-Ena Decument Number Status Oate Ve Cursenc
Approved 01022014 11,050,002 USD
Puskaned 220 N R
AcCpled 0.00 USD
Saves 010202014 160,000,090 USO
i
-
Created On Changed O DOozument Name
QUDR2014 142245 01022014 151288 CKA RFx Demo 1-2-14
Semch ) Dpasc Al CoMapss AF  Hide Quacy TR Setngs
Changed By Changed Cm Changed A1 Verson

* The Tracking tab is comprised of various types of information

such as:
— Document History
— Status

— \Versions
— Change Documents
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Editing the Contract

Release the Contract

change Agency Contract 4400013442

[ Read Only | | [ Cloze || Release || Save || Check || Print Preview || Delete |[ Related Links

Contract Number 4400013442 Smart Number CHEA RFx Demo 1-2-14 Contract Type Agency Contract k|

Owverview | Header | Hemsz | MNotes and Aftachments | Condiions ©  Approval Tracking

o Select the CHECK button to view and resolve any errors

 Select the RELEASE button to send the Contract document through
approval workflow
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Editing the Contract

Editing a Released Contract

) Central Contracts - All ] Purchase Orders - All Shopping Carts - All

View: |[Standard View] "|| Create Central Contract Copy | Display Edit | Mass Change Display Hierarchy DataExchangea Print Preview | Refresh

ST
Export 4
5 | Central Contract Number Central Contract Name Status Purchasing Organization Supplier Valid From Walid To Hierarc hy
D 4400013442 CKA RFx Demo 1-2-14 Released COPA Purchasing Organization CENVEDQ CORPORATION 0100202014 0140272015 [l

Last Refresh 01/02/2014 15:52:52 EST Refresh

* Edits may be made to a Contract in Released status

« Select the contract number link to open the document
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Editing a Released Contract

Display Agency Contract 4400013442

| Close || Relea

|[ 7 Edit || copy |[ Check |[%][ Renew |[ Print Preview |[ Related Links 4 |

Contract Number 4400013442 Smart Number CKA RFx Demo 1-2-14

Contract Type Agency Contract Status Released Supplier 171430 CENVEC CORPQ
Contract Owner 703385 Cynthia Anderson

0u~erv'||:w|’ Header | Hfems [  Motes and Aftachments © Conditions ©  Approval | Tracking

General Header Data

Contract Numper: | 4400013442

Contract Owner: | 703385
Smart Number:

Cynthia Anderson
CKA RFx Demo 1-2-14 Target Value! Currency:; 100,000.00| (USD
[] smart Number is External

Release Value: 0.00 USD
Contract Description: |CKA Demo Contract 1-1-14

Basic Contract: []

Supplier: * |171430 CENVED CORPORATION
Valid From/ To: * |[01/02/2014 - | 010272015

Purchasing Organization: * |COPA Purchasing Organization

Purchasing Group: *

DGS Central Purchase Purchasing Group Show Members

 Select the EDIT button to begin making changes
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Editing the Contract

Editing a Released Contract

change Agency Contract 4400013442

[ Read Only | | [ Ciose || Release |[ Save |[ Check | Lock || Print Preview || Related Links 4 ./

Contract Number 4400013442 (Change Version) Smart Humber CEA RFx Demo 1-2-14 Contract Type Agency Contract Status In Process
Supplier 171430 CENVEQ CORPORATION &‘&ntr&c’t Owner 703389 Cynthia Anderson

Overview Header | Items [  Motes and Attachments © Conditione Approval Tracking

General Header Data

« Post-Release, there are several differences in the
document while it is in change mode

— The Contract Number displays “(Change Version)”
next to it

— The Status is In Process
— The LOCK button is now available
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Editing the Contract

Editing a Released Contract

Change Agency Contract 4400013442

[ Read Only | | [ Close || Release | Save || Check || Lock || Print Preview || Related Links 4

Contract Number £4000134£2 (Change Version) Smart Humber CKA RFx Demo 1-2-14 Contract Type Agency Contract Statuz In Process
Supplier 171430 CENVEQ CORPORATION Contract Owner 702329 Cynthia Anderson

Overview Header | fltems |  MNotes and Attachments ©  Conditions | Approval ©  Tracking

General Header Data

* After the change(s) have been made, select the RELEASE
button

— Depending upon the significance of the change(s), the
document may:

= Follow approval workflow, or

= Re-release automatically
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Summary

This completes your lesson, you should now be able to:

Understand the special features of SRM 7.0
Redistribute work to other sourcing professionals
Source a requirement

Create and edit solicitation documents

Create and edit legal documents in Doc Builder
Publish solicitations in the Supplier Portal

Open, evaluate, and award responses to solicitations

Create and edit contracts
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Knowledge Check

1. How many steps are in the Carry Out Sourcing
Wizard?

a. 3
b. 4
c. 5
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Knowledge Check

2. Are you required to add the mandatory Questions to
an RFx?

a. Yes

b. No
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Knowledge Check

3. After accepting a supplier’s bid response, are you able
to reverse the acceptance?

a. Yes

b. No
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Knowledge Check

4. The Approval Tab will be used in SRM 7.0.

a. True

b. False

204



Reference Material
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Sole Source Flowcharts

(Appendix A & B)



Appendix A: Sole Source Material

Rejected, Shopping Cart is returned

pennsylvania

i
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"‘ﬁ A DEPARTMENT OF GENERAL SERVICES

pE———

Sole Source Materials Process Map

Form is received by Commodity
Manager and assigned to
appropriate Commodity
Specialist

SJF routes for DGS/OIT
approvals

|

Commodity Specialist processes
SPR and creates PO for Board
release & approval process.

l

Upon final release by board, the
Sole Source Coordinator will go
back in system and update form
with pertinent award

eMarketplace with their
approval/disapproval

information.
Commodity Specialist
reviews request, completes
Determination Summary,
attaches to request on Accepted

DGS/OIT issues the PO to the
Supplier
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Appendix B: Sole Source Service
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Sole Source Services Process Map

Rejected, email notification

Form is received by Commodity
Manager and assigned to
appropriate Commodity Specialist

Commodity Specialist reviews request,
completes Determination Summary and
attaches to request on eMarketplace with
their approval/disapproval

SJF routes for DGS/OIT
approvals (depending on $
amount)

Accepted
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Appendix C:
SU3 - Maintain User’s Data



pennsylvania

SU3 — Maintain User’s Data

Maintain User Company Data
ORIGINAL page] ° When a user’s

BID - Invitation For Bid

P00068292 05/29/2007 12:50:38 “Company" address is
BID Effective Date: Bid Invitation Nu |ncorrect Or

6100000695

Issuing Office: Supplier Name/Address: inCOmplete, itis

EDH]H:C-II'.IJ:;EEIW of Pennsylvania reflected On their
procurement

Your SAP Vendor Number with us: dOCU mentS

[ Disadvantaged business as defined by STD-203

Please Return Quotation to: Type of Security furnished if required: Return

CDn1n1GTJv;ealm of Pennsylvania Certified bank cahier's check Bid En — The user must

O

[0 Irrevocable letter of credit .
O Certificate of deposit pd t th
O Other as specified by bid Bid En u a e elr
[0 Bond - If annual bond: 00:00: ‘t t
- What is the name of the principal on the bond? Con aC
Please Deliver To: Expirat . . .
c f t SAP

Procurement Contact: asglti:: In Orma Ion In

Buyer: Angela Eshleman

Phene:
Fan: Delive

R/3
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SU3 - Maintain User’s Data

Maintain User Profile

Meny Edit Favorites  Extras  System  Help

@l: 0 6|l C@O SHEB DDOE

SAP Easy Access - User menu for Angela Eshleman
BRE| S| EB 2| v -

* Log into SAP

— Enter “SU3" (Maintain User Profile) in the transaction
number field

— Select the CHECKMARK icon to confirm
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SU3 - Maintain User’s Data
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Maintain User Profile

Lser FOOOGE292

Last changed hy FOR4TE432

faulta ; Parameters |

BI/23/2005 15:30:01

Status  Saved

Ferson

Title El
Last name Eshleman
First name
Arad. title

Faormat

Angela

Angela Eshleman
Function
Department General Services

Raoaom no. Floor

Building

Communication
Language Enaglish e
Telephane na.

Fax

Other communication...

Internet mail aeshlemanigpa.lcl
Comm. type Remote Mail g

| Assign other company address... | | Assign new company address... |
Co

Commonwealth of Pennsylwania !

(2]

« On the Address tab,
enter or edit the data
In the applicable data
fields such as Name,
Department,
Telephone no., and
Fax

— Note that data such as
Internet mail
(workflow) cannot be
changed

« Select the ASSIGN
OTHER COMPANY
ADDRESS button
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SU3 - Maintain User’s Data —

Maintain User Profile

Address number (1) 167 Entries found

Restrictions |

=]
. |[Company in user's address Name Name 2 |l:il1.|r

110 40 OVERLOOK DRIVE SCI-Fayette

110 AGRICULTURE, CONTRACTS & PROCUREMEMNT Agriculture Procurement Division Harrishurg
110 ATTENTION: BID ROOM Attention: Bid Room Department of General Services Harrishurg
110 ATTH: BID ROOM Attention: Bid Raoom Department of General Services Harrrishurg
110 ATTH: BID ROOWMEM 414 NORTH O.BSHAR 17125 Syline Shingara Harrisburg
110 ATTORMEY GEMERAL attarney general harrishurg

BID ROOM (FORLIM PLACE) Attention: Bid Raaom Harrishurg

110 BRIAM REINOEHL Brian Reinoehl Harrishurg

110 BUREAL OF ADMIMISTRATIVE & FINAMCIAL VTS, Bureau of Administrative & Financial Svc Room 2824, Health & Welfare Building Harrizhurg

— Search through the existing addresses and choose the
appropriate entry, if available

— Select the green checkmark to copy the address into the user’s
profile
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SU3 - Maintain User’s Data
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Maintain User Profile

User POOOGEE292
Last changed by POE4FE432 A9/237/2005 15:30:01 Status  Saved

Address | Defaults | Parameters |

Person

Title B

Last hame Eshleman

First name Angela

Acad. title

Faormat Angela Eshleman

Function

Department General Services

Roarm no. Floaor Building L]

Caommunication

Language Enalish e Other communication... |
Telephone no. T17-F72-3096 - Ei
Fau 717-783-6241] - >
Internet mail aeshlemang@pa.lcl Ei
Comm. type Rermate Mail g

| Assign other company address... | | Assighn new company address... |
Campany

fttention: Bid Room ¢ Gth Floor 555 Walnut Street ¢ Harrishurg PR 17101-1921 @

* All information is now
updated on the User
Profile

— Select the SAVE icon
to save the updates

* Note that if no existing
address was found, select
the ASSIGN NEW

COMPANY ADDRESS
button
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SU3 - Maintain User’s Data

pennsylvania
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Maintain User Profile

Address maintenance: Display "SAP user company addresses”

Mew Company Mame

Faorum Place Gth Floar

Search terms
Search term 112

Street address
Street'House number
Postal codeiCity
Cauntry

Time Zone

Walnut Street
17105

s LISA
EST

555

Harrishurg

Redgion Fa Fennsylvania

PO box address

PO Box

Fostal Code
Campany postal code

Communication
Language
Telephane

Fax

E-rmail

English

El Other communication. ..

I B A

— Enter the new address to
be used, as shown in the
example

— Select the green
checkmark to copy the
new address into the user
profile

— Do not put a telephone
number or fax number into
the “New Company
Address”
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SU3 - Maintain User’s Data

Maintain User Profile

* When the ASSIGN OTHER COMPANY ADDRESS button is used,

the updated company address will replicate from R/3 to SRM within
the same day

* When the ASSIGN NEW COMPANY ADDRESS button is used, the

new company address will not replicate from R/3 to SRM until the
next morning
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SRM 7.0 |
Creating & Maintaining
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Contracts Thank you!



