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BUILDING THE ITQ CONTRACT ON THE ITQ WEBSITE
Logging into the ITQ website

From the DGS Procurement pennsyl‘
website, left navigation pane, DEPARTMENT OF C

choose:

pennsylvania Y

1) Invitation to Qualify

Department of General Services

OR Doing Business with the £ PA_gov - Windows Intemet Explorer

Commonwealth

Procurement @A * g www.itqrp.state.pa_us{

" Contact Us | File Edit View Favorites Tools Help

Log directly into the website
at www.itgrp.state.pa.us.

® Divisien Descriptions {:? q‘ﬁi‘ @
& Phogov

® tggregates Search

= Points of Contact

= Debarment List

B Community Management

» Supplier Service Canter

= Procurement Forms

= Procurement Handbook

= COSTARS

® Invitation To Qualify <

T T ———

. COMMONWEALTH OF PENNSYLVANIA
2) You are automatically

redirected to the Business
Solutions Center of
Excellence’s website.

BusiNess SoLuTions CENTER OF EXCELLENCE

pennsylvania gy

3) The Welcome / Login
webpage is displayed.

If you are 2 citizen and have an existing account, enter your Username
and Password. If you are a Commonwealth Employee, or other

4) Complete the following e s nes e naproprlate
USIng your Current domainname\username).
CWOPA credentials:
Username: laeshleman
« Username Password: loooooooo
o Password

Log In

5) Select the Log In button.
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Developing an ITQ Contract

6) You are logged into the
ITQ Application website
and redirected to the
ITQ/Proposal
Administration page.

7) You may select any of the
links on the page to begin
performing the function(s)
described in the next
section.

Tvitation to Qu

Welcome, aeshleman@pa lcl

[TQ Application Heme

Final

{Role ‘Site Admin)
Welcome to ITQ Administration

ITQ/Proposal Administration On this page, you will be able to perform the following functions as they relate to your ITQ:

Create ITQ
Edit TQ
Unpublish ITQ
Proposal Evaluation
Service Category
Maintenance
Search Suppliers
Site Administration

Document Library
Email Distribution List

Create, edit, publish and unpublish 1TQ documents

. Evaluate supplier bids. notify suppliers of approval or disapproval through acceptance and rejection letters.

Search suppliers

. Service Categery Maintenance.

Bost ITQ specific documents to the Document Library.

Logeut

W NOTE: If you have trouble logging into the system, please contact the ITQ Site Administrator,

Joe Millovich, at (717) 214-3434. Or jmillovich@pa.gov.
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Administering the ITQ Contract

The ITQ/Proposal Administration page is used to access the various functions as they
relate to your ITQ Contract. This page is most often used as it provides quick links and
other commonly accessed data. By choosing these links, you will be able to, among other
things, complete the nine (9) required steps for making your ITQ Contract available to both
suppliers and agency purchasers. The following notes will give you an understanding of
the tasks used to build each component of your ITQ on the website.

Tvifation to Qualify

From the ITQ/Proposal

Administration page: Welcome. aeshleman@pa lc| (Role -Site Admin) Logout
Welcome to ITQ Administration
ITQ Application Home

1) L| nkS are |Ocated along the TQ/Proposal Administration On this page, you will be able to perform the following functions as they relate to your ITQ:
Create ITQ

left navigation pane, as Eaimo
well as in the center of the Unpublish TG

Proposal Evaluation Evaluate supplier bids. notify suppliers of approval or disapproval through acceptance and rejection letters.

page. Senice Category
Usintenance

Search Suppliers
Site Administration

Create, edit, publish and unpublish ITQ documents

Search suppliers

Document Library
Email Distribution List

[TQ Application Home

2) Individual, specific links [TQ/Proposal Administration
are along the left Create ITQ
navigation pane. Edit TQ

Unpublish [TQ

Propesal Evaluation

Senice Category
[Maintenance

Search Suppliers
Site Administration

Document Library

Email Distribution List

3) Quick-links are in the

center Of the page- . Evaluate supplier bids, notify suppliers of approval or disapproval through acceptance and rejection letters.

. Search suppliers.

. Service Category Maintenance.

. Post ITQ specific documents to the Document Library.

. Create and print ITQ specific reports.,

W NOTE: There are different Link options available depending on your access i.e. Site
Administrator, ITQ Administrator, Financial Viewer, or Agency User.
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Step 1 — Create ITQ Header

Final

The following tasks are used to enter a new ITQ Contract on the website.

From the ITQ/Proposal
Administration page:

1) Select the Create ITQ link.
OR

Select the Create, edit,
publish and unpublish ITQ
documents quick link.

2) The Create ITQ Menu
displays.

3) Selectthe Step 1. Create
ITQ Header button.

4) The Create ITQ Header
page displays.

On this form, you will enter the
information central to the ITQ.
All fields are required. Fields
with the calendar icon/drop-
down offer a calendar to
choose dates from. Fields with
the standard drop-down menu
offer Yes/No choices for
selection.

5) Complete the following:

Last Revised: 11/23/2011

ITQ Application Home
ITQ/Proposal Administration

Create [TQ

Welcome to ITQ .

On this page, you will be ahleylzerform the following funcl

. Create, edit, publish and unpublish ITC documents.

Unpublish ITQ
Proposal Evaluation

. Evaluate supplier bids, notify suppliers of approval or d

Senice Category

Maintenance

Search succliers

ITQ Applicatien Home
[TQ/Propesal Administration -Help/Instructions

Create ITQ Menu

Create TQ

To begin creating an ITQ, -click Stap 1.Create ITQ Header helow. After complating Step 1. complete 2ll cubsequent stops by
Edit ITQ clicking on the appropriate buttes
Unpublish TQ

Proposal Evaluation

Senice Category Step 1. Create ITQ Header

[Maintenance

Search Suppliers

< Step 2. Part | - Statement of Work
ite

Document Library

Email Di List Step 3. Additional Required Documentation

Step 4. Part Il - Bid Requirements

Step 5. Define Service Categories

Step 6. Client Reference Survey Questions

Step 7. Part Il - Open Enrollment Process

Step 8. Part IV - Terms & Conditions

Step 9. Publish ITQ

™ 170 Header Created

I statement of Work Uploaded

I additional Documents Specified

I™  Bid Requirements Uploaded

™ Service Categories/Technicals Entered

I Client Reference Questions Created

I=  Open Enrollment Process Uploaded

T Terms & Conditions Uploaded

™ 170 Published 170 Preview

Step 1. Create ITQ Header

[T 17Q Header Created

Create ITQ Header

rHelp/Instructions

\Begin this step by reserving = contract number in EOM_and then co:

loto oll fiokde with

you are creating.

data for thic ITO that

rITQ Header

SRM Contract #:
Effective Date: sl
Enrollment Open Date: -

Are counties required for this ITQ? -
Are references required for this ITQ? -

Clear I

ITQ Name:
Expiration Date: D'
Enrollment Close Date: i

enter # of References: IU_

Save

Continue
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ITQ Header

{SRM Contract #: I ITQ Name: I

Effective Date: I DV' Expiration Date: I DV'
Enrollment Open Date: I Dvl Enrcllment Close Date: I Dvl

Are counties required for this ITQ? | vI

Are references required for this ITQ? | vI enter # of References: IU

SRM Contract #: Type in the number of the Contract that you set up in SRM.
ITQ Name: Type in a name for your ITQ.

Be aware that this field has a length of 32 characters and/or spaces.

-ITQ Header
SRM Contract #: I ITQ Name: I
Effective Date: I Dvl Expiration Date: I D‘l
Enrollment Open Date: Dvl Enrollment Close Date: I mvl
Are counties required for this ITQ? | 4 August, 2011 3

Are references required for this ITQ?| S¢ Mo Tu We Th Fr S3 |enter # of References: IU_
3 1 2 3 4 5 8

7 8 9 1w 11 12 13

14 15 16 17 18 19 20 pve
21 22 23 24 2% 26 27

. 28 29 30 31
Continue | L

1 2
4 5 & 7 8 9 10

Today: August 18, 2011

Dates (Effective, Expiration, Enroliment Open, Enrollment Close): These fields must be

completed by selecting the calendar drop-down =1+ and choosing the appropriate date(s);
you may not free-type in these fields.

Be aware that there is no shortcut to advancing through the calendar. You must scroll through
the months using the next | » and previous @ icons.

-ITQ Header

SRM Contract #: I ITQ Name: I

Effective Date: I Dvl Expiration Date: I Dvl
Enrcllment Open Date: I Dvl Enrollment Close Date: I Dvl

Are counties required for this ITQ? | vI

Are references required for this ITQ? | vI enter # of References: Iﬂ_
A

Yes
M

Tlaar Saua |

Are counties/references required for this ITQ?: As these are required fields, you must use the
drop-down list to make your selection of either Yes or No.

Enter # of References: This is a dependent field, meaning that if you select Yes to the question Are

references required for this ITQ, then you must change the default “0” to the appropriate
number.
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Create ITQ Header
6) Select the Save button to

. rHelp /Instructions
save your entries.

\Begin this step by reserviag s contract numhbar in SO0M_and then camplata all fialds with iata data for thic

ITO that

you are creating.

rITQ Header
SRM Contract #: I4400987554
Effective Date: |10_..3_..2011 D'l
Enrcllment Open Date: IIG-‘S-‘?UH DVI

Are counties required for this ITQ? |~,,-ES -
Are references required for this ITQ? |\,-ES -

ITQ Name: 170 Deyelopment EUP
Expiration Date: 10/2/2012 D'
Enrcllment Close Date: [ q/5/5012 o

enter # of References: lz_

cou

Continue

Button Descriptions

BUTTON ACTION

Save |

Inserts your ITQ Header data into the ITQ Contract Table

Clears all entered data on the form

Clear |

Redirects you to the Create ITQ Menu page without saving any entered

Continue |
data

Edit ITQ Menu
7) You are returned to the
Edit ITQ Menu page. Step 1. Edit ITQ Header | P 17Q Header Uploaded
a) Changes to the Menu
are as follows: Step 2. Part | - Statement of Work | [T Statement of Work Uploaded
e The checkbox next
to Step 1 haS been Step 3. Additional Required Documentation | ™ Additional Dacuments Spacified
marked, indicating
that the |TQ Step 4. Part Il - Bid Requirements | ™ Bid Requirements Uploaded
Header has been
up|0aded Step 5. Define Service Categories | [T service Categories/Technicals Entered
e Step 1 has been
renamed to Edlt Step 6. Client Reference Survey Questions | I Client Reference Questions Created
ITQ Header
Step 7. Part lll - Open Enrollment Process | ™ open Enrollment Process Uploaded
Step 8. Part IV - Terms & Conditions | I”  Terms & Conditions Uploaded
Step 9. Publish ITQ | ™ 170 Published ITQ Preview
Back to Select ITQ

Last Revised: 11/23/2011
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Step 2 — Part | - Statement of Work

The following tasks are used to upload the Statement of Work into the ITQ Contract on the

website.

From the Edit ITQ Menu page:

1) Selectthe Step 2. Part | —
Statement of Work
button.

2) The Part | — Statement of
Work page displays.

This form is divided into two
sections: Upload — Statement
of Work and Available —
Statement of Work. Use the
Upload — Statement of Work
section to upload the contract’s
Statement of Work to the ITQ.
It is required that this
document be uploaded in two
different document types: PDF
and HTML. When appropriate,
use the Available — Statement
of Work section to delete a
document that should no
longer be associated with the
contract.

Last Revised: 11/23/2011

Edit ITQ Menu

Step 1. Edit ITQ Header | ~

— "

ITQ Header Uploaded

Step 2. Part | - Statement of Work Statement of Work Uploaded

Step 3. Additional Required Documentation | [T Additional Documents Specified
Step 4. Part Il - Bid Requirements | I~ Bid Requirements Uploaded

Step 5. Define Service Categories | ™ Service categaries/Technicals Entered
Step 6. Client Reference Survey Questions | I Client Reference Questions Created
Step 7. Part Il - Open Enrollment Process | I~  Open Enrcliment Process Uplaaded
Step 8. Part IV - Terms & Conditions | [T Terms & Conditions Uploaded

Step 9. Publish ITQ | ™ 17Q published ITQ Preview

Back to Select ITQ

Part I - Statement of Work

- Help/Instructions

lIn this step, you must uplaad Bart I — Statemant of Wark for thic ITO.

This step requires uploading two separate file types for the same document. One is a PDF and the other must be an HTML
document. You should convert your WORD document to PDF and also save it as an HTML file using the instructions below:

To convert to PDF: There are several online tools for converting a WORD document to a PDF. One is located here.

To convert to HTML: Click Here for Step by Step Instructions

r Upload - Statement of Work

SRM Contract #: 4400587654
Contract Name: ITQ Development ELF

Uploadl

Document Location: I

Browse...

rAvailable - Statement of Work

No Statement of Work found for SRM Contract Number: 4400987654!

Continue
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3) Select the Browse button Upload - Statement of Work
to upload the Statement of
Work document n tWO Contract Name: ITQ Development EUR

d|ﬁerent f'le types Document Location: i Browse I Uplﬂﬂdl

« PDF
e HTML

SRM Contract #: 4400937554

Laak in: IE} Site Attachments j - ci Eo-

4) Locate the applicable file.

5) Select (highlight) the
applicable file.

=) Part | Staternent of Wark _ Sample for EUP_files
1Part | Statement of ‘wWark _ Sampls for EUP

Part | Statement of ‘Work _ Sample for EUP PR
[T Part | Statement of ‘work _ Sample for EUP

6) Select the Open button. @Part Il Bid Requirements _ Sample for ELIP

File narne: IPart | Staternent of *Work _ Sample for ELIP j
Files of type: |m| Files [%%] =] Cancel /l
5
The file path has been |n.serted  Upload - Statement of Work
into the Document Location
field. SRM Contract #: 4400387634
Contract Name: [TQ Development EUP
7) Select the Up|0ad button. Document Location: | \5ocments and Settings\aeshleman\Desktop\Site Attachments\P Browse... |
A conflrma}tlon messag.e 1S -Upload - Statement of Work
displayed in green stating that
the file was successfully SRM Contract #: 4400387654
u |Oaded. Contract Name: 1TQ Development EUP
p Document Location: Browse | Upluad
The flle iS- now d|5p|ayed as a File Name : Part I Statement of Work _ Sample for EUP.htm succassfully uploaded. muu—
hyperlink in the Available — ] /
Statement of Work section. [Available - Statement of Work /
Time Stam Document
8) Repeat the above Steps /18/2011 gt;trpn::-;i':‘!;:;":ilétlrgl.hzt:e.pa.uz"ITC Admin/ITQs/4400587554/ WorkScops/Part I Staternent of Work Delete |
with the remaining file
[type].

Last Revised: 11/23/2011 10
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- Upload - Statement of Work
9) Select both links to
Valldate that they Open Contract Name: ITQ Development EUP

COI’I‘eCﬂy Document Location: Browse | Upluﬂdl

a) |f one or bOth dO I’]Ot, File Name : Part I Statement of Work _ Sample for EUP.pdf successfully uploaded.

SRM Contract #: 4400587554

delete the file(s) and

rAvailable - Statement of Work
repeat the upload

process. Time Stam,
8/18/2011 Delete |
10) Select the COntlnue 8/18/2011 gitrl:‘:-‘.pla F:r‘iéuur;:;tdar_ts‘ca.uz-'[TC Admin/ITQs/4400387654/ WorkScope/Part 1 Statement of Work Delete |
button.

Edit ITQ Menu
11) You are returned to the
Edit ITQ Menu page.

Step 1. Edit ITQ Header | ¥ 17TQ Header Uploaded

The checkbox next to Step 2

h n marked as

as bee Step 2. Part | - Statement of Work | [ Statement of Work Uploaded

completed.
Step 3. Additional Required Documentation | [T Additional Documents Specified
Step 4. Part |l - Bid Requirements | [T Bid Requirements Uploaded
Step 5. Define Service Categories | [T Service Categories/Technicals Entered
Step 6. Client Reference Survey Questions | [T Client Reference Questions Created
Step 7. Part lll - Open Enrollment Process | I~ Open Enroliment Process Uploaded
Step 8. Part IV - Terms & Conditions | [T Terms & Conditions Uploaded
Step 5. Publish ITQ | ™ 17Q Published ITQ Preview

Last Revised: 11/23/2011 11
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Step 3 — Additional Required Documentation

The following tasks are used, as applicable, to establish the requirement for suppliers to
upload specific documents along with their proposals for the ITQ Contract on the website.

From the Edit ITQ Menu page:

1) Select the Step 3.
Additional Required
Documentation button.

2) The Additional Required
Documentation page
displays.

This form is divided into two
sections: Create — Additional
Required Documentation and
Available — Additional Required
Documentation. Use the
Create — Additional Required
Documentation section to
establish the specific document
or form to be required as part
of a supplier’s proposal to the
ITQ in order to be considered
qualified. When appropriate,
use the Available — Additional
Required Documentation
section to edit or delete a
document name that no longer
require to be a part of the
supplier’s proposal.

Last Revised: 11/23/2011

Edit ITQ Menu

Step 1. Edit ITQ Header | ¥ 1TQ Header Uploaded

Step 2. Part | - Statement of Work | I”  statement of Work Uploadad

Step 3. Additional Required Documentation 44— [T Additional Documents Specified
Step 4. Part Il - Bid Requirements | I~ Bid Requirements Uploaded

Step 5. Define Service Categories | I”  sarvice Categories/Tachnicals Entered
Step 6. Client Reference Survey Questions | I Client Reference Questions Created
Step 7. Part Il - Open Enrollment Process | I~ Open Enraliment Process Uploaded
Step 8. Part IV - Terms & Conditions | [T Terms & Conditions Uploaded

Step 9. Publish ITQ | ™ 17Q published ITQ Preview

Back to Select ITQ

Additional Required Documentation

- Help/ Instructions
\In this step, you must specify I frrnes of doc = ad to cubmit ac narct of
their proposal. Detailed insts hat ta nama tha il tak will ha cont;

Part IT — Bid Requirements of e Q.
Also, specify what types of contacts are required on the Vendor Profile. (i.e. ITQ Technical, Executive, Legal, etc)

r Create - Additional Required Documentation

SRM Contract #: 4400937634

Contract Name: 1TQ Development EUP

Enter Document Name: I Add
r Available - Additional Required Documentation
No form types entered for SRM Contract Number: 44009876541
Continue |
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3) Type the document name
in the Enter Document
Name field.

4) Select the Add button.

A confirmation message is
displayed in green stating that
the document name was
successfully added.

The document name is
displayed in the Available —
Additional Required
Documentation section.

5) Repeat the above steps as

necessary until all document

names have been added.

6) Select the Continue button.

Last Revised: 11/23/2011
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Create - Additional Required Documentation

SRM Contract #: 4400987654

Contract Name: ITQ Development EUP

Enter Document Name: ||, 3ncq Certificate

-Create - Additional Required Documentation

SRM Contract #: 4400937654

Contract Name: 1TQ Development EUP

Enter Document Name: I

Insurance Certificate Added. —

-Available - Additional Required Documentation

Document Name

Insurance Certificate  <(u——

ﬂl Delete |

Continue |

- Create - Additional Required Documentation

SRM Contract #: 4400987654

Contract Name: ITQ Development EUP

Enter Document Name:

Resume Added.

-Available - Additional Required Documentation

Document Name

Insurance Certificate
Financial Information

Resume

ﬂl Delste
ﬂl Delete
ﬂl Delete |

Continue

13
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7) You are returned to the
Edit ITQ Menu page.

The checkbox next to Step 3
has been marked as
completed.

Final

Edit ITQ Menu

Step 1. Edit ITQ Header |

Step 2. Part | - Statement of Work |

Step 3. Additional Required Documentation |

Step 4. Part Il - Bid Requirements |

Step 5. Define Service Categories |

Step 6. Client Reference Survey Questions |

Step 7. Part lll - Open Enrollment Process |

Step 8. Part IV - Terms & Conditions |

Step 9. Publish ITQ |

Back to Select ITQ

ITQ Header Uplaaded

Statement of Work Uploaded

Additional Documents Specified

Bid Requirements Uploaded

Service Categories/Technicals Entered

Client Reference Questions Created

Open Enrollment Process Uploaded

Terms & Conditions Uploaded

ITQ Published ITQ Preview

. IMPORTANT NOTE: This step gives the Commodity Specialist a means to identify specific

documents that all suppliers must include with their proposals, such as Financials and Resumes. |f
the supplier does not fulfill the requirement of uploading at least one document in each of these

areas, they will be prevented from submitting their proposal.

For this reason, be careful not to ‘force’ all suppliers to upload a document which is only required
by some, such as a Small Business Certification form. In these instances, you could use the

“correct” scenario below, customized to fit your ITQ if needed.

Correct

All Required Documentation

Incorrect
Financials (required for all)

Resumes (required for all)

Small Business Certification form (req. for some)

Last Revised: 11/23/2011
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Step 4 — Part Il - Bid Requirements

The following tasks are used to upload the Bid Requirements into the ITQ Contract on the

website.

From the Edit ITQ Menu page:

1) Select the Step 4. Part Il -
Bid Requirements button.

2) The Part Il - Bid
Requirements page
displays.

This form is divided into two
sections: Upload — Bid
Requirements and Available —
Bid Requirements. Use the
Upload — Bid Requirements
section to upload the contract’s
Bid Requirements to the ITQ.

It is required that this
document be uploaded in two
different document types: PDF
and HTML. When appropriate,
use the Available — Bid
Requirements section to delete
a document that should no
longer be associated with the
contract

Last Revised: 11/23/2011

Edit ITQ Menu

Step 1. Edit ITQ Header | [ 17Q Header Uploaded

Step 2. Part | - Statement of Work | [ Statement of Wark Uploaded

Step 3. Additional Required Documentation | [ Additional Documents Specified
Step 4. Part Il - Bid Requirements 4—'— I”  Bid Requirements Uploaded

Step 5. Define Service Categories | I service Categories/Technicals Entered
Step 6. Client Reference Survey Questions | I Client Reference Questions Created
Step 7. Part lll - Open Enrollment Process | I Open Enraliment Procass Uploaded
Step 8. Part IV - Terms & Conditions | I Terms & Conditions Uploaded

Step 9. Publish ITQ | ™ 17Q Published ITO Preview

Back to Select ITQ |

Part II - Bid Requirements

r Help/Instructions

Bid Qaguivemants far thic

\In this step, you must upload Dart 1T

ITn.

This step requires uploading two separate file types for the same document. One is a PDF and the other must be an HTML
document. You should convert your WORD document to PDF and also save it as an HTML file using the instructions below:

To convert to PDF: There are several online tools for converting a WORD document to a PDF. One is located here.

To convert to HTML: Click Here for Step by Step Instructions

r Upload - Bid Requirements

SRM Contract #: 4400587554
Contract Name: ITQ Development EUF

Document Location: I

rAvailable - Bid Requirements

Mo Bid Requirements found for SRM Contract Number: 44008876541

Continue |

15
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3) Select the Browse button
to upload the Bid
Requirements document in
two different file types:

e PDF

e HTML

4) Locate the applicable file.

5) Select (highlight) the
applicable file.

6) Select the Open button.

The file path has been inserted
into the Document Location
field.

7) Select the Upload button.

A confirmation message is
displayed in green stating that
the file was successfully
uploaded.

The file is displayed as a
hyperlink in the Available — Bid
Requirements section.

8) Repeat the above steps

with the remaining file

[typel].

Last Revised: 11/23/2011
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rUpload - Bid Requirements

SRM Contract #: 4400587654

Contract Name: ITQ Development EUF

Document Location:

Lok in: I&) Site Attachments j & £ Ef-

Part | Statement of “ork. _ Sample for EUP_files
Part Il Bid Reguirements _ Sample for EUP_files
Part | Statement of Work _ Sample for EUP
Part | Statement of Wwark _ Sample far EUP
- Part | Statement of Work _ Sample for ELIP
Part Il Bid Requirements _ Sample for EUP
Part Il Bid Fequirements _ 5ample for EUP

‘ Part Il Bid Requirements _ 5ample for EUP —

File name: IF'art Il Bid Requirements _ Sarmple for EUP j Open I
Fies oftpe: [l Files () I o

rUpload - Bid Requirements

SRM Contract #: 4400987654
Contract Name: ITQ Development EUF

Document Location: [o\nor ments and Settings\aeshleman\Desktop\Site Attachments\P Browse... |

Upload

~Upload - Bid Requiremenis

SRM Contract #: 4400537654
Contract Name: ITQ Development EUP

Document Location:

File Name : Part I1 Bid Requirements _ Sample for EUP.pdf successfully uploaded.  «umu—

rAvailable - Bid Requirements /
Time Stamj Document
8/23/2011 htto://vvnitarp. state. pa . us/ITQ Admin/ITO=/4400387554/QualificationRequirements/Part 1T Bid Delste |

Reguirements  Ssmgle for EUR.odf

16
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rUpload - Bid Requirements

9) Select both links to
validate that they open
correctly.

SRM Contract #: 4400587654
Contract Name: IT( Development EUF

Document Location: Browse.. | Uplﬂﬁdl

a) If one or both do not, File Name : Part I Bid Requirements _ Sample for EUP.htm successfully uploaded.

delete the file(s) and

repeat the upload rAvailable - Bid Requirements

process. Time Stam T
8/29/2011 ;l:z:';-r’:::‘v;.:érp.Est::rélc;.fl;f-'é:sp;c:;m\n-"ITOE-"4400987654r'cua\ir'i:ati:nRequirementE-'Dart 11 Bid DB|EIB
10) Select the Conti nue 8/20/2011 ;t:z\:.-;.r-‘::‘v;.:érc.Est:rt:élcaa.f\;f-'EIIShit:-‘m\n-"ITOE-"440098?654*'Cua\ir'i:ati:nRequirementE-'Dart 11 Bid Delete |
button.

Edit ITQ Menu
11) You are returned to the
Edit ITQ Menu page. Step 1. Edit ITQ Header | [¥ 170 Header Uploaded

The checkbox next to Step 4

has been marked as Step 2. Part | - Statement of Work | ¥ Statement of Work Uploaded

completed.
Step 3. Additional Required Documentation | ¥ Additional Documents Specified
Step 4. Part Il - Bid Requirements | ¥ Bid Requirements Uploaded
Step 5. Define Service Categories | [T Service Categories/Technicals Entered
Step 6. Client Reference Survey Questions | [T Client Reference Questions Created
Step 7. Part Il - Open Enrollment Process | ™ Open Enrollment Process Uploaded
Step 8. Part IV - Terms & Conditions | [T Terms & Conditions Uploaded
Step 9. Publish ITQ | [ 17Q Published ITQ Preview

Back to Select ITQ

Last Revised: 11/23/2011 17
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Step 5 — Define Service Categories

Final

The following tasks are used to incorporate the ITQ Service Categories into the ITQ

Contract on the website.

When applicable, Technical Requirements as well as Technical Categories may be
incorporated into the appropriate Service Category. Due to these variables, this section of
the End User Procedure will be broken down into Scenarios within in the instructional
steps. However, please be aware that there is no specific order that any of the instructional
steps need to be completed in.

W NOTE: The Service Categories and their descriptions were established when the ITQ’s
Statement of Work was developed. And, when applicable, Technical Requirements and Technical
Categories were established. In Step 5 — Define Service Categories, you are simply incorporating

them into the ITQ Contract on the website.

Scenario 1: Entering one or more Service Categories, no Technical Requirements

or Technical Categories

From the Edit ITQ Menu page:
1) Select the Step 5. Define

Service Categories
button.

Last Revised: 11/23/2011

Step 1. Edit ITQ Header

Edit ITQ Menu

| I7 ITQ Header Uploaded

Step 2. Part | - Statement of Work

| I7 Statement of Work Uploaded

Step 3. Additional Required Documentation

| ¥ Additional Documents Specified

Step 4. Part Il - Bid Requirements

| ¥ Bid Requirements Uploaded

Step 5. Define Service Categories 4—‘- I™  Service Categories/Technicals Entered

Step 6. Client Reference Survey Questions

| [T Client Reference Questions Created

Step 7. Part lll - Open Enrollment Process

| ™ Open Enrollment Process Uploaded

Step 8. Part IV - Terms & Conditions

| I_ Terms & Conditions Uploaded

Step 9. Publish ITQ

| ™ 17Q Published ITQ Preview

Back to Select ITQ
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2) The Define Service
Categories page displays.

This form is divided into two
sections: Create — Service
Category and Available —
Service Category. Use the
Create — Service Category
section to enter the contract’s
Service Categories and
Technical Requirements to the
ITQ. When applicable, use the
Available —Service Category
section to delete a Service
Category that should no longer
be associated with the
contract. The Available —
Service Category section may
also be used to edit Service
Categories, or to add a new
Technical Requirement to the
appropriate Service Category.

Final

Define Service Categories

- Help/Instructions

lIn this step, you must define the Sandca Catagories and anu Taechnical Beguirameants that are necascary

r Create - Service Category

Title and Description fields are datome AfE datz in thece fialds click the Add 1c huttan,

Then, you may proceed to the Technical Requirements se’:ﬁon by clicking on the "Add_TR" button in _fh-e appropriate
Service Category Line in the Service Categories List.

SRM Contract #: 4400587654

Contract Name: ITQ Development EUP

Title:

Description:

Add Service Category

=

Available - Service Category

No Service categories found for Contract Number: 4400087654!

Continue

/ TIP: The simplest way to perform this step is to use “Copy” and “Paste” rather than typing it
from scratch. While leaving the ITQ Website open at the Create — Service Category page, locate
your Statement of Work document and open it as well, scrolling to the page containing your Service

Categories.

In the Statement of Work document, highlight the first Service Category name to select it. “Right-

click” on your mouse, and the

containing the ITQ website and select the Title field. “Right-click” on your mouse, and this time
choose Paste on the menu that displays. The information is now inserted. Repeat this process to

insert the Service Category D

Continue following the above

n choose Copy on the menu that displays. Go back to the window

escription.

process until all Service Categories have been established.

Button Descriptions

BUTTON

ACTION

Add Service Category

Adds the entered data into the ITQ

Continue Redirects you to the Edit ITQ Menu page
Delete Removes the applicable Service Category from the ITQ
Edit Allows you to edit the applicable Service Category
Add TR Allows you to enter a new Technical Requirement for the applicable

Service Category

Last Revised: 11/23/2011
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Developing an ITQ Contract

3) Selectthe Add Service
Category button.

The Title and Description is
displayed in the Available —
Service Category section.

A confirmation message is
displayed in green stating that
the information was
successfully added.

4) Repeat the above steps as
necessary until all Service
Categories have been
added.

a) Be aware that your
Service Categories
may not display within
the Available —
Service Category area
in the same order that
you entered them.

5) Select the Continue
button.

Last Revised: 11/23/2011

Final

-Create - Service Category

Title and Description fields are man

Then, you may proceed to the Techmcai' Reqmremenl‘s sectlan by cl'lckmg on l‘he Add TR bul‘tan in l‘he appraprral‘e
Service Category line in the Service Categories List.

SRM Contract #: 4400537654

Contract Name: [TQ Development EUP

Title: Consulting Serices - IT Project Management

Description: [17:11de, but are not limited to: any services that assist =]

agencies to govern, manage, measure, and resource thei IT
| or portfolio of IT projects to improve over
performance and support and maintain Commonwealth and

ry project management standards and rr.et,.’.cdc'_cgies.|

I Add Service Category II

- Create - Service Category

Title and Description fields are - ALt ing data in th. fialde click the Add i £ bkt

Then, you may proceed to the Techmcél Requ;reménts sechcn by clicking on l‘Ple "Add_TR" bul‘l‘an in l‘he apprcprlate
Service Category Line in the Service Categories List.

SRM Contract #: 4400937554

Contract Name: 1TQ Development EUP

Title:

Description: ;I

El

Add Service Category |

rAvailable - Service Category

Comments

Title Description Required

Include, but are not limited to: an
govern, manage, messure, and res
of IT projects to improve overall busine

that zszist 2gencies to
their IT projects or portfolio

performante and support Delete | Edit| Add TR
znd maintzin Commonwezlth 2nd industry project manzgemeant

standards snd methodologies.

Consulting
Services - IT
Broject
Mansgement

Service category Consulting Services - IT Project Management added. 4—

Continue I
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6) You are returned to the
Edit ITQ Menu page.

The checkbox next to Step 5

has been marked as
completed.

Last Revised: 11/23/2011

Final

Step 1.

Edit ITQ Menu

Edit ITQ Header |

Step 2.

Part | - Statement of Work |

Step 3.

Additional Required Documentation |

Step 4.

Part Il - Bid Requirements |

Step 5.

Define Service Categories |

Step 6.

Client Reference Survey Questions |

Step 7.

Part lll - Open Enrollment Process |

Step 8.

Part IV - Terms & Conditions |

Step 9.

Publish ITQ |

Back to Select ITQ

ITQ Header Uploaded

Statement of Work Uploadad

Additional Dacuments Specified

Bid Requirements Uploaded

Service Categories/Technicals Enterad

Client Reference Questions Created

Open Enrollment Process Uploaded

Terms & Conditions Uploaded

ITQ Published ITQ Praview
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Final

Scenario 2: Adding one or more Technical Requirements to a Service Category, no

Technical Categories

From the Create — Service
Category screen:

1) Scroll down to the
Available — Service
Category area.

2) For the applicable Service
Category, select the
Add_TR button.

3) The Define Service
Categories page re-
displays; however, the
“Create” component is now
for a Technical
Requirement.

This form is divided into two
sections: Create — Technical
Requirement and Available —
Technical Requirement. Use the
Create — Technical Requirement
section to enter the Service
Category’s Technical
Requirements and, if applicable,
the Technical Requirement’s
Technical Categoryl/ies to the
ITQ. When applicable, use the
Available — Technical
Requirements section to delete a
Technical Requirement that
should no longer be associated
with the Service Category. The
Available — Technical
Requirements section may also
be used to edit a Technical
Requirement, or to add a new
Technical Category to the
appropriate Technical
Requirement.

Last Revised: 11/23/2011

SRM Contract #: 4400587654
Contract Name: IT( Development EUP

Title:

Description: ;I

[

Add Service Category

rAvailable - Service Category

P Comments
Title Description et
Boating, Kayaking Including but not limited to canoes, kayaks, paddle boats
& Canasing paddles, kayak paddles. kayak specific lifs jackets, dry bags. ¥
Equisment floats, tow ropes, life jackets, any NON MOTORIZED squipment.
Camping, Including but not limited ta tents, slesping bags, trekking poles,
Backpacking & backpacks, backpacking stoves, cook stoves, slesping pads, cutdear ¥
Hiking Equipment cooking pots-pans-utensils, water filters

Delete ﬂ| Add_TRl
Delste ﬂl Add_TRl

Include, but are not limited to: any = sgencies to

Consulting " ‘ ; - i .
: govern, manage, messure, and reso air IT projects or portfolie

Servicas - T : ' = : A

Praject of IT projects to improve overall business perfermance and support Y elete i |

and maintain Commenwezlth 2nd industry project management

Manzgement z . iez
stzndards =nd methodelogies.

Include, but are net limited to: requirements validstion and tracing,

milestone review, metrics analysis, test vi ing, site acceptance

testing, defect investigation, vendor analysis and selection, guality ¥

assurance and management, reporting and documentation review for

IT and telecommunications projects.

Consulting
Services - IVEV

Delzte | Edit| Add_TR |

Eervice category Boating, Kayaking & Canoeing Equipment added.

Continue

Define Service Categories

rHelp/Instructions

In this step, you must defina th

rCreate - Technical Requirement

Technical Requirement Name and Technical Reguirs Daccrintion fialde ars mandatars Aftar o ing data in th

fields, click the Add Technical Requirement button. Thén,- you may proceed to the‘ T‘echm'faf (‘étegm";;a; ;;cﬁm:a by cli-c_l;i;ag
on the "Add_TC" button in the appropriate Technical Requirements line in the Technical Requirements List. Use the "Back
To Service Categories"” button to go back to the Service Categories Section.

Service Category Title: Consulting Services - IT Froject Management

Tech Requirement Name:

Tech Reguirement Desc: d

Back To Service Categories Add Technical Requirement

rAvailable - Technical Requirement

Tech Reg Name Tech Req Description

No Technical Requirements found for Service Category ID: 134!

Continue
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Final

/ TIP: Use the “Copy” and “Paste” method as previously described for quick insertion of the

Technical Requirement(s).

Button Descriptions

BUTTON

ACTION

Back To Service Categories

| | Redirects you to back to Create - Service Category

Add Technical Requirement

| | Adds the entered data into the ITQ

4) Select the Add Technical
Requirement button.

Notice that the Technical
Requirement name and
Description is displayed in the
Available — Technical
Requirement section.

5) Repeat the above steps as
necessary until all
Technical Requirements
have been added.

a) Be aware that your
Technical
Requirements may not
display within the
Available — Technical
Requirement area in
the same order that
you entered them.

6) Selectthe Continue
button.

7) You are returned to the
Edit ITQ Menu page and
the checkbox next to Step
5 is marked as completed.

Last Revised: 11/23/2011

- Create - Technical Requirement

Technical Requirement Name and Technical Reguiramant Dacecrintion fialde ara mandatore Aftar antaring data in thaca
fields, click the Add Technical Requirement button. Then, you may proceed to the Technical Categories section by clicking
on the "Add_TC" button in the appropriate Technical Requirements Line in the Technical Requirements list. Use the "Back
To Service Categories"” button to go back to the Service Categories Section.

Service Category Title: Consulting Services - IT Project Management

Tech Requirement Name: [oo 00/ iing Senvices - IT Project Management

Tech Reguirement Desc: Includes ;I
measure,
projects
and maintain Com
standards and me
[~

Back To Service Categories |I Add Technical Requirement | I

rCreate - Technical Requirement

\Technical Requirement Name and Technical Reguiramant Daccrintion fislde ara mandatarye Afiar antaring data in thaca
fields, click the Add Technical Requirement button. Then, you may proceed to the Technical Categories section by clicking
on the "Add_TC" button in the appropriate Technical Requirements Line in the Technical Requirements List. Use the "Back
To Service Categories” button to go back to the Service Categories Section.

Service Category Title: Consulting Services - IT Project Management

Tech Reguirement Name:

Tech Requirement Desc: ;I

Back To Service Categories Add Technical Requirement

rAvailable - Technical Requirement

Tech Reg Nama Tech Reg Description
Includes any services to assist agencies govern, manage. measure, and resource

Consulting Services = [T their IT projects or portflic of IT projects to improve overall business performance pajete | Edit] Add TC
Project Management 2nd support and maintain Commonwealth and industy project managemeant —

standards snd methodologies.

Continue |
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Scenario 3: Adding one or

If you are already on the
Create — Technical
Requirement screen, skip to
instructional step 3.

From the Create — Service
Category screen:

1) Scroll down to the
Available — Service
Category area.

2) For the applicable Service
Category, select the
Add_TR button.

3) For the applicable
Technical Requirement,
select the Add_TC button.

This form is divided into two
sections: Create — Technical
Requirement Categories and
Available — Technical
Requirement Categories. Use
the Create — Technical
Requirement Categories
section, when applicable, to
enter the Technical
Requirement’s Technical
Categorylies to the ITQ.

When applicable, use the
Available — Technical
Requirement Categories
section to delete a Technical
Requirement Category that
should no longer be associated
with the Technical
Requirement. The Available —
Technical Requirement
Categories section may also
be used to edit a Technical
Requirement Category.

Last Revised: 11/23/2011

Final

more Technical Categories to a Technical Requirement

SRM Contract #: 4400587654

Contract Name: ITQ Development EUFR

Title:

Description:

=

Add Service Category

rAvailable -

Title

& Canosing
Equipment
Camping,
Backpacking &
Hiking Equipment

Consulting
Services - IT
Project
Manzgement

Consulting
Services - IVAY

Bosting, Kayaking

Service Category

Description

Including but not limited to canoes, kayzks, paddle boats, canose
paddles, kayzk paddles, kayak specific life jackets, dry bags, paddle
floats, tow ropes, life jackets, any NON MOTORIZED equipment.
Including but not limited to tents, sleeping bags, trekking poles,
backpacks, backpacking stoves, cook stoves, slesping pads, outdoor
cooking pots-pans-utensils, vater filters

Include, but are not limited to: 2ny = = that assist agencies to
govern, manage, measure, and resource thair IT projects or pertfolio
of IT projects to improve overall business performance and support
and maintain Commenwealth and industry orojeck management
standards and methodelogies.

Include, but are not limited to: requirements validation and tracing,
milestone review, metrics analysis, test witnessing, sit= acceptance
testing, defect investigation, vendor analysis and selection, quality
assurance and management, reporting and documentation review for
IT and telecommunications projects.

Comments
Required

v Delste ﬂl Addel
v Delzte | Edit| Add_TR |

¥ Delete Edit' Add_TR il

¥ Delste ﬂl Add_TRl

Bervice category B

Continue

oating, Kayaking & Canoeing Equipment added.

Tech

r Create - Technical Requirement

Technical Requirement Name and Technical Reguirams. £} = thaca
fields, click the Add Technical Requirement button. Then, you may proceed to the Technical Categories section by clicking
on the "Add_TC" button in the appropriate Technical Requirements Line in the Technical Requirements List. Use the "Back
To Service Categories” button to go back to the Service Categories Section.

Tech Reguirement Desc:

Back To Service Categories

o ion fiald,

A=t Afta dats in th

Service Category Title: Consulting Services - IT Project Management

Requirement Name:

Add Technical Requirement

rAvailable -

Tech Req Name

Consulting Services - IT
Project Mansgement

Technical Requirement

Tech Req Description
Indudes any

their IT proje

standards and methodologies.

vices to assist agendies govern, manage, measure, and resource
or portflio of IT projects to improve overall business performance
=nd support and maintzin Commonwealth and industy project management

Delete |ﬂ| Add TC

Continue |
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4) The Define Service
Categories page re-
displays; however, the

“Create” component is now
for Technical Requirement

Categories.

5) Complete the following
required field:
e Tech Category Name

6) Complete the following
optional field, if desired:

e Tech Category Desc

Final

- Create - Technical Requirement Categories

Technical Category Name is mandatory and Technical Categ D tional Afh atering data in th fialds

click the Add Technical Category button. Use the "Back To Techmcaf Requlrement§ .bul‘mn to go back to the Technical
Reqguirements Section.

Tech Requirement Name: Consulting Services - IT Project Management

Tech Category Name:

Tech Category Desc: ;I

Back To Technical Requirements Add Technical Category

- Available - Technical Requirement Categories

Tech Category Name Tech Category Description

Mo Technical Categories found for Technical Requirements ID: 54!

Continue

/ TIP: Use the “Copy” and “Paste” method as previously described for quick insertion of the

Technical Categoryl/ies.

Button Descriptions

BUTTON

ACTION

Back To Technical Requirements

Redirects you to back to Create - Technical Requirement

Add Technical Category

Adds the entered data into the ITQ

7) Select the Add Technical
Category button.

Last Revised: 11/23/2011

rCreate - Technical Requirement Categories

Technical Category Name is mandatory and Technical Categery- Descrin ional After antaring data in th fialds

click the Add Technical Category button. Use the "Back To Technical Requrremenfs buﬂ‘on to go back to fhe Technical
Reguirements Section.

Tech Requirement Name: Consulting Services - IT Project Management

Tech Category Name: [g oo Requirements|

Tech Category Desc: ﬂ

Back To Technical Requirements II Add Technical Category | I

25
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Notice that the Technical

- Create - Technical Requirement Categories

Technical Category Name is mandatory and Technical Cat: e Dgecri; ntional Afie ring data in thece fiald,

Category name |S dISp|ayeC| |n click the Add Technical Category button. Use the "Back To Tefhmcal Requrremenﬁ' buHan to g:; back to the Technica

the Available — Technical
Requirement Categories
section.

Requirements Section.

Tech Requirement Name: Consulting Services - IT Project Management

!

Tech Category Name:

Tech Category Desc: ;I
8) Repeat the above steps as
necessary until all
Technical Categories have =
been added.
Back To Technical Requirements Add Technical Category

a) Be aware that your

-Available - Technical Requirement Categories

Technical
Requirement Tech Category Name Tech Category Description
Categories may not Business Reguiremeants Delete | Edit

display within the
Available — Technical Continue |

Requirement
Categories area in the
same order that you
entered them.

9) Select the Continue
button.

10) You are returned to the
Edit ITQ Menu page and
the checkbox next to Step
5 is marked as completed.

IN SUMMARY::

v

There is no set number of Service Categories for an ITQ Contract — how many you have is specific
to your ITQ.

A Service Category may or may not have one or more Technical Requirements.
A Technical Requirement may or may not have one or more Technical Categories.

The Service Category/ies, and if applicable, Technical Requirement(s) and/or Technical Categories,
are established in the Statement of Work when it is developed. In Step 5, Define Service
Categories, you are simply incorporating them into the ITQ Contract on the website.

Since the Service Categories, Technical Requirements, and/or Technical Categories already exist,
use the “Copy” and “Paste” method when adding them to the website rather than typing the
information ‘from scratch’.

After the first Service Category has been added to the website, there is no specific order that the
remaining entries of Service Categories (and Technical Requirements and/or Technical Categories,
if applicable) are to be completed in.

Once added, the Service Categories (and Technical Requirements and/or Technical Categories, if
applicable) may not display within the Available — Service Categories, et. al. areas in the same order
in which they were entered.

Last Revised: 11/23/2011
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Step 6 — Client Reference Survey Questions

Final

The following tasks are used to incorporate survey questions for client references into the

ITQ Contract on the website.

W IMPORTANT NOTE: This step is only applicable if “Yes” was selected for the question “Are
references required for this ITQ?” when the ITQ Header was created.

ITQ Header

SRM Contract #: IiiUUQE?BSi

Effective Date: 10/3/2011 DVl
Enrollment Open Date: 10/3/2011 DV|

Are counties required for this ITQ? [z
Are references required for this IT

ITQ Name: |ITQ Development EUP

Expiration Date: 10/2/2012 D‘l
Enrollment Close Date: 10/2/2012 Dvl

enter # of References: |2

From the Edit ITQ Menu page:

Step 1. Edit ITQ Header

Edit ITQ Menu

| [¥  17Q Header Uploaded

1) Select the Step 6. Client
Reference Survey

QueStionS button Step 2. Part | - Statement of Work

| [¥  Statement of Work Uploaded

Step 3. Additional Required Documentation | ¥ additional Documents Specified

Step 4. Part Il - Bid Requirements

| [¥  Bid Requirements Uploaded

Step 5. Define Service Categories

| F Service Categories/ Technicals Entered

Step 6. Client Reference Survey Questions 4_'— [T Client Referenca Questions Created

Step 7. Part lll - Open Enrollment Process | [~ Open Enrollment Process Uploaded

Step 8. Part IV - Terms & Conditions

| [T Terms & Conditions Uploaded

Step 9. Publish ITQ

| [T 17Q Published ITQ Preview

Back to Select ITQ

Last Revised: 11/23/2011
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Client Reference Survey Questions
2) The Client Reference

. -Help/ Instructi

Survey Questions page elp/Instructions

. In this step, you must cre=te and waight the gusstions for the Cliant Dafarancs Surway Form.

displays.
This form is divided into two - Create - Client Reference Survey Questions
SeCtlonS Create - Cllent SRM Contract #: 4400987654
Reference Survey QueStlons Contract Name: ITQ Development EUP
and Available — Client Question #: [
Reference Survey Questions. Question Weight (%): [
Use the Create — Client Enter Question: =
Reference Survey Questions L _ILI

4 »

section to enter the survey

questions for the ITQ. When

applicable, use the Available rAvailable - Client Reference Survey Questions

Client Reference Survey
Questions section to delete a

No questions entered for SRM Contract Number: 4400987654!

Survey Question that should Continue__|

no longer be associated with
the contract. The Available —
Client Reference Survey
Questions section may also be
used to edit a Survey
Question.

Question #: I

3) Complete the following Queston weight (%): [

required fields:
) Enter Question:

a) Question # L

4

e Enter the number of
the question.

g

b) Question Weight (%)

e Enter the weight
percentage that is
being assigned to the
guestion.

c) Enter Question

¢ Insert the survey
question for the client
reference.

W IMPORTANT NOTE: The combined weight of all questions must equal 100%.

Last Revised: 11/23/2011
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Final

/ TIP: The simplest way to enter the questions is to use “Copy” and “Paste” rather than typing it
from scratch. While leaving the ITQ Website open at the Create — Client Reference Survey

Questions page, locate the document that contains your survey questions.

In the document with the survey questions, highlight the first question to select it. “Right-click” on
your mouse, and then choose Copy on the menu that displays. Go back to the window containing
the ITQ website and select the Enter Question field. “Right-click” on your mouse, and this time
choose Paste on the menu that displays. The information is now inserted. You may also use this
process to complete the Question # and Question Weight (%) fields, but keying in the numbers is

equally fast.

Continue following the above process until all survey questions have been established.

4) Select the Add button.

Notice that the Question,
number, and the question’s
weight assignment are
displayed in the Available —
Client Reference Survey
Question section.

Notice a confirmation message
is displayed in green stating
that the information was
successfully added.

5) Repeat the above steps as
necessary until all Survey
Questions have been
added.

6) Monitor the Weight total as
you are adding each
guestion, as the combined
weight of all questions
must equal 100%.

Last Revised: 11/23/2011

- Create - Client Reference Survey Questions

SRM Contract #: 4400937654

Contract Name: ITQ) Development EUP

Question #: |1_

Question Weight (%): EUl

Enter Question:

4

How would you rate the service provider’s overall perfnrmancs;l |
-

1

rCreate - Client Reference Survey Questions

SRM Contract #: 4400537654
Contract Name: ITQ Development EUP

Question #: I

Question Weight (%): I—

Enter Question: ﬂ ﬂl
l ,
Question #: 1 Added. g
rAvailable - Client Reference Survey Questions
# Question Weight (24)
1 How would you rate the service provider’s overall performance on your spacific projacts? 20 Delete ﬂl
Total - 20
The total waight for all questions must equal 1000&.
Enter Question: d ﬂl
l .
Question #: 2 Added.
-Available - Client Reference Survey Questions
# Quastion ‘Weight (%)

1 How would you rate the service provider's overall performance on your specific projects?

2 How would you rate the service provider's sttention to customer service?

20 Delete |ﬂ|
15 Delete |ﬂ|

The total weight for all guestions must equal 100%0. 4—

frotal - 35 |
| =——

Continue
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7) Select the Continue
button.

8) You are returned to the
Edit ITQ Menu page.

The checkbox next to Step 6
has been marked as
completed.

Final

Enter Question:

Question #: 10 Added.

Ad

=

el

#

=

[¥]

]

w

@

-

@

k]

rAvailable - Client Reference Survey Questions

uestion
How would you rate the service
How would you rate the service
How would you rate the servics

How would you rate the servics

How would you rats the servics
were all deadlines met?

How would you rate the service
How would you rats the servics

How would you rate the service

How would you rate the servics
your project?

10 How viould you rate the service

provider's overall perfermance on your specific projects?
provider's attention to customer service?

provider's ability to provide accurate budget estimates?

provider's sbility to stay vithin the agreed upon project budget?
provider's on scheduling and time line aspects of your specific project,
provider's performance on proving sdeguate staffing?

provider’s communication in tarms of project update?

provider’s planning and delivery skills?

provider's project management skills and key personnel assigned on

provider's confidence in their approach and capabilities?

Weight (%)

20 Delete | Edit

15 Delete | Edit
10 Delete | Edit
15 Delete | Edit
10 Delete | Edit
Delete | Edit
5 Delete | Edit
5 Delete | Edit

5 Delete | Edit

F[EEEE[E[2 e 2
HEGHEHEHAS

10 Delete | Edit

Total - 100

Edit ITQ Menu

Step 1. Edit ITQ Header | 4
Step 2. Part | - Statement of Work | =4
Step 3. Additional Required Documentation | =
Step 4. Part Il - Bid Requirements | ~
Step 5. Define Service Categories | I
Step 6. Client Reference Survey Questions | ~
Step 7. Part |l - Open Enrollment Process | -

Step B.

Part IV - Terms & Conditions

Step 9. Publish ITQ

Back to Select ITQ

1TQ Header Uploaded

Statement of Work Uploaded

Additional Documents Specified

Bid Requirements Uploaded

Service Categories/Technicals Entered

Client Reference Questions Created

Open Enrollment Procass Uploaded

Terms & Conditions Uploaded

ITQ Published ITQ Preview

Last Revised: 11/23/2011
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Step 7 — Part lll - Open Enrollment Process

The following tasks are used to upload the Open Enroliment Process document into the
ITQ Contract on the website.

Edit ITQ Menu
From the Edit ITQ Menu page:

Step 1. Edit ITQ Header | [¥  17Q Header Uploaded

1) Selectthe Step 7. Part llI

— Open Enrollment |

Process button Step 2. Part | - Statement of Work ¥ statement of Work Uploadad

Step 3. Additional Required Documentation | [ Additional Documents Specified
Step 4. Part Il - Bid Requirements | ¥ Bid Requirements Uploaded

Step 5. Define Service Categories | [¥  Service Categories/Technicals Entered
Step 6. Client Reference Survey Questions | [¥  Client Reference Questions Created
Step 7. Part Il - Open Enrollment Process 4—'— I~ Open Enrollment Process Uploaded
Step 8. Part IV - Terms & Conditions | [T Terms & Conditions Uploaded

Step 9. Publish ITQ | [T 1TQ Published ITO Preview

Back to Select ITQ

Part III - Open Enrollment Process

2) The Part Ill = Open

- Help /Instructions
Enrollment Process page
. \In this step, you must uple=d Pact ITT — Onan Enrollment Procacs for thic TTO.
displays.
This step requires uploading two separate file types for the same document. One is a PDF and the other must be an HTML
document. You should convert your WORD document to PDF and also save it as an HTML file using the instructions below:
Th|s for‘m |S d|v|ded |nto tWO To convert to PDF: There are several online tools for converting a WORD document to a PDF. One is located here.
sections: Up|oad — Open To convert to HTML: Click Here for Step by Step Instructions

Enrollment Process and
Available — Open Enrollment

- Upload - Open Enroliment Process

Process. Use the Upload - SRM Contract #: 4400337654

Open Enro”ment Process Contract Name: I1TQ Development EUP

section to upload the contract’s Document Location: | Browse.. |  Upload
Open Enrollment Process

document to th.e ITQ. Itis -Available - Open Enroliment Process

required that this document be

uploaded In tWO dlfferent No Open Enrollment Process found for Contract Number: 4400987654!

document types: PDF and
HTML. When appropriate, use Continue
the Available — Open
Enrollment Process section to
delete a document that should
no longer be associated with
the contract.
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3) Select the Browse button to
upload the Open Enrollment
Process document in two

different file types:

« PDF
e HTML

4) Locate the applicable file.

5) Select (highlight) the
applicable file.

6) Select the Open button.

The file path has been inserted
into the Document Location
field.

7) Select the Upload button.

A confirmation message is
displayed in green stating that
the file was successfully
uploaded.

The file is displayed as a
hyperlink in the Available —
Open Enrollment Process
section.

8) Repeat the above steps
with the remaining file

[typel].

Last Revised: 11/23/2011

Final

- Upload - Open Enroliment Process

SRM Contract #: 4400387654
Contract Name: ITQ Development EUP

Document Location:

Browse.

Upload

=z e ®ekE-

Part | Statement of “Wark _ Sample for EUP_files
Fart Il Bid Requirements _ Sample for EUP_files
Fart Il Dpen Enrollment Process _ Sample for EUP_files
Part I Terms and Conditions _ Sample for EUP_files
._] Part | Statement of WWoark _ Sample for ELP
|_] Part | Statement of “Work _ 5ample for ELP
-|Part | Statement of \Work _ Sample for ELIP
,_] Part Il Bid Requirements _ Sample for EUP
._] Part |l Bid Requirements _ Sample for EUP
- Part Il Bid Requirements _ Sample for ELP
._] Part Il Open Enrollment Process _ Sample for ELP
I_]F‘art Il Open Enrallment Process _ Sample for ELJP
Part Il Open Enrallment Pro Al < —
._j Part IV Terms and Conditions _ Sample for ELJP
._] Part IV Terms and Conditions _ Sample for ELJP

| |

| Part I Terms and Conditions

IF'art Il Dpen Enroliment Process _ Sample for Ej

=

File name:

Files of type: | & Files %)

FUpload - Open Enrollment Process

SRM Contract #: 4400937654

Contract Name: ITQ Development EUP

Document Location: [0 ocyments and Settings\aeshleman\Deskiop\Site Attachments\P.~ Browse... |

Upload

+Upload - Open Enroliment Process

SRM Contract #: 4400937654

Contract Name: ITQ Development EUP

Document Location:

Browse...

File Name : Part TIT Open Enrollment Process _ Sample for EUP.pdf successfully uploaded. <(mmm—

Upluadl

-Available - Open Enrollment Process /
Time Stamj Document
a/2/2011 http://vivwviitgrp.state.pa.us/ITQ Admin/ITQs/44005387654/Enrollment/Part 11T Open Enrollment Process

Sampls for EUP.pdf

Delete |
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rUpload - Open Enrollment Process
9) Select both links to
Valldate that they Open Contract Name: 1TQ Development EUP

CorreCtly' Document Location: Fronmn | Upload

3.) If one or both do not, File Name : Part 111 Open Enrollment Process _ Sample for EUP.htm successfully uploaded.

SRM Contract #: 4400937654

delete the file(s) and

rAvailable - Open Enrollment Process
repeat the upload

process_ Time Stamy Document

http:// v itgrp.state.pa.us/ITQ Admin/ITQs/4400387654/Enrollment/Part 111 Open Enrcllment Process Delete

9/2/2011 Sample for EUP.oof
10) Se'ect the Con“nue 9/2/2011 g:g—:;;‘:‘?::“é?jg::t::eIDEIUE”TO Admin/ITQ=/4400987654/Enrollment/Part 111 Open Enrollment Process Delete |
button.
Continue I
Edit ITQ Menu
11) You are returned to the
i Menu page.
Edit ITQ pag Step 1. Edit ITQ Header | [¥  1TQ Header Uploaded
The checkbox next to Step 7
has been marked as Step 2. Part | - Statement of Work | [¥  Statement of Work Uploaded
completed.
Step 3. Additional Required Documentation | ¥ Additional Documents Specified
Step 4. Part Il - Bid Requirements | ¥ Bid Requirements Uploaded
Step 5. Define Service Categories | ¥ Service Categories/Technicals Entered
Step 6. Client Reference Survey Questions | ¥ Client Reference Questions Created
Step 7. Part Il - Open Enrollment Process | ¥ Open Enroliment Process Uploaded
Step 8. Part IV - Terms & Conditions | [T Terms & Conditions Uploaded
Step 9. Publish ITQ | [T 17Q Published ITQ Preview
Back to Select ITQ
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Final

Step 8 — Part IV — Terms & Conditions

The following tasks are used to upload the Terms & Conditions into the ITQ Contract on the

website.

From the Edit ITQ Menu page:

1) Select the Step 8. Part IV
— Terms & Conditions
button.

2) ThePartIV—-Terms &
Conditions page displays.

This form is divided into two
sections: Upload — Terms &
Conditions and Available —
Terms & Conditions. Use the
Upload — Terms & Conditions
section to upload the contract’s
Terms and Conditions
document to the ITQ. ltis
required that this document be
uploaded in two different
document types: PDF and
HTML. When appropriate, use
the Available — Terms &
Conditions section to delete a
document that should no
longer be associated with the
contract.

Last Revised: 11/23/2011

Edit ITQ Menu

Step 1. Edit ITQ Header | [¥  17Q Header Uploaded

Step 2. Part | - Statement of Work | [¥  Statement of Work Uploaded

Step 3. Additional Required Documentation | ¥ Additional Documents Specified
Step 4. Part Il - Bid Requirements | ¥ Bid Requirements Uploaded

Step 5. Define Service Categories | ¥ Service Categories/Technicals Entered
Step 6. Client Reference Survey Questions | ¥ Client Reference Questions Created
Step 7. Part Il - Open Enrollment Process | ¥ Open Enroliment Process Uploaded
Step 8. Part IV - Terms & Conditions 4—'— [T Terms & Conditions Uploaded

Step 9. Publish ITQ | [ 1TQ Published ITQ Preview

Back to Select ITQ

Part IV — Terms & Conditions

- Help/ Instructions

In this step, you must uplezad Pact TW — Tacme & Conditi for thi

ITO.

This step requires uploading two separate file types for the same document. One is a PDF and the other must be an HTML
document. You should convert your WORD document to PDF and also save it as an HTML file using the instructions below:

To convert to PDF: There are several online tools for converting a WORD document to a PDF. One is located here.

To convert to HTML: Click Here for Step by Step Instructions

- Upload - Terms & Conditions

SRM Contract #: 4400987654
Contract Name: ITQ Development EUP

Document Location: I

-Available - Terms & Conditions

No Terms & Conditions found for SRM Contract Number: 4400987654!

Continue
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Select the Browse button to
upload the Terms &
Conditions document in two
different file types:

3)

« PDF
e HTML

4) Locate the applicable file.

5) Select (highlight) the
applicable file.

6) Select the Open button.

The file path has been inserted
into the Document Location
field.

7) Select the Upload button.

A confirmation message is
displayed in green stating that
the file was successfully
uploaded.

The file is displayed as a
hyperlink in the Available —
Terms & Conditions section.

8) Repeat the above steps
with the remaining file

[typel].

Last Revised: 11/23/2011

Final

- Upload - Terms & Conditions

SRM Contract #: 4400987654

Contract Name: ITQ Development EUP

Document Location:

Browse... |

Upload

| &3k E-

Look, in: IE} Site Attachments

Fart | Statement of Woaork _ Sample for EUP_files

Part Il Bid Requirements _ Sample for EUP_files

Fart Il Dpen Enroliment Process _ Sample for EUP_files
Part I'Y Termns and Conditions _ Sample for EUP_files
Part | Statement of Woark _ Sample for ELP

Part | Statement of Woark _ Sample for ELP

Part Il Bid Requirements _ Sample for ELP
Part Il Bid Requirements _ Sample far ELP

Part Il Dpen Enroliment Process _ Sample for ELP
Part Il Dpen Enroliment Process _ Sample for ELP

Part I'Y Termns and Conditions _ Sample for ELP
Part I Terms and Conditions _ S ample for ELIP

nple for ELJF

| 2]
File name: IF'art I Terms and Conditions _ Sample for ELUP j Open I
Files of type: IAII Files [*.%] j Carcel |

pA

Upload - Terms & Conditions

SRM Contract #: 4400937654

Contract Name: ITQ Development EUP

Document Location: [\, ments and Settings\aeshleman\Desktop\Site Attachments\®  Browse...

Upload

Upload - Terms & Conditions

SRM Contract #: 4400587654

Contract Name: ITQ Development EUP

Document Location:

Browse |

File Name : Part IV Terms and Conditions _ Sample for EUP.pdf successfully uploaded. <

Upload

Available - Terms & Conditions /

Time Stam)j Document

8/2/2011 httDIer.WWW.ItGrD.EtEtE.DE.UEIITO Admin/ITOs/4400987654/ TermsConditions/Part IV Terms and Delete |
Conditions __Sample for EUB.pdf
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rUpload - Terms & Conditions
9) Select both links to
Valldate that they Open Contract Name: ITQ Development EUP

CorreCtly Document Location: Browse | Upload

a) If one or both do not, File Name : Part IV Terms and Conditions _ Sample for EUP.htm successfully uploaded.

SRM Contract #: 4400987654

delete the file(s) and

F i - & Conditi
repeat the upload Available - Terms onditions

process. Time Stam Document
. [ in/ /. J iti J
9/2/2011 httD.-'j-’.lfNN.r.\tqu.state.DE‘us ITQ Admin/ITQs/4400987654/TermsConditions/Part IV Terms and Delete
Cenditicns  Sampls for EUE.pdf

http:/ /v itgrp.state.pa.us/TTQ Admin/ITOs/4400387654/TermsConditions/Part IV Terms and

10) Select the Continue el lmp st pass 0. Delts |

button.
I Continue |I

Edit ITQ Menu
11) You are returned to the
Edit ITQ Menu page.
Q pag Step 1. Edit ITQ Header | [ 1TQ Header Uploaded

The checkbox next to Step 8

has been marked as Step 2. Part | - Statement of Work | [7  Statement of Work Uploaded

completed.
Step 3. Additional Required Documentation | [7  Additional Documents Specified
Step 4. Part Il - Bid Requirements | ¥ Bid Requirements Uploaded
Step 5. Define Service Categories | ¥ Service Categories/Technicals Entered
Step 6. Client Reference Survey Questions | [¥  Client Reference Questions Created
Step 7. Part Il - Open Enrollment Process | [¥  Open Enroliment Process Uploaded
Step 8. Part IV - Terms & Conditions | [¥  Terms & Conditions Uploaded
Step 9. Publish ITQ | [T 17Q Published ITO Preview

Back to Select ITQ
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Step 9 - Publish ITQ

Final

The following tasks are used to preview and/or publish the ITQ Contract on the website.

From the Edit ITQ Menu page,
to first preview the ITQ:

1) Selectthe ITQ Preview
link located across from
Step 9. Publish ITQ
button.

2) TheITQ Preview page
displays.

Edit ITQ Menu

Step 1. Edit ITQ Header |

Step 2. Part | - Statement of Work |

Step 3. Additional Required Documentation |

Step 4. Part Il - Bid Requirements |

Step 5. Define Service Categories |

Step 6. Client Reference Survey Questions |

Step 7. Part Il - Open Enrollment Process |

Step 8. Part IV - Terms & Conditions |

Step 9. Publish ITQ |

Back to Select ITQ

[7  17Q Header Uploaded

[¥  Statement of Work Uploaded

[¥  Additional Documents Specified

[¥  Bid Requirements Uploaded

[¥  Service Categaries/Technicals Entered

[ Client Reference Questions Created
[¥  Open Enrollment Process Uploaded
[¥  Terms & Conditions Uploaded

[T 1TQ Published ITO Preview /

ITQ Preview

rITQ Header

3)

4)

Review the information,
selecting document links
as applicable.

Use the vertical scrollbar
to view additional
information.

Last Revised: 11/23/2011

SRM Contract #: 4400387654
Effective Date: 12/1/2011
Enrollment Open Date: 12/1/2011
Counties Required: Yes

References Required: Yes

ITQ Name:
Expiration Date:

Entrollment Close Date:

# of References:

: ITQ Development EUP
1 11/30/2012
1 11/30/2012

¥

rPart I - Statement Of Work

Document

http://vwwveitarp.state.pa.us/ITQ Admin/ITOs 4400987654/ WorkScope/Part I Statement of Work Sample for EUP.htm

http://wems.itgrp.state.pa.us/ ITQ Admin/ITQs/4400527 654/ WorlsScope/Dart I Statement of Worle

Sample for EUP.pdf

rAdditional Required Documentation

Document Name
Insurance Certificate
Financial Information
Resume
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. . X rPart IT - Bid Requirements
5) Continue reviewing
Document

Informatlon to ensure http://vwwsitarp.state.pa.us/ITQ Admin/1TQs/4400387654/QualificationReguirements/Part 1 Bid Reguirements Sample for EUP.pdf
Comp|eteneSS and aCCuraCy. htto://vwweitarp.state.pa.us/ITQ Admin/ITOs/4400387 654/ QuslificationRequiraments/Part [T Bid Requiraments Ssmpls for EUP.htm

r Client Reference Survey Questions

# Question Weight (%)
1 How would you rate the service provider's overall performance on your specific projects? 20
2 How would you rate the service provider’s attention to customer service? 15
3 Howr would you rate the service provider's ability to provide accurate budgst estimates? 10
4 Hows would you rate the service provider's ability to stay vwithin the agreed upon project budget? 15
5 How v{ould you rate the service provider’s on scheduling and time line aspects of your specific project, were all 10
deadlines met?

[ Howr would you rate the service provider's performance on proving adequate staffing? 5
7 How would you rate the service provider's communication in terms of project update? B
g How would you rate the service providers planning and delivery skills? 5
3 Howr would you rate the service provider's project mansgement skills and key personnel assigned on your project? 5
10 How would you rate the service provider's confidence in their approach and capabilities? 10

rPart IIT - Open Enroliment Process

Document
htto://vewitaro.state.os.us/ITQ Admin/ITOs/4400987654/Enrollment/Part III Open Enrollment Process  Samole for EUP.odf
http://vew.itqro.state.pa.us/ITQ Admin/ITQs/4400987654/Enrollment/Part III Open Enrollment Process  Sample for EUP.htm

rPart III - Open Enrollment Process

6) Select the Continue button.
Document

http://vevaw. itgrp. state.pa.us/ITQ Admin/ITQs/4400987554/Enrollment/Part 111 Open Enrcllment Process  Sample for EUR.pdf

htto:/ /v, itarp.state.pa.us/ITQ Admin/ITOs/4400287654/Enrollment/Part 111 Open Enrcllment Process  Sample for EUP.htm

rPart IV - Terms & Conditions

Document
htto:/ /v, itarp.state.pa.us/ITQ Admin/ITOs/4400987654/TermsConditions/Part IV Terms and Conditions  Sample for EUP.odf
http:// v itgrp.state.pa.us/ITQ Admin/ITQ=/4400987 654/ TermsConditions/Part IV Terms =nd Conditions _Sample for EUP.htm

rService Categories/Technicals

Service Category
Boating, Kayaking & Canoeing Equipment

Camping. Backpacking & Hiking Equipment

Consulting Services - IT Project Management

Consulting Services - IVEY

Continue
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7) You are returned to the
Edit ITQ Menu page.

8) Select the Step 9. Publish
ITQ button.

9) The Publish ITQ page
displays.

10) Enter the applicable
Solicitation number in the
Solicitation # field.

11) Select the Check
Solicitation # button.

Last Revised: 11/23/2011

Final

Edit ITQ Menu

Step 1. Edit ITQ Header | [¥  17TQ Header Uploaded

Step 2. Part | - Statement of Work | [¥  statement of Work Uploaded

Step 3. Additional Required Documentation | [¥  Additional Documents Specified
Step 4. Part Il - Bid Requirements | 7 Bid Requirements Uploaded

Step 5. Define Service Categories | [¥  Service Categories/Technicals Entered
Step 6. Client Reference Survey Questions | [¥  Client Reference Questions Created
Step 7. Part Il - Open Enrollment Process | [ Open Enroliment Process Uploaded
Step 8. Part IV - Terms & Conditions | [¥  Terms & Conditions Uploaded

Step 9. Publish ITQ —— | [T 17Q Published ITQ Preview

Back to Select [TQ |

Publish ITQ

- Help/Instructions

" ; £ b, I o L [ o th,

In this step, you will publish the ITQ Howewer 2 Baguast to Adwertice must ha completed on eMarketplace and
Solicitation # entered below before this ITQ can be Published.

r Publish ITQ

SRM Contract #: 4400937654
Contract Name: ITQ) Development EUF

Solicitation #: I Check Solicitation # |

Clear | Publishita |

Continue |

Publish ITQ

- Help/Instructions

" . + b fotad L I A th,

In this step, you will publich tha ITO_Howavar s Daauact ia Advartice muct ha camplatad an aMarkstolaca ar
Solicitation # entered below before this ITQ can be Published.

rPublish ITQ

SRM Contract #: 4400987654
Contract Name: ITQ Development EUF

|5°"t“aﬁﬂ" #: [4400987654 Check Solicitation # _| |

Clear | Publishita |

Continue |
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12) The system will search
eMarketplace for the
Request to Advertise, and
return the result.

13)

Publish ITQ

r Help/ Instructions

In this step, you will publich the ITQ_Howsawar = Daouact to Adva
Solicitation # entered below before this ITQ can be Published.

rPublish ITQ

SRM Contract #: 4400537654
Contract Name: ITQ Development EUP

Solicitation #: |440098?554 Check Solicitation #
Clear Publish ITQ |
Request to Advertise Number, 4400987654, was not found.
ITQ can not be Published!

Continue

Last Revised: 11/23/2011
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