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Course Objectives

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

— 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



m_ pennsylvania
MENT OF GENERAL SERVICES

Workload Redistribution

Sourcing Requisitions
Create and Editing a Draft RFx

Responses and Awards

Create the Contract
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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
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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
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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
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Finding Potential Assignments

Search for Documents

Document Types
Requirements: |+ Status: |In Process |v|
Purchase Orders: | | Purchasing Organization: |CDF'A Purchasing Organization ||
RFxs: [] Purchasing Group: |DGS Central Purchase Purchasing Group ||
Contracts: | |

Document Number: | |

Delivery Date / Validity Period / | [@To | [ia]
Submission Deadline:

| Search || Undo Entries |

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

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

10
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Finding Potential Assignments

Search for Documents

Document Types
Requirements: |v Status: |In Process |'|
Purchase Orders: | | Purchasing Organization: |CDF‘A Purchasing Organization ||
RFxs: [ Purchasing Group: |DGS Central Purchase Purchasing Group ||
Contracts: | |

Document Number: | |

Delivery Date / Validity Period / | [TTo | [£a]

Submission Deadline:

| Search || Undao Entries |

* 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

11
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Making the Assignment

Search Result : 11 Documents Ij
Select All | Assign To: |[COPA Purchasing Organization |G| P[YB1-1504-GS Mtls Div (9| Go | Assign Automatically Refresh Messages Filter Settings
B Document Number  Document Name Type Status Purchasing Qrganization Purchasing Group -
0011723996 /1 CARTON,RCRD,OPF WLDECT,32/200# 15x12x10 Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group
0011781299 /1 TOWEL, ROLL, 1000, 1PLY 1.5 CORE Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group

» The Results List screen displays

 View a document by selecting its Document Number

12
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Making the Assignment

Search Result : 11 Documents Ij
Select All | Assign To: |COPA Purchasing Organization |G| PYB1-1504-GS Mtls Div (9| Go | Assign Automatically Refresh Messages Filter Settings
Document Mumber ~ Document Name Type Status Purchasing Qrganization Purchasing Group -
0011723996 /1 CARTON,RCRD,OPF WLDECT,32/200# 15x12x10 Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group
0011781299 /1 TOWEL, ROLL, 1000, 1PLY 1.5 CORE Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group

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

* Select all documents by choosing the SELECT ALL button

13
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Making the Assignment

Search Result : 11 Documents Ij
Select All || Assign To: |COPA Purchasing Organization |G| P[YB1-1504-GS Mtls Div (9| Go Assi%matically Refresh Messages Filter Settings
B\ Document Number  Document Name Type Status Purchasing Qrganization Purchasing Group -
0011723996 /1 CARTON,RCRD,OPF WLDECT,32/200# 15x12x10 Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group
0011781299 /1 TOWEL, ROLL, 1000, 1PLY 1.5 CORE Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group

» 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

14
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Making the Assignment

Processing of the documents has been completed -
Search for Documents E =
Document Types
Requirements: [v| Status: [In Process [+]
Purchase Orders: [ | Purchasing Organization: |COF‘A Purchasing Organization ||
RFxs: [ Purchasing Group: |DGS Central Purchase Purchasing Group ||
L Document Number: | |
Delivery Date / Validity Period / | |0 | i&]
Submission Deadline:
| Search || Undo Entries
Search Result : 11 Documents E
Select All | Assign To: I3l (7| Go | Assign Automatically Refresh Messages Filter Settings
E. Document Number  Document Name Type Status Purchasing Organization Purchasing Group -
0011723996 /1 CARTOM,RCRD,OPF,WLDECT,32/200% 15x12x10 Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group
0011781299 /1 TOWEL, ROLL, 1000, 1PLY,1.56 CORE Requirement  In Process = COPA Purchasing Crganization DGS Central Purchase Purchasing Group

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

15
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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

17
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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.

18
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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

19
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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:

 Dept. Human Services (DHS) needs a contract in place for pharmaceuticals
— Prescription-filling services
— Generic and name brand options
— Contract to serve all DHS 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

20
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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

21
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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

« AllIT procurements must comply with ITB PRO001 (Information
Technology Bulletin)

22
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Understanding RFx Documents

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

23
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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

24
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Understanding RFx Documents

« After receiving the agency request:

1. DGS will process the Supplier Price Request (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

25
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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.

26
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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 ”7
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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

28
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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

29
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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

31
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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)

32
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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

33
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Carry Out Sourcing

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

34
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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: Reguisitions
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 | | i
"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

35
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Carry Out Sourcing

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

36
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Carry Out Sourcing

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

37
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Carry Out Sourcing

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

38
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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

39
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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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Carry Out Sourcing

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

41
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Carry Out Sourcing

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

42
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Carry Out Sourcing

Step 3 (Review Drafts)

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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Carry Out Sourcing

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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Carry Out Sourcing
Step 3 (Review Drafts)

¥ 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

45



Pennsylvania

DEPARTMENT OF GENERAL SERVICES

Carry Out Sourcing

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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Carry Out Sourcing

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)

* Publish the RFx
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Editing a Draft RFx

Edit RFx :
| Publish |[ check |[ Save || Print Preview | Close || Related Links 4 |[ Read Only |
i) submission deadiine for bids 01/02/2014 at 00:00:00 is in the past -
0 Opening date 01/02/2014 is in the past
0 Start date is in the past
i) submission deadline must be later than the start date
0 Mandatory Attributes Mot Maintained =7
RFx Number 6100027171 Smart Number CKA RFx Demo 1-2-14 Type Invitation For Bid Status Saved Created On 01/02/2014 11:18:38 Created By Cynthia Anderson Time Zone EST
Number of Suppliers 0 Number of ltems 3 Version Humber Version Type Active Version External Version Number
RFX Information ” Bidders [ fems | Motes and Attachments © Condtions ©  Approval | Tracking
RFx Parameters | Questions | Notes and Attachments | Conditions
P
Identification Event Parameters
Smart Number: | ¢iea Ry Demo 1-2-14 Detailed Price Information: | Price with Conditions -
[] Smart Number is External Follow-On Document: |Contract -|
RFx Type: | Invitation For Bid Bidder Can Change RFx Responses:
Bid Description |CKA RFx Demp 1-1-14 Allowe Multiple RFx Responses for Each Company:
Publication Type: |Public RFx - Scenario Award/Contract
Organization
Purchasing Organization |CDPA Purchasing Organization |
Purchasing Group: [DGS Central Purchase Purchasing Group (7] Show Members
Dates
Start Date: |01/02/2014 00:00:00
Deadline: * [01/02/2014 00:00:00
Opening Date: [01/02/2014 00:00:00
Change does NOT require approval: [ |
Fiter Settings
Function Number Name Phone Number
D » Reguester 703389 Cynthia Anderson
||+ Goods Recpient 703389 Cynthia Anderson
D » Responsible Employee
D * Ship-To Address 1 EXEC BRANCH TIT-TET-4T19
||+ Location 301275 DGS Bureau of Procurement 717-787-2189 =

* 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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Editing a Draft RFx

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
(Create and Maintain User Address)*

— 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

*Appendix C - Create and Maintain User Address
- EUP located on DGS BOP Training Website
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RFx Information Tab — Questions sub-tab

R}‘J(Informaﬁnnl’ Bidders | fems | MNotes and Attachments |~ Condiions ©  Approval | Tracking

RFx Parametersl Questions IINDtesandAﬁachments | Conditions.

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

Fiter Seftings

Figld Name Question Type Unit | Currency | To Be Weighted | Required | Muli-Select | Comment | Sequence
|_| QUESTION #02 Is the offer in accordance with the *Representations and Authorizations® listed in section *Submission — 001.17 of the attached solictation document? CoPA yes or no flag ] ] ] 0010
I:I QUESTION #01 |Has the submitter read, and does the submitter understand, the *Representations and Authorizations™ listed in section *Submission — 001.17 of the attached solicitation document? | CoPA yes or no flag O O O oozo

If available, below you can select fields which can be weighted in addition to header questions. The available fields depend on default settings.
Default Header Fields

Field To Be Weighted

 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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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
e = * 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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* 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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RFx Information Tab — Questions sub-tab

Add Question
Propoze Guestionz ¥ Find Questions Creste Questions

The table lists all available,

lestions ¥ ou can narrow dowen the results by selecting the dropdowns on the toolbar,

R e  The selected Question is pulled into

Grow [farR [ Guestion Type: .
| the Group field
Ty | FField Mame P Question P Type P Product Category

i

— Select the ADD button

Jancel |

'Ilﬂ(lnfomlaﬁnn|’ Bidders © lems |  Motes and Attachments | Conditions -~  Approval | Tracking

| RFx Parameters | Questions | Motes and Aftachments | Condtions

* The selected
[ Details | | [ Add question | | [ Delete |

Question is included
| Test

I:‘ QUESTION #1 Has the submitter read, and does the submitter understand, the *Representations and Authorizations® listed O n th e ta b

Iz the pffe jop _ (001

|:| PA PREFERRED AGRICULTURAL ARE vOU PROVIDING PA-PRODUCED AGRICULTURAL PRODUCTS AS DEFINED BY PA EXEC. ORDER 2090-
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RFX Information r Bidders || Hems [  Notes and Attachments | Conditions |  Approval ©  Tracking
RFx Parameters | Cuestions | MHotes and Attachments | Conditions
Here you can add documents, edit internal and supplier notes, and create a celaboration room for the RFx
w Notes ]
Clear Fitter Setlings
Category Description
Tendering text —“Empty-
Internal Mote -Empty-
-Empty-

w Attachments IE'
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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RFx Information Tab — Notes and Attachments

Here you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx
w* Notes lj
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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RFx Information Tab — 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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RFx Information Tab — 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 || Wersioning Delete Fiter 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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RFx Information Tab — Notes and Attachments

DGS met with the Attorney General’s (AG) office to discuss some SRM issues from the 7.0
upgrade. As an outcome of that meeting, DGS agreed to the following procedures to assist
the AG in its review of Commonwealth contracts.

1.

Agencies must notify the Legal Review Section of the AG’s office before removing or
withdrawing a document from the AG’s workflow

Upload contract/purchase order attachments in the following order

The actual contract, signed by the vendor (if such document exists)
Terms and conditions
Any “exhibits” in sequential order

Statement of Work, RFP, IFB or similar documents that describe the relevant
procurement

Solicitation materials, i.e. bid tabulation sheet, award letter, sole source
justification, etc.

Vendor documents, i.e. quote, RFP proposal or other related material

Miscellaneous documents that memorialize any pertinent communications

regarding the solicitation or contract. N
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RFx Information Tab — Notes and Attachments

Label attachment appropriately, (users will need to label the
attachments one through nine, as 01 through 09 as indicted
below and attachments greater than 09 can use the

standard numbering convention of 10 and greater) for example:

01 — Signed Contract

02 — Terms and Conditions

03 - Exhibit A “Exhibit A Title”

04 - Statement of Work

05 - RFP (IFB) 61XXXXXXXX or RFP (IFB) “Title of RFP (IFB) Project”
06 — Bid Tab
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RFx Information Tab — Notes and Attachments

Here you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx
- Notes ]
Fiter Settings
Category Description
Tendering text -Empty-
Internal Note -Empty-
—Empty-
w Attachments |j
[ Add F«ﬂachmentl| Edit Description |IVer5inning ‘I| Delete | Fiter 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 ] ] docx 13 POOOGE292  08/09/2013

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

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

— Al documents that should be viewed by the supplier should be left blank so they post to
the 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

71



pennsylvania
?jﬂl‘.‘ DEPARTMENT OF GENERAL SERVICES

RFx Information Tab — 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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RFx Information Tab — Bidders sub-tab

« 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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RFx Information Tab — Bidders sub-tab

RFX Information -~ B’ldders" temz ©  MNotes and Attachments © Conditions ©  Approval | Tracking

x i ]

Add Bidder by Company ID: | || Add |I| [ Search for Bidders 4 | | [ Output Medium Delete Settings

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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RFx Information Tab — Bidders sub-tab

RFX Information ~  Bidders " temz | Motes and Attachments | Conditions |  Approval ©  Tracking

W Bidder Overview El
Add Bidder by Company ID: | |[2dd | [ Search for Bidders « | | [fend Notifications |[ Output Medium | | [ Delete | Settings

From Internal Directory

T | Company Name Contact Company ID Bidder Contact Person Phone Number Output Medium

" | MuLTLAWARD PARENT T 305074 305831 Mail
|| SHAMROCK SPECIALTY SERVICES Shamrock11 Shamrock11 us 210254 308102 1231231233 Mail
| | seceo Seccoll Seccold us 210192 306047 1231231233 Mail
|| eDwm L HEM CO EDWINT1 EDWINT1 us 210187 308025 1231231233 Mail
|| PENNSYLVANIA NDUSTREES FOR THE PIBH Bidder us 210249 306096 TIT-2146627 | 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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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 Item Overview
and Item Detail level
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ltems Tab

<

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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ltems Tab

¥ 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 ltem Overview
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ltems Tab

[#] 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
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* Select the navigation arrows to move from item to item within
line item detall

the

.En‘ :EMS ALS Medical Cases

ftem Data Notes and Attachments | Conditions

Delivery

Description
Medical cazes must contain three (3) trays or drawers, a...
Internal Mote -Empty-

w Attachments
Add Attachment || Edit Description || Versioning Delete
Category Description
|I| The table does not contain any data

Vigible Internally onby Checked Out Type Size (KB) Changed by

Filter Settings

-l

Filter Settings
Changed on

defaulted from the shopping cart

— Make any necessary additions or edits

On the item’s Notes and Attachments tab, review the information
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Preparing for Document Builder

Edit RFx :

| Publish || Check | Sawe || Print Preview || Close || Related Links « || Read Only |

RFx Humber &S100004510 Smart Number 15EWNS Supplies_Services FY 14-15 Type Invitation For Bid Statu
Humber of Suppliers 5 Humber of tems 4 Version Humber Version Type Active Version

 Select the SAVE button to put the solicitation into a Saved status so
that the creation of the Document Builder documents can take place

« Exercise 1 - Create a Solicitation
http://eniesrwda01.state.pa.us/gm/folder-1.11.97447?mode=EU
* From the dropdown, select Simulation

For future reference, go to www.copacustomhelp.state.pa

 Department of General Services
* Procurement
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Document Builder

Display RFx:

['Check |[ Print Preview || Close | Related Links « || #7]Edt | | | | Copy || Convert to Auction
Document Builder

RFx 15 ENS Supplies_Services Fy 14-1 S 5100004510 saved

RFx Number S100004£510 Smart Number 15 EMS Supplies_Services Py 14-15 Type Invitation For Bid Status Saved
Humber of Suppliers 5 NHumber of tems 4 Version Number Version Type Active Version External

m k. bome blotes and Attachmante = Conditione = Lonroargl Traclkinn

 Select the RELATED LINKS button
— Select Document Builder from the dropdown menu
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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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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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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

» Auser 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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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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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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Document Builder

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

 Every question must be answered in DB
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Document Builder

€ SAP NetWeaver Portal - Windows Internet Explorer

L SO S --| + DB opens in anew window,
: on the Header Data tab

1. Favorites | 2T SAP NetWeaver Portal

Document Data User Workspace

Document Builder

T — — Verify the information

General Data

e b d efa u |ted fr0| I l S | {M
Document Number: | 000000000002881 Content: |COPA.

Version No.: 00001 Created by: | P00068232

Content Modifier: External Document: 6100004510
Name: * [PD00S8292 08/09/2013 07:12:37 Status: [Held
Template:

Document Selection: * |IFECOM

= Make any necessary

Overlay:

Document Date: * [08/08/2013

R additions or edits to

Text Update Level Memo
D IFB Clause Regulation Set First implementation

o e required fields

New Version
Internal Version Created by Creation Date Creation Time: Note: External Change
[ P00058292 0810812013 07:24:30 X
Done € Local intranet | Protected Mode: Off v R100% ~
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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

Group: Is this for the procurement of:
FIEIT - 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

=7 SAP NetWeaver Portal - v [ g

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
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Document Builder

ZI7 SAP NetWeaver Portal i~ B ~ = ==

& 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) m

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

= 3 Issuing Office

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

Z7 SAP NetWeaver Portal Mo B -3 ggg = 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: [[Standard View) *|| Exporta C Edit Inserta Cut Utilties 4 Finish with Defaults
= TABLE OF CONTENTS
« PART |- GENERAL INFORMATION | Position | Section | Element Effective Date | Wersion | Regulation Set | Property = Description Edi
+ PART Il- REQUIREMENTS || 111 Tac 10424/2006 IFB IBR Table of Contents
« Part Il - SELECTION CRITERIA || 21 PART_| 1042442006 IFB IBR PART | - GENERAL INFORMATION
« Part IV - WORK STATEMENT 3[ HFB-001.1 | 10424/2008 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)
| 5[ MFB-009.1 | 02222012 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)
| 3(1 HFB-029.1 | 12/04/2008 IFB Full Text | IFB-029.1 Prices (Dec & 2008)
| 91 HFB-030.1 12/04/2006 IFB Full Text = IFB-030.1 Approved Equal (Nov 2008)
i 10 |1 HFB-031.1 | 12/04/2008 IFB Full Text | IFB-031.1 Atternates (Nov 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

96



pennsylvania

Document Builder — 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 itis in the
solicitation document.
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Document Builder — Reviewer’s Report

Reviewer's Checklist for P00446880 01/02/2014 11:38:09 on 2014.01.02 (version 1)
Number Prescription Source Name Title Changes Fillins
0001 TOC
DARTI - GENERAL
3 =)
oooz FART_I INFORMATION
PROJECT_TITLE =
IFB-(01.1 Purposs (Oct
o003 FIFB-00LL ooy AGENCY_NAME =
IFE-00%.1C Mo Pra-bid
ooos [-FB-003.1C Conference (Oet. 2008)
0005 1-IFB-005.1 I;?'E_Eg'_lﬁ%ﬁ‘“‘m
0006 LIFB.0101 |FB-010.1 Addenda to the EFB—'L‘GE“\C&—“EBHTE
RS (IFB (Oet. 2008) B
- IFG-024.1 Bid Protest
pots FIFBOL o rocagurs (0ot 2006)
A3 Pricas
D008 LIFB-029.1 ﬁ%;‘g'l'm" (Dec 6
0002 LIFE-031.1 El:'}]ﬁ;-glffl.l_-".ltarnataa (Ot
i ol J. . .
0010 1-IFB-032.1 E{E}ff;;}lﬁ?% Equipment

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

Document Data 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 (O 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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Document Builder

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
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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!Fxlnfnmlaﬁan|’ 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

— The documents are attached to the Notes and Attachments sub-
tab on the RFx Information tab
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Document Builder

RFX Information I‘ Bidders ©  ltems °  MNotes and Attachments - Conditions = Approval = Tracking
RFx Parameters Questions Notes and Attachments Conditions
Here you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx
W Notes
Clear
Category Description
Tendering text Term will be for 1 year from the effective date of the p...
Internal Mote Justification: Meeded for early responders of disaster ._.
-Empty-
W Attachments
Add Attachment  Edit Description  Versioning 4 Delete
Category Description File Name Version Processor Visible Internally only
Standard Attachment Emergency Medical Supplies and Services Quote Emergency Medical Supplies and Senices Quote.docx 1 []
Legal Document Responses Report Responses Report 1 [w]
Legal Document Reviewers Check List Reviewers Check List 1 [w]
I Legal Document Terms and Conditions I Document 1 ]

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

— Mark the other 2 documents “Visible Internally Only” by
putting checks in the checkboxes
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Notes and Attachments Tab

RFX Information = Bidders = ltems Notes and Attachments Conditions +  Approval = Tracking
W [Motes
Add 4 Clear
Assigned To Category Text Preview
Document Header Tendering tesxt Term will be for 1 year from the effective date of the p..
Document Header Internal MNote Justification: Meeded for early responders of disaster ..
w Attachments

Add Attachment Edit Description  Versioning 4 Delete

Assigned To Category Description File Mame Version  Processor  Visible Internally only
Document Header Standard Attachment Emergency Medical Supplies and Services Quote Emergency Medical Supplies and Senices Quote.docx 1 []
Document Header Legal Document Responses Report Responses Report 1 [w]
Document Header Legal Document Reviewers Check List Reviewers Check List 1 [w]
Document Header Legal Document Terms and Conditions Document 1 ]

* 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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proval Tab

Edit RFx :

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

RFx Number 8100027171 Smart Number CKA RFx Demo 1-2-14 Type Invitation For Bid Status Saved Created On 01/02/2014 11:19:38 Created By Cynthia Anderson Time Zone EST Number of iers 1 N ber of tems 3
Version Number Version Type Active Version External Version Number
RFXInformation © Bidders | flems MNotes and Aftachments | Conditions . Approval |’ Tracking
Current Status: | Initial Header Approval Note

Current Process Step:

Currently Processed By:

Approval Process Data: Download as XML

Settings

Sequence Process Step Status Processor Received On | Processed On | Forwarded By

|_| = 0 SRM RFx Approval Open (Mo Decision Made) Cheryl Kleeman:Joel Shiffler:Brian ReincehlRichard Gaul.Gregory Knerr;Thomas Te

 Select the Approval Tab to review the levels of approval required
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RFX Information  Bidders  fems | MNotes and Aftachments | Conditions Approval
¥ History lj
View: | United States Dollar - Fiter Settings.
Document Name Document Number Back-End Document Number Status Date
Shopping Cart CKA Test Cart for Demo 1-2-14 11512654 Approved 01/02/2014
RFx CKA RFx Demo 1-2-14 5100027171 Saved 01/02/2014
w Status. li‘
System Status
Created > Incomplete > Held
w Version Overview lj
5| Version Document/Version Type Created On Changed On Document Name External Version Number
Active Document 01/02/2014 11:19:38 01/02/2014 11:35:33 CKA RFx Demo 1-2-14
w Change Documents E‘

L -

=) Changed Since ~) Changed FromTo

Header/ttem Attribute 0id Value

» Header

New Value

Changed By

Expand All Collapse All Hide Query Filter Settings
Changed On Changed At Version

 Select the Tracking Tab to review the History, Status, Version Overview,

and/or Change Documents of the Solicitation
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Publishing 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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Editing a Draft RFx

* Exercise 2 - Create a Document Builder Document

http://eniesrwda01.state.pa.us/gm/folder-1.11.974517?mode=EU

* From the dropdown, select Simulation
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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, Part
1, Chapter 4, as well as Part 2, Chapter 4
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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

113


http://www.emarketplace.state.pa.us/

pennsylvania

1

i
arqF=
"ﬂh DEPARTMENT OF GENERAL SERVICES
e

Bidders Response
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Bidders Response

Wendor Administrator Bidder

Bidder
Bidder = Bidder > Bid Processing

Welcome Bidder

Bid Processing Solicitations - All | Auctions- Al |
Enterprise Applications _ﬂearcncrﬂeria
Supplier Service Center
Solicitation Number: == To |:| o
Solicitation Status:
Creation Date: < [ To o

Deadline DateFlag: | ~=|
Staws: [ |
Response Tmeframe: | ]

Smart Number:

Apply
| Wiew: [[Standard View] || cn Disp Disp Print Preview | Refresh Export 4 i
5y | Solicitation Number | Solicitation Description | Solicitation Type | Solicitation Status | Start Date End Date Response Number Respun.seJ
. 5100027171 CKA RFx Demo 1-2-14  Invitation For Bid =~ Published 01/02/2014  01/02/2014 No Bid Cre

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

* Selects the bid they are interested in responding to
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Bidders Response

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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Bidders Response

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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Create Response

Submit Read Only _ Print Preview Check Close Save

(7 W]
1D Question "Has the submitter read, and does the submitter und” is mandatory; maintain Question value

0 Question "Is the offer in accordance with the “Representatio” is mandatory; maintain Question value

Solicitation Response Number 8500068157 Solicitation Number §100027171 Status In Process Submission Deadline 01/02/2014 13:30:00 EST Opening Date 01/02/2014 13:31:00 EST Solicitation Owner 0 Days 00:22:52 RFx Owner Cynthia Anderson Response Version Humber 0.00 USD
Version Number Active Version RFx Version Number 1

'Ilmxlerr tems © Summary @ Tracking

BasicData | Questions | Notes and Attachments.

Event Parameters

Status and Statistics
VYT - Created On: |01/02/2014 13:07:08 EST
Currency: | United States Dolar Created By: | Mr.Anya Vinogradova
Target Value of RFx Response: usD

Last Processed On: | 01/02/2014 13.07:08 EST

Last Processed By: | Mr. Anya Vinogradova

O

Fiter Settings
Function Number Name Phone Number
|:| . Goods Recipient Cynthia Anderson
| |+ shipToaddress EXEC BRANCH 7177874718
| |+ vLocaton DS Bureau of Procurement 7177872188

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

Header | Mems | Summary © Tracking

BasicData § Questions Y Notes and Attachments

Question Reply Comment

Is the offer in accordance wih the “Representations and Authorizafions” sted i secfion “Submission - 001.1° of te attached sofctafion document?: -ﬂ

rias the submiter read, and does the submiter understand, the ‘Representations and Authorizations” sted n section “Submizsion - 001.1" of the aftached solictation document?. Sem—

 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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Create Response

Submit | ReadOnly PrintPreview | Check Close Save @4
Humber icitation Number §100027171 Status In Process Submission Deadline 01/02/2014 13:30:00 EST Opening Date 01/02/2014 13:31:00 EST Solicitation Owner 0 Days 00:21:42 RFx Owner Cynihia Anderson Response Version Humber 0.00 USD
Version Number Active Version RFx Version Number 1
Header I Items “ Summary | Tracking
¥ tem Overview Ij
dd New ‘ Co P alue Fitter Expand All Collapse Al Settings
ne Number Description ftem Type Product ID Product Category Product Category Description Required Quantity = Unit Price | Currency Price Per Total Value | RFx / Response @ RFx /Response @ Internal tem Number
’_‘ . ﬁ@ EMT ALS Medical Cases Material EMERGENCY MEDICAL TE 20000 EA 0.00 USD 1 000 0/0 1o 1
D . ﬁ@ Rescue Blankets. Material EMERGENCY/RESCUE BLA 150.000 EA 0.00) USD 1 0.00| /0 pil] 2
D . ﬁ@ Emergency Stretcher Material EMERGENCY RESPONSE L 20000 EA 0.00) USD 1 0.00 0/0 10 3
- B Material 0.00) USD 1
« B Waterial 0.00, USD 1
- B Material 0.00) USD 1
B Waterial 0.00| USD 1
- B Material 0.00) USD 1
B Waterial 0.00| USD 1
- B Material 0.00) USD 1

Total Value 0.00 | USD

* 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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Bidders Response

Header /ﬁ Summary ¢ Tracking
- &iE EMT ALS Medical Cases Material EMERGENCY MEDICAL TE 20.000 EA 0.00 USD 1 0.00 00 U0 1
- &iE Rescue Blankets Waterial EMERGENCY/RESCUE BLA 150.000 EA 0.00 USD 1 0.00 /0 L 2
. &= Emergency Stretcher Waterial EMERGENCY RESPONSE L 20.000 EA 0.00 USD 1 0.00 /0 U0 3
= B Material 0.00 USD 1
E Material 0.00 USD 1
=] Waterial 0.00 USD 1
E Material 0.00 USD 1
=] Material 0.00 USD 1
E Material 0.00 USD 1
=] Waterial 0.00 USD 1
Total Value | 0.00 | usD
[+] for item EMT ALS Medical Cases [x]
temData | Questions Notes and Attachments Condtions Payment
w Basic Data ]
Identification Currency: |United States Dollar
Product Category: (42171915 EMERGENCY MEDICAL TE Quantity: 20.000) EA
Product I Price; USD Per: 1| Ea
Description: [EMT ALS Wedical Cases e 50
Further Properties
Supplier Product Number: | ST o ST
Menufacturer PartMumber: [ |
External Manufacturer: | |
~w Partners and Delivery Information =]
Details Fiter Settings
Function Number Name Phone Number
= Requester Cynthia Anderson
- Goods Recipient Cynthia Anderson
- Ship-To Address EXEC BRANCH T17-787-4719
- Location DGS Bureau of Procurement 717-787-2199

* 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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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

 [fthere 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

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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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 bl 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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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 (RFx POWL

SRM

SRM = SRM = RFxand Auction Full Screen
My Settings
Reports - RFxs -All Auctions - All
Display SRM Documents v Search Criteria Personalize
Requisitioner View: |[Standard View] ~|| CreateRFx Copy Edit Delete | Publish Awards  Pri ew | Refresh Exporta ¥ &
Receiver = . A

I RFx Number RFx Mame 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 —
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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Open the Responses (Responses and Award

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

'R'Flllnfnmmﬁnnl’ 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 Activity tab)

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 ] I 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
I:' 6500068158 Submitted CENVED CORPORATION 01/02/2014
|:| 6500068157 Submitted SAF-T-GARD INTERNATIONAL INC 01/02/2014
] PUBLIC ADVERTISING SUPPLER

» 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 — (Supplier Quotation)

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

Responze Comparison

Surrogate Bidding

Type Invitation For Bid

Status Published

Humber of Suppliers 4 RFx Number 6100027171

| Deta Fe On Beh

wm
W

Contract Mass Up

oate

Responze Number
6500068159
6500068158
6500068157

Re=sponze Status
Submitted
Submitted
Submitted

Company Name

CHARLES S WINNER. INC

CENVED CORPORATION
SAF-T-GARD INTERNATIOMAL INC
PUBLIC ADVERTISING SUPPLIER

Bidder Name:

Expand Rows
Re=sponze Version Last Changed Responze on Behalf
01/02/2014
01/02/2014
01/02/2014

 Select a link to view the quotation document
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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 | Surrogate Bidding

| Compare Selected Responses || Compare All Responses ||5i|'ﬂﬂ|& Comparison -]

5y | Response Number Response Version Company Mame Bidder Name

I:‘ 6500068159 CHARLES S WINNER INC Richard Coyle
I:‘ 6500088157 SAF-T-GARD INTERNATIONAL INC Anya Vinegradova
|:| 6500063158 CENVED CORPORATION =ara pruitt

 The Response Comparison tab provides the ability to compare the
submitted responses to one another
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Responses and Awards
| | | Close || Export || Questions and Answers (0 ) |

Smart Number CKA RFx Demo 1-2-14

Remaining Time 0 Days 00:00:00

Response Activity

Type Invitation For Bid

Surrogate Bidding

Status Published Number of Suppliers 4

RFx Humber &100027171

Compare All Responses

5y | Response Number esponse Version
6500068159
6500068157

6500068158

mple Comparison

Bidder Name
Richard Coyle

Company Mame

CHARLES S WINNER INC
SAF-T-GARD INTERNATIOMNAL INC
CENVED CORPORATION

Anya Vinogradova

=ara pruitt

Response Activity ~ Response Comparison

Surrogate Biddin

Display Bidders

| Back to Respofee Comparison Main View

Comparison Date: 01/02/2014

Download Response Comparison

ttem Details

ttem Number | Internal Number | tem Description Lot | ¥ Product ID RFx Required Quantity

o All tems
-2 All tems
= 3 1 EMT ALS Medical Cases 20.000
-4 2 Rescue Blankets 150.000
=5 Emergency Streicher 20.000

Delivery Date

02/26/2014
02/26/2014
02/26/2014

Richard Coyle : CHARLES S WINNER INC : Submitted | Anya Vinogradova : SAF-T-GARD INTERNATIONAL INC : Submitted

Unit Action Action Description Price Action Action Description Price
] Accept All 2,170.00 m Accept Al 8,093.00
(| Reject All O Reject All
EA O Accept 3,030.00 m Accept 3,039.00
EA O Accept 3,900.00 m Accept 3,825.00
EA O Accept 1,240.00 O Accept 1,229.00

Expa
sara pruitt : CENVEO CORPORATION : Submitted

Action | Action Description | Submitted Quantty | Price

a Accapt Al 7,997.50
O Reject All

m Accept 2,995.00
m Accept 3,787.50
O Accept 1,215.00

« Select the COMPARE ALL RESPONSES button to see an
overview of the responses side by side
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Response Activiity -~ Response Comparison Surrogate Bidding
Details Comparison Date: | 01/02/2014 [ Back to Response Comparison Main View | | Download Response Comparison
ltem Detailz. Richard Coyle : CHARLES S WINNER INC : Submitted | Anya Vinogradova : SAF-T-GARD INTERNATIONAL INC : Submitted | =ara pru
Number | Internal Number | “F ttem Description Lot | ¥ Product ID RFx Required Quantity Delivery Date Unit Action Action Description Price Action Action Description Price Action
1 All tems | Accept Al 8,170.00 | Accept Al 8,093.00 |
2 All tems | Reject All | Reject All |
3 1 EMT ALS Medical Cases 20.000  02/26/2014 EA O Accept 3,030.00 O Accept 3,039.00 O
4 2 Rescue Blankets 150.000  02/26/2014 EA | Accept 3,900.00 | Accept 3,825.00 |
5 Emergency Stretcher 20.000 02/26/2014 EA | Accept 1,240.00 | Accept 1,229.00 |
TR T B
I ttemn Details :
I
. . . . . 1
: ttem Mumber | Internal Number | # tem Description Lot | "F Product ID RFx Required Quantity Delivery Date Unit I
[ 1
e Al teme |
I I
v 2 All tems '
I
. 1
: » 3 1 EMT ALS Medical Cases 20,000 027262014 EA I
i 1
: . 4 i Rescue Blankets 150.000 | 02/26/2014 EA :
I 1
I = 5 3 Emergency Stretcher 20,000 027262014 EA :
e s e

 The Item Details area displays information pertaining to the
solicitation line items
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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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Compare Responses — (Bid Tabulation)

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
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Compare Responses — (Display Bidders)

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
I L]
: 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

142



pennsylvania

DEPARTMENT OF GENERAL SERVICES

Compare Responses — (Line ltem Detall

R Activity it Surrogate Bidding
Exclude Options: [ | Comparison Date: | 08/09/2013 Back to Response Comparisen Main View Download R Comparison
ltem Details. Multi_&wsard Parent : MULTI-AWARD PARENT . Submitted DWIN11 EDWIN11
ttem Number | Internal Number | ¢ tem Description Lot | P Product ID RFx Required Quantity Delivery Date Action | Action Deg
D =1 Alltems O Accept Al 47,390.00 | USD O Accept All
D -2 All tems (] Reject All (] Reject All
|_‘ = 3 1 EMS ALS Medical Cases ] Accept 11,621.25 USD 0.00 ] Accept
D -4 2 Rescue Blankets O Accept 581175 | USD 0.00 O Accept
D =5 3 Emergency Stretcher O Accept 9,297.00 | USD 0.00 O Accept
l:‘ =6 4 Emergency Hospital Services 10/02/2013 O Accept 20,660.00  USD 0.00 O Accept
Item Details for Analysis:EMS ALS Medical Cases
Multi_Awsard Parent : MULTI-AWARD PARENT . Submitted EDWWIN11 EDWIN11 : EDWIN L HEIM CO : Submitted Secco
Net price 154.95 USD Per 1.000 EA 150.75 USD Per 1.000 EA 150.80
Net value 11,621.25 USD 11,306.25 USD 11,317
Bids w. Variants No No No
Additional ltems No No No

« 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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Accept a Response

Responses and Awards

| Print Preview | | | | Close || Create Follow-on RFx || Convert to Auction || 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 Publizhed Number of Suppliers 5 RFx Humb 5100004510

r Activity Reszp Comparison Surrogate Bidding

‘ Detailz || Response On Behalf || Return Response || Contract Mass Update Expand Rows
Response Number Response Status Company Mame Bidder Hame Intent Response Version Last Changed Response on Behalf
l:‘ 6500003631 Submitted EDWIN L HEIM CO (9] 08/09/2013
l:‘ 6500003632 Submitted SECCO < 08/09/2013
l:‘ 6500003630 Submitted PENNSYLVANLA INDUSTRIES FOR THE < 08/09/2013
|_| 6500003633 @ Submitted SHAMROCK SPECIALTY SERVICES (& 08/09/2013
l:‘ 6500003634 Submitted MULTFAWARD PARENT < 08/09/2013

* You may accept or reject a supplier's quotation while viewing it
— Select the link containing the supplier's quotation number
* You can create a Follow-on RFx (BAFO) [see slide 146]
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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

folnfnrmatiunl’ 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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Accept a Response — Make Award

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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Reasons to Reject a Response

There are 7 reasons to reject a response

1. Documents are not signed (paper submissions only)
Response does not meet specifications
Supplier conditioned the response

2

3

4.  Security was not offered (if required)

5. Supplier did not respond to all items (for Group Award only)
6

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

7. 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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ccept a Response

Responses and Awards

]

[ # 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
2pt 5658.75 | USD 0.00 O Accept 568125 | USD 0.00 Accept 556875 | 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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Accept a Response

Responses and Awards

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

« Th g d/
& RFx response 8500003530 has not yet been awarded as no decizion has been made ese messa eS an Or
& RFx response 8500003531 has not yvet been awarded as no decizion has been made Status Changes do not
& 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 mean th at the acce ptance
RFx response 8500003533 (15 EMS Supplies_Services FY 14-15) accepted
must go through approval

sara pruitt : CENVEQ CORPORATION : Awaiting Approval WO rkﬂ OW
Action | Action Description | Submitted Gluantity | Price Currency
Accept Al 799750 USD
[ Reject Al
Accept 259500 | USD
Accept 3,787.50 USD
Accept 1,215.00  USD
Response Activity l Response Comparison Surrogate Bidding
| Details || Response On Behalf 4 || Contract Mass Update |
Rezponse Number Rezponse Status Company Name
|:| 6500068159 Submitted CHARLES S WINNER INC
I:I 65000638153 Awaiting Approval CENVED CORPORATION
|:| 6500068157 Submitted SAF-T-GARD INTERMATIONAL INC
|:| PUBLIC ADVERTISING SUPPLIER
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Create and 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
I:‘ 6500068159 Submitted CHARLES S WINNER INC 01/02/2014
I:‘ 6500068158 Awaiting Approval CENVED CORPORATION 01/02/2014
|:| 6500068157 Submitted SAF-T-GARD INTERMATIONAL INC 01/02/2014
I:‘ PUBLIC ADVERTISING SUPPLIEER

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 and 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

154



pennsylvania

DEPARTMENT OF GENERAL SERVICES

reate and Award

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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Create an Award

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

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

wEaseDda
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 | | zess gy Sole Source Svo Created On: [01/02/2014 13:13:01 EST |
Valdty perod: [ |-
ity ] |_| TN Agency Contract Croated By: [Ws. sara prut |
Currency: |United States Dollar
& EL e Ele Gl lst Processed On: | D1/02/2014 14:15:21 EST |
Detailed Price Information: | Price with Conditions I:‘ prt=nlos =Wy DIrRsl Hrchy Sgply -
15t Processed By: |C3rnth|a Anderson |

Follow-0n Document: | Contract I:‘ 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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Create an Award

Select from the following transaction types:

 Choose the applicable

Tranzsction Type | Description ] tra n Sa Cti O n type
LASS Aoy Sole Source Svc |:|
LB Agency Contract

T TG DS Contract ¢ SeleCt the CREATE
oo ot o CONTRACT button

SW DIrRsl Hrehy Serv [+

Create Contract || Cancel |

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
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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

— |f 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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SRM

My Settings

Reports

Dizplay SRM Documents
Requisitioner

Pcard Requisitioner
Receiver

Purchasing

Workload Redistribution
Business Partner

RFx and Auction

w Services

Document Builder

PO and SC Business Partner...

Shopping Cart Complete

Create Documents
* Create Purchase Order
* Create Contract

* Carry out Sourcing

SRM = SRM = Purchasing Full Screen || Options
Central Contracts - All } Purchase Orders - All Shopping Carts - All |
Number: ["l To |:| =
Contract Type: | - |
Name: | |
Status: | -]
Timeframe: Today -
Creation Date; To &
Purchasing Organization:
Purchasing Group:
Supplier:
Product: | |
ltem Description: | |
Product Category: | |
Distribution: | Al |
Valid From: < To =
Smart Number: | |
WView: | Create Central Contract Data Exchange s Print Freview | Refresh
Export 4 ¥ &
'T‘E Central Contract Number I Central Contract Name | Status | Purchasging Organization Supplier Valid From | Valid To | Higrarchy D
4400013442 CKA RFx Demo 1-2-14 Saved = COPA Purchasing Organization CENVEDQ CORPORATION /0272014 121319959 |

» Locate and select the draft Contract in the Purchasing POWL
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Display Agency Contract 4400013442

[Zea |

Contract Number 4400013442 Smart Number CKA RFx Demo 1-2-14
Contract Owner 703388 Cynthia Anderson

opy. || Check ||':a|| Negotiate || Print Preview || Related Links « |

Contract Type Agency Contract

Status Saved

pplier 171430 CENVEQ CORPORATION

Purchasing Organization: * |COPA Purchasing Organization

Purchasing Group: *

DGS Central Purchase Purchasing Group Show Members

Tty | Line Number | kem Category | tem Number | Product ID | Description Product Category | Target Quantity | Option Status
|_| 1 Normal 1 EMT ALS Medical Cases 20.000
I:‘ 2 MNormal 2 Rescue Blankets 150.000
I:‘ 3 Normal Emergency Stretcher 20.000

EA
EA
EA

Unit | Target Value

Overview |‘ Header ltems Notes and Attachments ©  Conditions | Approval | Tracking
General Header Data
Contract Number: | 4400013442 Contract Owner: | 703389 Cynthia Anderson
Smart Number: (o RFx Demo 1-2-14 Target Value/ Currency: .00 [usD
[[] Smart Number is External Release Value: 0.00| USD
Contract Description: Basic Contract: [ |
Supplier: * |171430 CENVEDQ CORPORATION
Valid From/ To: * |01/02/2014 - [12/31/9999

Price
2,895.00 149.75 USD
3,787.50) 25.25 USD
1,215.00) 60.75 USD

Currency | Price Per

O]

Filter Settings

Price Unit | Reference ftem Number

1 o
1 0
1 0

* The draft Contract displays

+ Select the EDIT button to begin making changes
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Overview Tab

Change Agency Contract 4400006486

| Read Only | | [ Close | [ save || check |[ Print Preview || Delets |[ Related Links 4 |

Contract Smart 15 EMS Supplies_Services FY 14-15 Contract Type Agency Contract Status Saved Supplier 210251 SHAMROCK SPECIALTY SERVICES
Contract Owner 337344 Angela Eshleman

0wrview|’ Header | Htems |  Motes and Attachments | Conditiens ©  Approval | Tracking

General Header Data

Contract Number: | 2400006436 Contract Owner: | 337344 Angela Eshleman
Smart Number: |15 EMs Supplies_Services F| Target Value/ Currency: uso
[[] Smart Number is External Release Value: 0.00| USD
Contract Description: |1E- EMS Supplies_Services FY 14-15 | Basic Contract: [ ]
Supplier: * 210251 SHAMROCK SPECIALTY SERVICES

Valid From/ To: * 071012014 [ - (06302015 [

Purchasing Organization: * |COPA Purchasing Organization

Purchasing Group: * |XB1 - DGS Angela L Ezhleman Show Members

w llems Ij
[ Details |[ Select a || Add tem || n |[ Copy || P Filter Settings
T | Line Number ltem Category ttem Number Product ID Description Product Category Target Quantity | Unit Target Value | Price | Currency Price Per | Price Unit
|_| 1 Mormal 1 EMS ALS Medical Cases 42171312 75.000 EA 11,137.50 148.50 USD 1
l:‘ Z Mormal 2 Rescue Blankets 421717 225.000 EA 5,568.75 24.75/USD 1
l:‘ 2 Normal 3 Emergency Stretcher 42171811 150.000 EA 8,910.00) 59.40 USD 1
l:‘ 4 Normal 4 Emergency Hospital Services | 85101501 80.000 H 19,800.00 247.50 USD 1
Mormal - 0.000 0.00 0.00 USD 0
MNormal - 0.000 0.00 0.00|UsD 0

=

U [

Mormal -

 The Overview tab contains higﬁiﬂlevelninformation 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 162
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Overview Tab B

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 Eshleman
Smant Humber: 4o cye o L [

L PR P

AL i ol lon

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

— Review and address as required
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Change SW Regular Contract 4400014332
Contract Number 4400014332 smart Numier Test IFF fOr new VERiatons screenzhots Contract Type S Requiar Contract status Saeq Suppiler 416365 F DEVELOFMENT LLC Contract Owner 703355 Cyninia Anerson
Cnentew Header -~ Mems = NoesanoAfchments - Condlions - Approal | Trackng
BagicDats  Comaiion  Hlerarchy  Notes o Amoments | Cupet  DotumentTofis  ActountAssigment  Payment  User-Specfed St
w Easic =]
dentification Cumency, Valugs and Pricing
Smart NUTEET. | Tegt IFE for new valiations screen] * Cumency. [USD
|| smart Mumiser i Extemal Targetvame [ 355.50000]USD
Contract Number: 4400014332 AertReeae vae [ 3| %
Contract Type: | S Reguiar Contract
Felease Vale 000 UsD
Easke Conbract: |
Servics and Delivery
e Tolerance: =/ =
* [cOPA Purcrasing 0l ===
= Purchasing Groupe | DES Central Punchase Furchas! Shiow Membes status and Statistics
Crested On [ 0SO42015
Crested By, | POM4E530
Closeout Satus | Nore
Dates
* vaaa o o [z T - .
At Expiraton: [ 120] Cayie)
Non Stancand Temes & Conolions: |
Filter Setfings
Evcluge: Number ame Frone Number
[ 416363 EVELOPMENT LI BO44E-5067
[
[ T30 Argerzon
[
[ Mgl mutple e

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

— Review and address as applicable

« Small Business
Reserve is
triggered on Create
& Change modes
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Header Tab - Basic Data Sub-tab
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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

Sman Mumber: e i oooon

[ == ST ¥ R =

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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Header Tab - Basic Data Sub-tab

Change SW Regular Contract 4400014332

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

Contract Number 4400014332 (Change Verzion) Smart Number Test IFB for new validations screenshots Contract Type SW Regular Contract Status In Process 5

Overview .~ Header |’ tems |  MNotes and Attachments -~ Conditions | Approval | Tracking
Basic Data | Conditon | Hierarchy | MNotes and Attachments | Output | DocumentTotals | Account Assignment | Payment | User-Specified Status

w Basic
Identification Currency, Values and Pricing
Smart NUMBET: | Test IFB for new validations sd * Currency: |USD
["] Smart Number is External Target Value: 255,800.00| USD

[ New Serial Part for Smart Number
Alert Release Value: %

Contract Number: | 4400014332

Contract Type: |SW Regular Contract Release Value: 0.00| USD
Basic Contract: [ ] Service and Delivery
Reason Code: |:|3| Under/ Overdelivery Tolerance: %/ %o
Organization Status and Statistics
* Purchasing Organization; |COPA Purchasing Organization || Created On: |07/01/2015
* Purchasing Group: [DGS Central Purchase Purchasing Group|[J]| Show Members Created By: |PD0445380

Closeout Status: |None

Contract Name: |421 7 Medical Supplies & Services

Dates Small Business Reserve:

# Valid From / To: [05/042015 |0 - 05032018 [

Alert Expiration: Day(s)

Mon Standard Terms & Conditions: [

 Review the defaulted information 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
Header Tab - Basic Data Sub-tab

pates * AnAlert Expiration can be set
Vol From (o * [omareois T [owwzeots R for the Validity Period. This

Alert Expiration: Day(z) |

Alert Expiration will send out a
notification to the Responsible
Employee when set.

e B « Arelease alert can be set by a
Target Vaue: | percentage of the Target Value
Alert Release Value: "."E .
of a Contract. This Alert

Release Value will send out a
notification to the Responsible
Employee when set.
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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:

i

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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Header Tab - Notes and Attachments Sub-b

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 | MNotes and Attachments | Output
Here, you can add documents, edit internal and supplier notes, and create a collaboration room for the RFx
w Notes ]
Clear Fiter Settings
Category Description -
Header Text -Empiy-
Internal Note -Empiy-
Wendor Text -Empty-
Encumbrance Information -Empiy-
Insurance Information -Empty-
Releaze Order Text -Empiy- -
W Attachments. lj
[ 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 — Iltem 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 Walue! 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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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 tem Mumber: * 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

W Partner
| Details || Add 4 || Se Fitter Settings.
Function Exclude Number HName Phone Number
D = Goods Recipient O
D =« Location O 73 DGES 717-T87-5996

 Review the defaulted information for accuracy and
completeness
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El Details for Selected ltem 3 : Emergency Stretcher
GeneralData ~ Conditions Notes and Attachments Approval Preview Payment Releaze
W Conditions Ij
| Add Condition || Scales || Duplicate || Remove 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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|I| Details for Selected ltem 3 : Emergency Stretcher

General Data Conditions HNotes and Attachments Approval Preview Payment Release

Cl

Fitter Settings

Description
|_| Ttem Text Must meet weight requirements
l:‘ Internal Note -Empty-
D Wendor Text -Empty-
|| Material PO Text _Empty-
l:‘ Shipping Instructions -Empty-
]
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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ltem Tab - Payment sub-tab

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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ltem Tab — 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 Attachments 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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Overview | Header | lems  Notes and Attachmentz ~ Conditions ” Approval | Tracking
Content Area f
W Conditions Overview
| Add Condition || Scales || Copy Clipboard || Paste Clipboard || Delete Clipboard || Remove |
Level Condition Type Scales Amount | Currency
l:‘ . Price(Contract/Bid) 149.75 USD
D v ltem 2 - Rescue Blankets
l:‘ . Price(Contract/Bid) 25.25/USD
l:‘ = |tem 3 - Emergency Stretcher
|_| . Price(Contract/Bid) 60.75 USD

Price per | Price Unit

1EA

1EA

1EA

Location

Walid From
01/02/2014

010272014

01/02/2014

Cl

Expand All Collapse All Filter Settings
-

Valid To Location Name
01/02/2015

01/02/2015

01/02/2015 -

 Conditions tab displays information on the pricing for each line item and

the validity period for that condition
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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

Remove Ap Settings
Sequence Process Step Status Processor Received On | Processed On | Forwarded By D
|_| = 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

| Read 0nly| | | Close || Release || Save || Check || Print Preview || Delete || Related Links 4 |

Contract Number £400013442 Smart Number CKA RFx Demo 1-2-14 Contract Type Agency Contract Status Saved ppli 171430 CENVEQ CORPORATION Contract Owner 703329 Cynthia Anderson

ltems | Motes and Attachments © Conditions |  Approval Tracking

Overview | Header

]
Fitter Settings
Document Name Document Number Back-End Document Number Status Date Valug Currency
Shopping Cart CKA Test Cart for Demo 1-2-14 11512654 Approved 01/02/2014 11,050.00 USD
RFx CKA RFx Demo 1-2-14 6100027171 Published 01/02/2014 NiA NA
RFx Response CkA RFx Demo 1-2-14 6500068158 Accepted 01/02/2014 0.00 USD
Central Contract CkA RFx Demo 1-2-14 4400013442 Saved 01/02/2014 100,000.00 USD

W Status. @ [=]
System Status
Created > Complete = Held

w \ersion Overview |E|
| Version Document™fersion Type Created On Changed On Document Name
Active Document 01/02/2014 14:23:45 01/02/2014 15:19:54 CKA RFx Demo 1-2-14
“* Change Documents @ li‘
<) Changed Since [~ ") Changed FromTo Expand Al Collapse All  Hide Query  Filer Settings
Header/tem Aftribute Old Value New Value Changed By Changed On Changed At Version

b Header

* The Tracking tab is comprised of various types of information
such as:

— Document History — \ersions
— Status — Change Documents
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Release the Contract

Change Agency Contract 4400013442

[ Read Only | | [ Close || Release | Save || Print Preview || Delete || Related Links

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

Overview | Header © ltems [  Notes and Attachmentz © Conditions ©  Approval .~ Tracking

 Select the CHECK button to view and resolve any errors

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

« Exercise 3 — Accepting Responses and Making an Award
http://eniesrwda01.state.pa.us/gm/folder-1.11.97456?mode=EU

* From the dropdown, select Simulation
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Editing a Released Contract
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Editing a Released Contract

Central Contracts - All ] Purchase Orders - All Shopping Carts - All
r Search Criteria
View: |[Standard View] -| | Create Central Contract Copy | Display Edit | Mass Change Display Hierarchy DataExchangea Print Preview | Refresh 7 &
Export 4
5 | Central Contract Number Central Contract Name Status Purchasing Crganization Supplier “alid 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 || Releast |[ # 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 Number: (4400013442 Contract Owner: | 703389 Cvnthia Anderson
Smart Number: [cica 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 a Released Contract

Change Agency Contract 4400013442

| Read Only | | [ Close || Release |[ save |[ check | Lock | Print Preview || Related Links '/

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

Overview Header  Iltems [  MNotes and Attachments © Conditions 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 — this button when selected
removes a contract from sourcing
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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

I ¥ pennsylvania
DEPARTMENT OF GENERAL SERVICES

187



pennsylvania
:lqiﬂlii;' DEPARTMENT OF GENERAL SERVICES

g

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 end-user is able to see who has approved the
document throughout the approval process by
selecting the Approval Tab.

a. True

b. False
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Reference Material
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Sole Source Flowcharts

(Appendix A & B)
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Appendix A: Sole Source Material

Sole Source Materials Process Map

SJF routes for DGS or OIT
approvals

|

CS processes Supplier Price
Request (SPR) and creates
Purchase Order (PO) for
Sole Source Board release &
approval process

v

Form is received by Commodity Upon final release by SS
Manager and is assigned to the Board, the SS Coordinator
appropriate Commodity will go back in system and
Specialist (CS) update form with pertinent

Rejected, Shopping Cart is returned

award information

DGS or OA/OIT issues the PO
to the Supplier

CS reviews request; completes
Determination Summary; attaches to
request on eMarketplace with their
approval/disapproval

Accepted
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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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Create and Maintain User Address

It is necessary that the Purchaser keep their “company”
addresses in SRM/SAP up to date. The reason for this is that the
system is populating this address information into the Bid
Invitation output form. The user that is having their name,
address, and phone information being populated into the Bid
nvitation is the designated "Responsible Employee” on the Bid
nvitation. This person will usually be the creator of the Bid
nvitation. The following is one way to populate the correct
person to the Responsible Employee field.
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Create and Maintain User Address

— % 1. Go to the Partners and Delivery
S Information section of the RFx
Parameters sub-tab

[ e H 2. Select the matchcode to search for
the Responsible Employee
Search: Number E| ﬂ
— wwmacen 20 9. ENter the appropriate search criteria,
: *
IName 1/t name Iv|li [/ |ANDERSON ®E Wlth an before and after
IName 2/First name Il ! [cvnTHiA (®E
|NameZl'Firstname |v||15 |'|| |®® 4 SeleCt the SearCh bUttOﬂ
(Searchtem 1 Iv|lis 7| ® e
a. Results will display
aximum Number of Resutts:
£ Search § | Clear Entries || Resetto Defauk | 5 Select the gray bOX to the |eft Of your
Resuts st esuls ound o Huer selection to transfer the information to
Last name = Firstname Org. Unit Name BusinessPartner the Partners and Dellvery |nformat|0n
Anderson Cynthia GSPRT140 03389 .
section
v Responsbe Employee 03 Cyniti Anderson 6. Business Partner number of

Responsible Employee is now
inserted 198
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Maintain User Company Data

Issuing Office:

Angela Eshleman

Commonwealth of Pennsylvania
us

ORIGINAL Page
BID - Invitation For Bid
PO0D68292 05/29/2007 12:50:38

BID Effective Date: Bid Invitation Nu

6100000695

Supplier Name/Address:

Your SAP Vendor Number with us:

[ Disadvantaged business as defined by STD-203

Please Return Quotation to:
Commonwealth of Pennsylvania
us

Please Deliver To:

Type of Security furnished if required: Return

O Certified hank cahier's check
O Irrevocable letter of credit
O Certificate of deposit

Bid En

[0 Other as specified by hid Bid En

O Bond - If annual bond:
What is the name of the principal on the bond?

Procurement Contact: applica
Buyer: Angela Eshleman

Phene:
Fan: Delive

« When a user’s
‘company” address Is
Incorrect or
iIncomplete, it is
reflected on their
procurement
documents

— The user must
update their
contact
information in SAP
R/3
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SU3 - Maintain User’s Data

Maintain User Profile

[E User Edit Goto  System

r5u3 --]{1

* Log into SAP

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

— Select the CHECKMARK icon to confirm
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E - Address E Deﬁurts © Parameters

Person

Title

Last name

First name
Academic Title
Complete name
Language

Work Center
Function
Department

Room Mumber

Communication

I il
LrIJII 155 |
Anderson
Cynthia

Cynthia Anderson
English -

General Services

Floor

Building code

Telephone T717-214-3445 Extension | & |
Maobile Phone | & |
Fax 717-783-6241 Extension E3
E-Mail Address cyanderson@pa.gov | & |
Comm. Meth Rermote Mail - Other Communication... |
Company
Em=
ompany Attn: Bureau of Procurement Bid Room / 555 Walnut Street 6th Fl..

« 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
email (workflow)
cannot be changed

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

Maintain User Profile

ﬁ

Restrictions

lanmumnal |

Company in user's address Name
110 BUREAL OF IES Bureau of IES
110 CORRECTIOMAL INDUSTRIES Correctional Industries

— 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

Company
& &y ' '
E Attn: Bureau of Procurement Bid Room / 555 Walnut Street 6th F1.. ¢ |f no SUItable addreSS IS
found, then return to

previous screen and
select the ASSIGN NEW

COMPANY ADDRESS
icon
* Give the “New Company
) : a name
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Maintain User Profile

-
[E Address maintenance: Create "SAP user company addresses”

Mame 1
Title e

Mame Test Mew Company

e -

Search Terms

Search term 1/2

Street Address

Street/House number
Postal Code/City
Country s Usa Region ||

PO Box Address

PO Box

Postal Code

Company postal code ||

Communication

Language English -

Telephone Extension |
Mobile Phone |
Fax Extension |
E-Mail |
Standard Comm.Method il

Data line

Telebox

Comments

— 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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[ User Edit Goto System  Help

& ~ JB|¢@e@  ESHE fhO8 EE @
Maintain User Profile
& @

Select the SAVE
button and save the
new address to the
user

Select the BACK
arrow and exit out
of SU3 and SAP
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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 0l 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
Solicitations (RFx) &

Contracts Thank y oul!



