:smM/.\

Statewide Integrated Governmental Management Applications

Local Entities

Reference Manual

Version 2
9/14/2017
SMW



Lsiem

Table of Contents

18 0T [ T3 1 0 o 2
O = AV T o4 o 3
SIGIMIA LOZIN .ttt ettt sttt et b e s b e s bt s ae e st e e bt e eb e e s bt e saeesab e e bt e beenbeesbeeeaeeeateebeenneesane e 3
SIGMA Procurement HOME PAg . ....uuuuiuiiiiiiiiiiiiiiiiiiieitieieieieseiesaiesererererererereearereeeeereraeea..—.——.———————————.. 3
NAVIZATION FEATUIES ...eeeiiiieiieeeteeee ettt et e e e e e s s sttt e e e e e s s sasbeeeeeeeeseaasnreaeeeens 10
2414 oY Y] =Yt 0o o' 4 =Y o £ PR 11
1] o I YT I o 1= [ TP UPR 11
Y=Ll =1 [ TS 12
T (N 12
IVIUIET SOI .ttt ettt e h e st st st e bt e bt e s bt e she e s ateeat e et e e sbeeebeesaeesabeeabeenbeenes 12
2. DOCUMENT EITOIS iiiiieiiitiiiiiiiiiiniitieeiinnicisneeeeesessscssssssseeesesssssssssssssseesssssessssssnes 13
3. APPlICAtION PAQES.iiicicirreeiiiiiiiiccirnnnreeetesescessssnnneeesssesssssssssnssssessssssssssssnnsssssssssssns 15
(600101 0 4o Yo 11 4V 2P PPPPPRN 15
AV 2= oo (oY o L GV (o1 4[] GO 15
Procurement LOCATION ....cooiiiiiiii ettt ettt et e e s st e s st e e s s aree e s e sareeesenreeas 16
Yo ] [Tol] =Y u o T g T Y=t o o] o 1Y TR 16
SOlICIEAtION EVENTS ..ttt ettt b e b e s bt e sae e et e et e e beesbeesbeesaeenas 17
ProcuremMent ManageImMENT. ... ... e e bt ssssasas e ssaas s sseannnanen 18
VENAOF LiSt TEMPIAEE ...viiieiiiiiee ettt e e e s e e e st e e e e sabaeeesnbeeeessbeeeesnsenas 20
o] [Toli = Na o T oI YT o A =T o] o] F= TSRS 20
VENAOr NOTHICATION. .. .eitiiiiii ittt ettt st sttt be e b e s b e saeesaeeeaeean 21
4. Creating SOlICITATIONS tiiiiiiirrrrereeeiiiiiiicinssnrereeesisnsessssssnssesessssssssssssnsnsssssssssssssssnnnssassns 22
Request for QUOLE (RFQ)...uuiiiiiiiieeeiiiee ettt ettt e e eette e e e ettt e e e ebte e e e ebteeesebteeeeeabtseeeestaeasssssaaesassanasanes 22
Request for INfOrmMation (RFI) ........c.uiee ittt ctte e e e et e e e e e bee e e e ebteeaeentaeaeennes 38
Request FOr PropoSals (RFP) ......icciie e eiee et ste e ee e st esteeestae e s teeesaveesraesbaeesabeeensaeesntaesasaeesnnes 38
SOlICItatioN RESPONSE (SR)..eccreiitiieiiie ittt eeteeeiteeertteeecteeesbeesteeebaeesbeeesabeesaseeebaeesaseeesesesnsasssseesareenn 40
EVAIUGTION (EV) reiiiiitiiii ettt ettt ettt ett e e e et e e e ebae e e e ebaaeeeebbaeessbaeeessbaaeessbaseessnseneeesnes 48
NEEOIAtION (BAFQ) ...eeieiiiieee ettt ettt ee e e e et e e e e e bt e e e e ebteeeeeebtaeeseasbaeaesbsseaeassaeaeesssaaeaaseaeananses 56
SIS To ] FToa 1 £= U [0 I o T & o R 61

© State of Michigan 2017 1



Lsiem

Introduction

The Local Entities Reference Manual will cover SIGMA navigation as well as the features and
functionality that are available to Local Entity users. We will cover how to create: Solicitations (SO);
Solicitation Responses (SR); Requests for Information (RFI); Requests for Quote (RFQ); Requests for
Proposals (RFP); Evaluation (EV) documents; and Negotiation (BAFO) documents. Printing Solicitation

forms is also covered at the end of this document.
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1. Navigation

In this lesson, users will learn how to access SIGMA Procurement and how to move through the system.
This includes how to access SIGMA Procurement, view various procurement application pages that are
available and how to access the Document Catalog.

MiILogin is the State of Michigan’s Single Sign-on application and is used to authenticate users prior to
accessing SIGMA Procurement.

To access MILogin via the internet, open a Web browser and enter https://milogintp.michigan.gov in the
address field. Users will enter a User Name and Password and once they are authenticated the SIGMA
Home page will display.

SIGMA Login
Figure 1 shows the MILogin Home page with a list of applications based on the user’s security access.

Figure 1: MiLogin — Home Page

e
(% Michigan.gov

MiLogin for Third Party

# HOME {7 REQUESTACCESS ER UPDATE PROFILE & SECURITY OPTIONS ® CHANGE PASSWORD ® LOGOUT

Security Test20's Home Page
= Your password will expire in @ days

Access your applications by clicking on the application links below

*‘B DTMB, Center for Shared Solutions (CSS)

€55

SIGMA Procurement (as seen by Localities from the Internet)-MA1

SIGMA Procurement Home Page
To access the SIGMA Procurement application, select SIGMA Procurement in the Access your
applications list. The SIGMA Procurement home page displays as shown in Figure 2.

Figure 2: SIGMA Procurement — Home Page
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The SIGMA Procurement Home page is divided into three main parts: the Center Panel, the Primary
Navigation Panel, and the Secondary Navigation Panel.

The Center Panel is the large center area of the Home page. When opening a document, inquiry

or reference table, it displays the fields and data that pertain to the page currently being
viewed.

The Primary Navigation Panel in Figure 3 is displayed along the top right of the Home page and
contains icons and links for Home, Accessibility, App Help, About, and the Logout. It is static and
remains the same, regardless of the page currently being viewed.

The Secondary Navigation Panel in Figure 2 above is displayed along the left side of the Home
page. Select all of the expand/collapse icons to expand all of the menu options in this panel.
Each of these sections is described later in this document.

Figure 3: Primary Navigation Panel

@Home @A«:cessibilih; lg] App Help & About Q

The Home link returns users to the Home Page.

The Accessibility link displays the online help system in a format that is compliant with Section
508 of the Rehabilitation Act Amendments as well as World Wide Web Consortium (w3c)
guidelines making Web content accessible to people with disabilities.

The App Help link displays the online Help system shown in Figure 4. The information provided
in the online Help system is default information from the application and does not override SOM
policies.
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)2

S1GMA

-

The App Help icon on the Primary Navigation Panel displays the online support documentation for

SIGMA in a new

The Online Help window has its own navigation panel on the left, which includes a Table of Contents and
a Search feature shown in Figure 5. When a topic is selected from the Table of Contents, the help page
will display in the Main Content Pane. Some help pages contain links to other related articles for

reference.

Select the Contents button, and then the Welcome link, to display a list of help topics. The help contents

include:

Figure 4: App Help

({31 Contents [l Search

x

(0 aicome
@ about this Help
@ Getting Started
@ Documents
@ Table/Page
Procurement
2] User Guide Downloads

[y

GGl Advantage|

Welcome

CGI Advantage Procurement Professional is an integrated component of the CGI Advantage suite, but can also be a stand-alone procurement
solution. Leveraging Wel .Gl ge P P provides state-of-the-art automation and an intuitive end-user
interface. CGI Ad: ge Pl P supports the entire procurement cycle, from request to solicitation to
evaluation and centract management, and delivers a simplified, integrated process for buyer and vendor alike. This online help system only
provides documentation for the functionality that is available in the CGI Advantage Pracurement application for external locations. Based on
your security access and the functionality available to your external location, some functionality described in the enline help system may not be
available. Please contact your System Administrator with any questions

Use either the links on the image below or the Contents tab on the left-side frame to navigate through the Online Help System.

CGIl Advantage Procurement
(External Locations)

+| About this Help

Getting Started

TableiPage

Procurement

Downloads

? = A= &= B E E
3

s

% SE——
3

2

Q
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window.

Figure 5: Online Help — Navigation panel TOC

= About this Help
= Getting Started
= Documents

= Table/Page

=  Procurement

a Search

([z] Contents

) welcome
@ About this Help
@ Getting Started
Documents
Q Table/Page
Procurement
|2] user Guide Downloads
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= User Guide Downloads

Selecting a book topic area as pictured in Figure 6 expands and displays a list of subtopics below the
topic header. The subtopic information displays in the Main Content Pane. In each topic area, the
following information may be included:

= Business Area Overview
=  Common Terminology
=  Document Information
=  Common Business Tasks

Figure 6: Online Help — Book Topic

[ welcome
Q About this Help
Q Getting Started
Q Documents
2 Table/Page
> Business Area Overview
2] Common Terminology
Document Information
Q Common Business Tasks
i] Buyer Logic
ﬂ Managing Procurement Workload
2] Procurement Management (PRCUID) - State Views
Q Freight
Inquiries
0 Advanced - Setup
2] Frequently Asked Questions
2] User Guide Downloads

When the Search button is selected, top left of the screen, a search box displays in the left column
shown in Error! Reference source not found.. Entering a Search term generates a list of the word(s) and
heir location, in Online Help. Search options allow users to:

= Highlight the search criteria in the search results to easily identify the location of the word(s)

in the text
= Specify how many search results display in the left hand column.

Selecting the result in the left column displays the corresponding page on the right Main Content Pane.

If a search term is entered in the search window at the top right of the screen and then Go button is
selected, the results of the search are displayed in the left column, as in the previous method described.
Selecting the result will also display the corresponding page on the right Main Content Pane.

Figure 7: Online Help - Search

© State of Michigan 2017 6



Lgiem

(j_']cmﬂ Search ‘

[ In)| GGl Advantage]

x

Type in the words) to search foe:

Request for Proposal (RFP)

{loqu-\: foe proposal

O show results that include 2 search words
@u—;wwmnm

S-Nrtht\-mftswmw

J{ce]

Purpose

have exact paramelors. May or may not be commodity driven

Structure

Tota! Number of Search Results : 61

A | The Request fof Propasal (RFP) Document Code is comprised of the following sections:

Ttk Rank &

Request for Proposal (RFP)
Request for Proposal (RFP)
Purpose The Request for
Proposal (RFP) docurment s
..

Request for Bid (RFB)
Request for Bid (RFB) Purpose
The Requent for 6 (RFB)
document is used for
procreens

Request for Information
(RF1)

Request for Information (RFT)
Purpose The Request for
information (RFT) document is
us ...

Request for Quote (RIQ)
Request for Quote (RFQ)
Purpose The Request for
Quote (RFQ) document is
typically use ...

Clarification Request
(CLARQ)

Clarfication Request (QLARG)
P urpose The Clarfication
Request (CLARQ) page s U ...

* Header (only 1)

* Schedule of Events (0 - n)

* Tems and Conditions (0 - n)
* Commodity Group (0 - n)

= Commeodity (0 - n)

* Commodity T&C (0 - n)

+ Evaluation Criteria Group (0 - n)
+ Evaluation Critenia Line (0 - n)
* Vendor List (0 - n)

« Free Fofm Vendor (0 - n)

+ Vendor Rotation (only 1)

= Commadity Email Push (0 - n)
= Bublishing (only 1)

* Suppording Documents (0 - n)

= The About link displays the version information of the software.

= The Logout icon logs the user out of the SIGMA Procurement system and securely closes the

application. Always use this button to end the session.

Note: There will be some features that will not be available to Local Entities.

On the Secondary Navigation panel, select the Search link pictured in Figure 8 to expand the

available functions.

Figure 8: Secondary Navigation Panel — Search Link

' SAdvantage Procurement

M Apphcation Fages

= Search '

Nt L-alai0g

The Roques! [of Proposal (RFP) documant is used 1o propagate procurements that may not

The Search menu provides access to the Document Catalog search function. After selecting Document

Catalog this function contains fields users can enter criteria to aid in filtering the results. These search
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fields are optional during a search, but each field populated narrows the search results. Entering an

exact value for a User ID, date, Document Code, etc. in a field limits the search results.

Search Variables such as wildcards and range characters, can be used when entering search criteria to

help in locating the desired information. Commas are used to provide multiple search criteria. For

example: Construction, Builders; entered in the Vendor field, will search for both construction and

builders. The asterisk is a Wildcard symbol that represents one or many characters when completing a

search in SIGMA Financial. For data that contains commas, enclose the search criteria with asterisks. For

example, enter *Construction, Inc.* in the Vendor field.

Wildcard and Range Characters can be used to narrow search results. Table 1 lists all of the Wildcard
and Range Characters.

Operand
Asterisk (*)

Colon (:)

Greater than >

Greater than or
Equal to >=
Less than <

Less than or
Equal to <=

Table 1: Wildcard and Range Characters

Usage

Searches data containing a text
string

Indicates a date range in search
criteria related to date fields

Indicates greater than a numeric
value or date, respectively

Indicates greater than or equal
to a numeric value or date,
respectively

Indicates less than a numeric
value or date, respectively

Indicates less than or equal to a
numeric value or date,
respectively

Example

If 01* is entered, returns all records that begin
with 01.

If *01* is entered, returns all records that
contain 01 anywhere in the field.

If *01 is entered, returns all records that end
in 01.

A search consisting of a lone asterisk and no
other alphanumeric characters retrieves every
record from the database.

Due to the volume of data that could be
returned with this feature, using a lone
asterisk is not advised.

Enter 7/1/2016: 7/15/2016 in the Create Date
field in the Document Catalog to view all
documents created on or after 7/1/2016 and
on or before 7/15/2016.

Enter >7/14/2016 in the Create Date field in
the Document Catalog to view all documents
created after 7/14/2016.

Enter >=7/14/2016 in the Create Date field in
the Document Catalog to view all documents
created on or after 7/14/2016.

Enter <12/31/2016 in the Create Date field in
the Document Catalog to view all documents
created before 12/31/2016.

Enter <=12/31/2016 in the Create Date field in
the Document Catalog to view all documents
created before or on 12/31/2016.
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Select the Document Catalog link from the Secondary Navigation Panel shown in Figure 9.

Figure 9: Secondary Navigation Panel — Document Catalog

Badvantags Procursmant Document Canalog

Cregie  #b

Code & Uit
[— ]

¥ User information

* Document State

Cole DEpL LA 1D Commanls  YRan

Funcoon Prase SO0 D3 LS 10 AMGUM  ACOWE  COMLIDOFION
First Pre Mesd (Last ¥ Enow Lnes | 0 v

When selecting Document Catalog, subsections and field options appear in the Center Panel that allows

users to search for and create new documents. Search criteria in documents can be entered in the
Document Catalog from three main sub-sections:

= Document Identifier - specific Document Code, Dept, Unit or ID

User Information - Create User ID, or Create Date

Document State - Function, Phase, or Status of the document

To view the search criteria fields in the subsections that are collapsed (for example User Information),

Select the subsection Expand/Collapse icons next to the subsection titles, or Select the Expand All or
Collapse All icons pictured in Figure 10.

Figure 10: Document Catalog — Collapse/Expand All Features

Document

Expand/Collapse All

Create b
¥ Document Identifier
Corde -

Expand User Information D:
subsection only

Al Unit:

¥ User Information

Create UserID : Create Date :

¥ Document State

Function : ﬂ Status : ﬂ
Phase : LI

Browse Clear
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After entering search criteria, select Browse as shown in Figure 11 to display the results in the grid at the

bottom of the page.

Figure 11: Document Catalog - Browse

H Appicanon Pages

B Seach

Cept. -

[T ] 1
w Docismant Maatifier
CO T Fp
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EE TR F L o
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Users can create a new document from the Document Catalog by Selecting the Create link at the top of
the page. Enter information in the following areas:

= Document Identifier - Enter the specific document Code, Dept, Unit, and ID (not required if

using Auto Numbering)

=  Other Options - Select the checkbox for Auto Numbering (if the document allows SIGMA to
assign the document ID number) or Create Template (if the document is a template for future

documents)

After the document information is entered, select the Create link to open the new document in Draft

phase.

Navigation Features

SIGMA Procurement pages display in the Main Content pane. These pages contain various options,
buttons, fields, and links used to interact with the system. Understanding these features assist in
performing tasks efficiently and accurately. Table 2 lists commonly used navigation features.

Table 2: Navigation Features Tools

Navigation Feature

Description

Action Menu

A menu of available actions that can be performed on
that page.

Auto Complete

Automatically predicts the remaining characters in a word
or phrase based on what has been entered.

Calendar Tool B

Select dates or date ranges from an interactive calendar.

Check Box D

Indicate whether the condition is on (Selected) or off
(Deselected).

Close Window

Located at the top right corner of a window and closes
the window when selected.

© State of Michigan 2017 10
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Navigation Feature Description

Document Menu j A menu of available commands that can be performed on
the document or using the document.

Dropdown List A list of items available for selection.

Expand All/Collapse All &k Selecting the downward arrow expands all collapsed

sections on the Page. Selecting the sideways arrow
collapses all expanded sections on the Page.

Maximize and Restore Toggle =l ksl Located at the top right corner of a window. Selecting the
Maximize button expands the window to fill the screen.
The button toggles to the Restore Down button. When
selecting the Restore Down button, the window returns
to its original size.

Minimize [Z] Located at the top right corner of a window. Closes the
window and an icon is placed in the Task Bar on the
Desktop. To re-open the minimized window, select the
icon in the Task Bar.

Navigation Links/Buttons Used to view additional lines when the maximum number
of lines exceeds more than one page. When the links are
First | Previous | Next | Last | underlined or the buttons are enabled. Use these

navigation links to page through the additional records.

Pick List A Displays a page to provide a pick list of items to search
and select.
Quick Switch = Located in the summary bar of documents with more

than one commodity line. When selected, the Quick
Select Row page displays, allowing the user to select
another row in the document.

Right-Select Commands

Whether users are in documents or tables, there are additional features and functionality available by
right Selecting the mouse. A dropdown list displays with the commands below:

= Field Level Help
=  Show Description

= Page Help
= Print Page
=  Multi Sort

= Add to Favorites — this option is not available in this application

Field Level Help
Field Level Help in Figure 12 provides information about the field. Position the cursor directly over the
field and right click (select) with the mouse. Select Field Level Help from the menu; the field definition

displays in a new pop-up window. To close the field help, select the [l icon.

© State of Michigan 2017 11



Lgiem

Figure 12: Field Level Help

Commodity
Commodity Name Active Tax Profile
v 005 ABRASIVES Yes
00505 Abrasive Equipment and Tools Yes
00514 Abrasives, Coated: Cloth, Fiber, Sandpaper, efc. Yes
00521 Abrasives, Sandblasting, Metal Yes
00528 Abrasives, Sandblasting (Cther than Metal) Yes

First Prev Next Last

Save Undo Delete Insert C

¥ General Informatio Copy(field value)
*Commodity : 005 |
*Class : gps Field Level Help ]
Item : Show Description rder - Receipt - Invoice| v |
Lol Page Help 2
Detail :
Print Page PRASIVES
Category : )
. . Multi Sort
Name : ABRASIVES

Add To Favorites

Page Help

Page Help describes the SIGMA page. Position the cursor anywhere on the page and right-click (select).
Select Page Help from the menu, the page description displays in a new pop-up window. To close the
page help, select the close icon in the top corner of the pop-up window.

Print Page
Print Page displays a Print window to select a printer. The entire page prints, rather than what is
currently visible on the screen.

Multi Sort

Multi Sort performs a sort on multiple columns. Multi Sort sorts all underlined column headings in the
grid by the selected column. Selecting the same column header more than once, changes the sort mode
between Ascending and Descending. Multi Sort functionality is only available when more than one
column heading is underlined. See the sample Multi Sort in Figure 13.

To sort the table by multiple column headings follow these steps:

1. Right-click (Select) the page. A menu displays.

© State of Michigan 2017 12
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2. Select Multi Sort from the menu. The Multiple Column Sort window displays.
3. Select up to three sorting criteria from the dropdown lists.
4. Select Ascending or Descending order for each column.
5. Select Sort.
Figure 13: Multi Sort
= Multiple Column SOt - WINdows [nterne... (L [T [ |
& htips;//sigma-prodga2 michigan.gov,/webapp,/ T2 LFIN 2 a
Field Level Help Commodity | v | Ascending | v |
Show Description Dane ﬂ g ﬂ
Ascendin
Page Help ﬂ 2 ﬂ
Sort
Print Page
Multi Sort
Add To Favorites
2. Document Errors

Selecting Validate or Submit performs a series of edit checks on the document. If it encounters any
errors, it displays a brief error message at the top of the page. If SIGMA finds more than one error, the
first error message is displayed along with the total number of errors as shown in Figure 14. For
example, a “1 of 9” indicates that there are a total of nine error messages and the first one is displayed.
Select View All to view all of the error messages.

Figure 14: Error Message

View All 1 of 9 IilRequestor Phone Number is required. (A1428)

Request for Information(RFI) | Dept: 451 ID: 160000000001 Ver.: 1 Function: New Phase: Draft _j

Error messages with the following severity levels and meanings can be raised during document
processing:

Informational - Informational messages, as the name suggests, are for informational purposes
only and do not affect the determination of whether a document will be accepted to the next
phase. All informational messages that occur during document processing are accumulated so
the user can see all of the informational messages for that document version at one time.

Warning - When warning messages are encountered, they are compared with the warning
message from a previous validate or submit action. If there are any new warnings since the last
time, the user is given the chance to review these warnings before the document is accepted to
the next phase. The next time the document is submitted, the document is accepted to the next
phase if there are no new warnings. All warning messages that occur during document

© State of Michigan 2017 13
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processing are accumulated so the user can see all of the warning messages for that document
version at one time.

= Error—When error messages are encountered, the document is rejected and any updates or
changes made outside of the document are not committed to the database. All error messages
that occur during document processing are accumulated so the user can see all of the error
messages for that document version at one time. In addition, the phase of the document
remains at the Draft phase until the user fixes the document and validates or submits the
document again.

»= Severe - When severe messages are encountered during the processing of a document, the
processing is terminated immediately at that point and control is returned back to the user. All
updates or changes made to the document and made outside of the document are not
committed to the database. Only the messages that occurred before the severe message and
the severe message itself are displayed to the user for review.

© State of Michigan 2017 14
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3. Application Pages

The Application Pages described in this section are available to Local Entity users from the Secondary
Navigation Panel in a read only mode. Based on the security roles assigned to Local Entities, edits or
changes to the content shown in these pages will not be allowed. These are provided to help users
better understand the content within these pages as they create the procurement documents explained
in this Reference Manual.

Commodity

The Commodity page, Figure 15, shows the current defined commodity codes. Commodity codes
categorize, identify, and track purchases and consumption information.

The Commodity table includes Class, Item, Group and Detail fields that leverage the NIGP (National
Institute of Government Procurement) structure. The State of Michigan has structured most commodity
codes in SIGMA to be within 3-5 digits, except in cases for inventory or custom codes, which can be 7
digits long. In addition, the State of Michigan has created some custom codes that are not part of the
NIGP structure.

Figure 15: Application Pages — Commodity

Comemadity - Ackrew
Clans © 0os Biruciured Commaodity ©
e Match Indieator © Cieoer . Recet - e w |
Group Tax Profie : e
Datail = FEFWORE SS3TH ¢ ASIASNES
i Canapory -
Nama © ABRASIVES
HAICE
» Ganaral Options
* Specificationsirsiruciions
b Assignmarts

Vendor/Customer

The Vendor/Customer table, Figure 16, displays the primary information about a Vendor/Customer like
Legal Name, Vendor/Customer number, address, etc. The Active Status is also shown in this table and is
important because the Active Status of a Vendor/Customer record controls the use of that
Vendor/Customer on solicitations. Vendor/Customer sensitive data will be not visible to Local Entities.
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Figure 16: Application Pages — Vendor/Customer

Close VendoriCustomer
Vendor/Customer l
General Info 1
Headquarters Vendor/Customer
Organization + CADOD00O!

Disbursement Options
Save Undo Delete Insert Copy P2
Prenote/EFT ey P R e S

Remit ¥ General Info

Vendo

Legal Name : AL
Alias/DBA :

eMAL Vendor Active Status :

Vendor Approval Status : irx

Accounts Receivable

Locatk

formation

Location Name :

Travel First Name :
Change Management Middie Name :
Address LastName :

Business Type Vendor Performance Rating :

Service Area EDI Enabled : |
Commodity

W-8 Form

Authorized Dept.

Prevent Spending

Certification

Vendor User Information

Vendor Attachments

Legal Name
ALTARUM INSTITUTE Inactive Actve
From 110 10f1  First Prev Next Last Attach

VendoriCustomer : (CAC000001
TARUM INSTITUTE

Customer Active Status © 4.,
Customer Approval Status : Con

Company Name : ALTARUM INSTITUTE

Allas/DBA Vendor Active Status  Customer Active Status

fs

Restrict Use by Department :
Miscellaneous Account :
Internal Account :
Third Party Only :
‘Third Party Vendor :
Third Party Customer :
Inventory Customer :
Healthcare Provider :
Never Archive :
Restrict VSS Access : No | v
Discontinue - No New Business :
Prevent MA Reference -
PunchOut Enabled :
Re-PunchOut Enabled :
Electronic Order Enabled :
W-2 Recelved :
W-8 Received Date :
W-8 Recelved :
W-8 Received Date :
Accepts Credit Cards :
Active From : 11/112016

Active To :

Last Usage Date : 11112016
Department :
Unit:

oo o g

S

» Headquarters

» Organization

» Disbursement Options

b Prenote/EFT

» Remittance Advice

» Vendor Terms

P Accounts Receivable

» eMALL

» Location Information

» Executive Compensation

» Additional Information

» Travel

» Change Management

Top

UPDATE> ¥ Headquarters = Add 1089 Information Entry

CREATE DOCUMENT> Create New Record Modify Existing Recerd

# Add 1042-S Reporting Information Entry

+ Vendor Business Types By Commodity

SEARCH BY> o Masler Contacls - Masler Addresses

o Vendor Commodity o Vendor Addresses & Vendor Business Types

o Vendor Service Areas o VCM Query

= Historical Viendor Information

= Vendor Notes

= Vendor Transaction History

Procurement Location

Procurement Location is listed but users will not have access to this page and will receive an error

message when selecting it from the panel.

Solicitation Response

The Solicitation Response Summary page, shown in Figure 17, displays a current general summary of the
Solicitation Response (SR) documents submitted for a given Solicitation (SO), even while the Solicitation
is still open. This allows a Buyer or other authorized Procurement users to get an up-to-date summary

of the overall SR and bidding activity for an open Solicitation.

The Solicitation Response Summary displays the number of Solicitation Responses received to date for a
Solicitation and is broken down by: Total Responses, Bids, Partial Bids, and No Bids. Search this page by

SO Document Code, SO Document Department, SO Document ID and Procurement Folder ID.
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= The minimal search criterion is an SO Document Code.
= Total Responses is the total number of submitted SR documents for the Solicitation.

»= Bids and No Bids are set to the number of SR documents that have all of the Commodity Lines
set to the same Response Type value, Bid or No Bid, respectively. Partial Bids is set to the
number of SR documents that have different Response Type values set for the Commodity lines.

The Document column in the grid on the Solicitation Response Summary page contains a
hyperlink that transitions the user to the Solicitation document.

Figure 17: Solicitation Response Summary
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' I TEAREO0003 )
RFFP i 1 TOO000000 174 4 00 Y LE q
RFP 171 170000000003 {74 § OO0 i
Fiesl Prie Wl
LA
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a
] w General Informatics
£ 1 Procunemant Folder | 530: Total Resposses | 1
Solicitabon Doc Cooe | parn - B :
Soscrabon Doc Dept 5 - Parmal Bigs : o
Bedicitation Dog 10§ 170000000007 Mo Bids :

Solicitation Events

The Solicitation Events page shown in Figure 18, displays a list of events, which would take place once a
Solicitation is initiated.

The records on this table are used on the Solicitation documents to schedule the events. The Solicitation
Events records are also used on the Solicitation Events Template table.

The Solicitation Events page displays a list of events, which would take place once a Solicitation is
initiated.

The records on this table are used on the Solicitation documents to schedule the events. The Solicitation
Events records are also used on the Solicitation Events Template table.
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Figure 18: Application Pages — Solicitation Events

B Application Pages
Commuodity
WERDOCUSIOmMET Solicitation Event Name
Bracirament 1 o . « ACOM Reasonable Accommodation
Frocurement Location
AWNOD Intent to Awand Notification
BRGD Background Checks
BONDS Eonds
DEMO Wendor Demonsiration

First Prey Mexd Last
Save Undo Delete inserl  Seanch
Solicitation Event : ACOM

Mame : Reasonable Accommeda
Description @ Requests for reasonable

Wendor List Template

Vendor Notifcaton AcCommotations at the pre- ”
Solicitation Questions proposal meeting should be made
ac AnTwers with the Proposal Manager, bisted
Creation Date = 04/2972016
Clarification Requesl Last Update Date - 05/12/2016
@ Search 1

Procurement Management

The Procurement Management page shown in Figure, allows the user to search for a Procurement
Folder and is the central location for both Buyers and Managers to work with Procurement Folders. The
following sections are displayed on the Procurement Management page:

General Information — displays information about the Procurement Folder such as the
Procurement Folder Number, Procurement Title, Procurement Type, Procurement Amount
(current amount) and Original Total Procurement Amount, Number of States, Complexity, Last
Completed State, Status, and Dollar Range along with deadline extension days, Estimated
Completion Date and so forth. It also displays the inferred Manager, Manager Team, Buyer,
Team, and if any protest has been filed for the Procurement folder.

Available States — the default Available State view when the Procurement Management page
opens is the All States view. This allows users to see the information on the Milestones,
Documents, and Notes for all the procurement states for the selected procurement. Once a
Procurement Folder is selected from the upper grid on the Procurement Management page, a
user can transition between State Views from the Available States section to view and update
the Milestones, Documents and Notes for each Procurement State. The available states grid
displays the Status, State Amount, and Issuing Office. The Procurement Created field displays
the date the state was created.

Milestones — This section allows a buyer to check off completed milestones or to view future
milestones within a particular Available State view. The Milestones displayed are determined by
the Procurement Type. An Available State is deemed completed when all required milestones
have been completed and all documents within the State are Final. The Milestones do not have
to be completed in order, that is, milestones in a future State can be completed before all of the
Milestones in a previous state have been completed. The use of Milestones is optional.
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= Documents — This section shows all of the documents that have been created in the
Procurement Folder for the specified Available State. The user can access and review details of
the documents by selecting the document information hyperlink.

* Notes - The Notes section displays the notes associated with the procurement folder allowing
users to enter information specific to this state of the procurement. The notes section is similar
to a journal of information about what happened in the Available States for the procurement.

Figure 19: Application Pages — Procurement Management
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Available States

Procurement State ~ State Complete State Amount Issuing Office Procurement Created

< Al States
Requisition Yes 3200000  Transportation 120202016
Solicitation No
Solcitation Response No
Evaluation No
Award Yes $2.00000 Transportation 12292016
Post Award Yes

First Prev Next Last

Milestones
Procurement State Description Required Estimated Completion Completsd Complete
+ Requisition Review Request Mo 121212016 L]
Soiicitation Solicitation Development Mo 1272172016 ]
Solicitation Solicitation PostiCiose ~ Yes 122172016
Evaluation Evaluate Bids No 121222016
Avard Award Recommendation No 121222016 0
Awara AaBoard Mo 12/22/2016 O
Avarg Execute Contract No 122272018 O
Save Undo First Prev Next Last
Documents
Procurement State Document Function Phase Vendor Description Created
~ Requisiton 000000011  New Final Service Requisition under 52,500 (RN, CS-138, PO, Invoice, 12/01/2016
Avard 000171 New Final  VCDDD1118 Service Requisition under $2,500 (RGN, CS-138, PO, Invoice, 1212912015
Post Awarg 501 New Final 0122017
Post Awara New Final  VCDDD1118 Service Requisition under $2,500 (RGN, CS-138, PO, Invoice, 1212912015
Post Award New Final  VCODD1118 Service Requisition under $2,500 (RGN, CS-138, PO, Invoice, 01/03/2017
Post Award 1.1 New Final  VCODO1118 test 1202912016
Post Awara 1 New Fina 0110372017
* N ment First Prev Next Last o Bid Depesil o Procurement Bong

@l of Renewal f Claims Tracking ¥ MA Reference for 2

»

eport
Notes
Procurement State UserID User Name Date Entered Comments
# Procurement Noles  First Prev Next Last

Related Documents

Reguest Date Category Sub Category Status Document Function Phase
~ 1212972016 CS-138  StandardA+B Approved CSRQ,591.170000000002.1 New Pending

First Prev Next Last
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Vendor List Template

The Vendor List Template page, shown in Figure, lists the available vendor templates for use on
Solicitations. Templates include a group of vendors that have something in common. Templates can be
stored by Commodity Class, Buyer, and/or Department.

Templates allow procurement officials to quickly create a list of vendors to be solicited for a business
opportunity.

Figure 20: Application Pages — Vendor List Template

Save Unde Delels Ingen Copy Pase zearch  First Prev Next Last
WVandor ListID : VENDLSTY Commodity Class : -

Vandor List Tie © £2€ VEND LIST TEST Pre-Cualified List :

Buyer Code © ¢ 150000001 & Solicitation Mumber : 17391£000003
Travis Hassig Sclicitation Title ;
DD & Creation Date : 12257015
Vendor Code Vendor Mame Status Contact Type
- WCOOMD0ST A& Innatiode, ine Active  Email
citatien VCO001118 & ACME, I Active  Email
- ' VCOXN 115 & Big Ugly Manufachuring, Inc. Active  Email
VSDO00S01 &| Ramsson Hotel Lansing Artive
an 4 Deiete fnser oy Paste  Firsl Prev Mexd Lasi

Solicitation Events Template

The Solicitation Events Template page, shown in Figure 21, lists the templates that are available for the
Solicitation documents. These are groups of individual Solicitation Events to allow for ease of use on the
Solicitation. Local Entity users will be able to select existing templates but will not be able to create new

ones.

It is recommended that instead of using templates the Solicitation Events section of the Solicitation
document is used by selecting the CUSTOM Event and modifying the name of the event as desired.
Additional detail about Solicitation Events is below in the Creating Solicitations section of this document.
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Figure 21: Application Pages — Solicitation Events Template

Solicitation Events Template

Template ID Template Name

v TMP1 Procurement Event

First Prev Next Last

Save Undo Delete Insert Copy Paste Search
*Template ID : TpP1
“Template Name : procurement Event

Sequence Solicitation Event Name Days

v 1 AWNO | & Intent to Award Notification 2

Delete Insert Copy Paste First Prev Next Last

Vendor Notification

The Vendor Notification page shown in Figure 22, provides an audit trail view of all notifications that
have been sent to vendors in reference to a solicitation. The referencing solicitation; correspondence
type; and the date and time that the notification was sent, can be viewed from this page. Users can

search for a specific notification by entering search criteria in the fields at the top of this page and then

selecting the Browse link.

Figure 22: Application Pages — Vendor Notification
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4. Creating Solicitations

Request for Quote (RFQ)

Vendor Self Service (VSS) is a web based application that allows vendors to create a Vendor/Customer
(VCUST) record online, maintain their account information, view and respond to business opportunities,
view their financial transactions, and enter their invoices. Vendors register in one place for State
payments, Procurement, and Grant Opportunities and Grant Applications; this includes vendors from all
agencies. VSS is the application where solicitations that are created by Local Entities (RFQ’s, RFI’s and
RFP’s as examples) will be posted and where vendors will bid on them. VSS is synchronized with SIGMA
Procurement daily on a two hour cycle starting at 8 a.m. and ending at 4 p.m.

A Request for Quote (RFQ) document is an informal process used to determine fair and reasonable
pricing for the purchase of a good or service. Users can enter additional information on the RFQ such as
Schedule of Events, Terms and Conditions, and Publishing information.

Unless the Buyer flags the solicitation not to be imported to SIGMA Vendor Self Service (VSS), once the
RFQ document is approved and submitted to Final, it is imported into VSS, once the next VSS Synch
Cycle has completed, and an email notification is sent to vendors notifying them of the available
opportunity.

If a solicitation needs to be changed or withdrawn after it has been entered and vendors have been
notified, a modification or cancellation can be processed for the original RFQ.

Previously published solicitations may require modification because of changes to the solicitation, such
as an extension of the due date.

To make a change to a solicitation, process a modification to the original document. The process for
modifying a solicitation is the same regardless of the solicitation document. To amend a solicitation:

1. Locate and open the solicitation to be amended using the Document Catalog or the
Procurement Management page.

Click Edit. Notice that a new version of the solicitation is created in Draft phase.

Invitation to Negotiate(ITN) | Dept: 171 ID: 101116000001 Ver.: 2 Function: Modification Phase: Draft

2.  Make any necessary changes to the solicitation.

3. Validate and submit the solicitation.

Once the modification or cancellation is approved and submitted to Final, it is imported into VSS when
the next VSS Synch Cycle has completed and an email notification is sent to vendors notifying them of
the change or withdrawal of the solicitation. This notification is created by a batch job that is
automatically run every two hours starting at 8am and ending at 4pm.
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The RFQ document has a Header and thirteen detail sections, which are described below.

Note: This manual is intended to highlight the significant fields on each section of the document, not to
provide an exhaustive description of every field. The Field Help functionality can be used to view the
description of fields not covered explicitly in this manual.

RFQ Document — Header Section

The Header section of the RFQ is used to record general information describing the procurement and to
set options and controls related to VSS. The RFQ Header section has seven tabs.

General Information Tab

Use the General Information tab to set several options and controls for the solicitation related to VSS as
shown in Figure 23:

= Vendor List Restricted Access to Solicitations? Checkbox — select this checkbox to indicate only

the vendors on the vendor list will receive notification and be able to respond to the Solicitation
(SO).

= Vendor List Restricted Responses? Checkbox — select this checkbox to indicate only vendors
listed in this SO are allowed to respond to this solicitation. Vendors not selected will get a
notification and can see the SO but they will not be able bid on it.

Note: If neither Vendor List Restricted Access to Solicitation nor Vendor List Restricted is checked, all
vendors registered for the commodities on the SO AND the vendors on the vendor list will receive
notification and can bid.

= Prohibit Online Responses Checkbox — select this checkbox to indicate online responses to the
solicitation via VSS are not allowed for this solicitation.

= Restrict Public Access Ask Questions Checkbox — select this check box to indicate questions
regarding the solicitation via VSS are restricted to registered VSS users.
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Figure 23: RFQ — Header Section — General Information Tab

[LE SR CLELLLE Contact | Templates | Add Templates | Reference Documents | Document Information | Additional Information

Record Date: i) Procurement Folder: 7103

Document Description: Paper Procurement Type ID: 1 |

Procurement Type: Standard
Vendor List R Access to Solicitations?: [

Default Form: Al
Vendor List Restricted Responses?: [ "
Solicitation Category: 102
Prohibit Online Responses: D
Paper
Restrict Public Access Ask Questions:
System Gen List: No

Bid Receiving Location: VICTOR 4 Let Date: 10/05/2016

Attention: Shipping Receiver Published Date:
Victor Center Published Time:
201 N Washington Sq Close Date: 10/10/2016
7th Floor Close Time: 9:00
Lansing
Mi
48116

Total of Header Attachments: 0
Total of All Attachments: 0

Prequalified List: [_]

Contact Tab
Enter an Issuer ID and Requester ID for this solicitation as shown in

Figure 24. The Issuer ID defaults based on the User ID of the user who creates the solicitation but this
field can be edited.

Note: The Requestor ID and the Issuer ID can be the same. The Requestor ID is also not required and the
user can manually enter the Name, Phone Number and Email of the Requestor if needed.

Figure 24: RFQ — Header Section — Contact Tab
_

General Information w Templates | Add Templates | Reference Documents | Document Information | Additional Infermation

Issuer ID: Kellyhs £| Requestor ID: @\ Team ID:
Mary Kelly Name: travis hassig Buyer:
9 Buyer Dept:
kellym3@michigan.gov Phone Number: 111-111-1111 L

Lansing

Email: cgi sqa testing@gmail.cc

Lansing

Templates Tab
Three types of templates are used on the RFQ Header Section, Templates Tab, seen in Figure 25.
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Figure 25: RFQ Header Section - Templates Tab

Nav
| Header il
sok
= List View |
—— Clic
T&C: @ Schedule Of Events: T)1P1 4 Vendor List: @
= = =
Name: Name: Procurement Event Name:

Terms and Conditions (T & C) — These are predefined groups of individual T&C records from the
Terms and Conditions page. Terms and Conditions Templates allow users to select a group of
Terms and Conditions that are used frequently without having to re-enter them each time. A
T&C titled ATTACH is defined in SIGMA — See Attached that will be used to attach custom T&C to
the document.

Schedule of Events — These are predefined groups of individual Solicitation Events from the
Solicitation Events page. Schedule of Events Templates allow users to select a group of
Solicitation Events that are used frequently without having to re-enter them each time. A
Solicitation Event titled CUSTOM is defined for users to modify and create their own.

Vendor List — Predefined group of vendors that have something in common. Templates are
stored by Commodity Class, Buyer, and/or Department, which allow for a list of vendors to be
solicited for a business opportunity. To view the individual vendors that make up a particular
vendor list, use the Vendor List Template page shown in Figure 26.

Figure 26: Vendor List Template Page

Vendor List
Save Undo Delete Insert Copy Paste Search  First Prev Next Last
Vendor List ID : PREQUAL1 Commodity Class : aogc Y
Vendor List Title : prequalified Vendors Non-NIGP Commodity
Buyer Code : |yncnco 2 ‘ Ffrc_a-Q_uallfled List:[ |
caroline lynch Solicitation Number :
Depaﬂment . 171 | Solicitation Title :
Technology, Management and Budget Creation Date : 09/13/2016
Vendor Code Vendor Name Status Contact Type
« (CV0000004 £, NEIGHBOR TO NATION Active
CV0000007 & GLOBAL IMPACT INC Active
C\V0000009 .‘_"_.‘ RELIASTAR LIFE INSURANCE COMPANY Active
Delete Insert Copy Paste  First Prev Next Last
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Each template is identified by a template code.

Figure 27 shows the Templates tab. Using a template

allows users to populate a predefined list of the T & C, events, or vendors on the RFQ. Once the code is
entered in the template field, select the Load button at the bottom of the page.

For example, to use a Schedule of Events template, users can select the correct template code from the
Schedule of Events pick list and Select the Load Schedule of Events button to populate the RFQ with the

events from the selected template.

Figure 27: RFQ — Header Section — Templates Tab

(L

General Information | Contact [RENTIFIC| Add Templates | Reference Documents | Document Information | Additional Information

T&C: @

Name:

Schedule Of Events: 4|

Vendor List: &

Name: Name:

Add Templates Tab

Use the Add Templates Tab, shown in Figure 28, to view a template from the list of T & C or Vendors
entered on the RFQ. This can be used, for example, in the case where the set of individual T & C entered
on the RFQ will be used on subsequent solicitations. By using a defined template, this set of T & C can
be populated on another solicitation by entering the template code for the T & C template rather than

entering all of the T & C individually.

Note: Local Entities will not be able to create their own templates; but can utilize existing templates.

Figure 28: RFQ — Header Section — Add Templates Tab

jutloader,

General Information | Contact

emplates CRCTIEICE Reference Documents | Document Information

Additional Information

T&C:
Name:

Add Template: [

Vendor List:
Name:
Buyer ID: @ |
Department: &
Comm Class: &

Add Template: [

Evaluation Criteria:
Name:

Add Template: [

Reference Documents Tab

The Reference Documents Tab, Figure 29, displays the Document IDs of any solicitation or Evaluation

(EV) documents that reference this RFQ.
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Figure 29: RFQ — Header Section — Reference Documents Tab

.

= List View
Solicitation Code: Evaluation Code:
solicitation Dept: Evaluation Dept:
Solicitation 1D: Evaluation 1D:

Document Information Tab
The Document Information Tab, Figure 30, displays the user who created and last modified the RFQ as

well as the actual dollar amount of the solicitation.

Figure 30: RFQ — Header Section — Document Information Tab

_ﬁi
= List View
General Information | Contact | Templates | Add Templates | Reference Documents RGN ELIALIGL GENLTM Additional Information

Created By:

Created On:
Modified By:

Medified On:

Actual Amount:

Additional Information Tab
The Additional Information Tab, Figure 31, provides an Additional Information field where users can

enter any additional free form comments about the solicitation.

Figure 31: RFQ — Header Section — Additional Information Tab

_'ﬂ
= List View

General Information | Contact | Templates | Add Templates | Reference Documents | Document Information [WaYsleATLETRIHeTgpELTe),]

Additional Information:

Case ID:

RFQ Document - Schedule of Events Section
The Schedule of Events section shown in Figure 32 is used to define a schedule of relevant events

published on the solicitation document and on VSS.
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Figure 32: RFQ Document — Schedule of Events Section

L il
Line Sequence Days Event Code Event Name Event Date Inactive Line AttachmentList
1 1

(t‘) TEST Pre.tud meeting 10 discuss this RFQ and determine whats need 080372016 No
EST Le 1 No
No

1
1

1 TEST
1 No

TEST Le
TEST R
1 TEST

No

No

From 1106 Tots 6 Go o e Go

Users can enter events individually using the Event Code pick list and by populating the relevant
Sequence, Days and Event Date. Events can also be prepopulated using the Schedule of Events template
entered on the Header of the RFQ. Once the events are populated, users will enter the Event Date for
the first event and Select the Populate Event Dates button at the bottom of the page. This populates
the Event Dates for all subsequent events based on the Sequence and Days fields.

Note: Buyers can select the CUSTOM Solicitation Event and give it a custom name.

Examples of solicitation events are detailed below in Table 3.

Table 3: Solicitation Events

Event Code Event Title Event Description

Only written questions will be accepted and
due 5 days prior to the solicitation close
QDUE Questions Due date.

Responses to submitted questions will be
posted 2 days prior to the solicitation close
RDUE Responses Due date.

The purpose of the pre-proposal meeting is
to discuss the RFP and the work to be
performed and may include an inspection of
the facility. Discussions, including answers
given by the State at the pre-proposal
meeting are not official. Pre-proposal
meeting is scheduled for 5 days prior to the
PRMT Pre-proposal Meeting solicitation closing date.

Requests for reasonable accommodations at
the pre-proposal meeting should be made
with the Proposal Manager and listed in the
solicitation at least 3 business days before
the date of the meeting. Any requests
received outside this period cannot be
ACOM Reasonable Accommodation guaranteed.
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Event Code

Event Title

Event Description

SMPL

Samples

The bidder must submit samples of work
that are identical to the proposed Contract
Activities. Samples must be clearly labeled
with the bidder's name and bid number and
sent to the address listed on this
solicitation. Samples not destroyed in
testing will be returned at the bidder's
expense, if requested. Samples must be
received 5 days prior to the solicitation close
date.

DEMO

Vendor Demonstration

Vendor will be expected to
demonstrate/present their product to State
of Michigan users. Presentations will be
scheduled 10 days after the solicitation
closing date.

AWNO

Intent to Award Notification

Intent to Award notification is estimated to
be issued 10 days after the solicitation
closing date.

BKGD

Background Checks for Contractor
Personnel

The State requests that background checks
be completed by all Contractors prior to a
solicitation closing date. The background
checks can vary, but at a minimum, typically
include a review of credit history, references
and criminal records in accordance with
applicable laws. The State provides
instructions on which background checks
specifically must be completed at the sole
expense of the Contractor.

TEST

Acceptance Test Demonstration

Acceptance Test demonstration will be
conducted to ensure the Software
Deliverable, including all Software and
Documentation, conforms to the
requirements of this Contract, including the
applicable Specifications and, in the case of
the Software, the Documentation. The
Acceptance Test demonstrations will be
scheduled on the date specified.

RFQ Document - Terms and Conditions Section
In the Terms and Conditions section shown in Figure 33, users can add individual predefined standard
terms and conditions to the RFQ using the pick list for the T & C field. T&C’s can also be added as an

attachment to the document.
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Terms and conditions are posted on VSS as a part of the solicitation.

Figure 33: RFQ Document — Terms and Conditions Section

Section T&C Name Inc By
1l ATTACH Please See Attached by full text No

From 1 io 1 Total 1

T&C: ATTACH 4 Details: Please see attached
Name: Please See Attached
Section: Inactive Line: [
IncBy: byfulltext [v]
Sequence:
Required?: Optional
T&C Last Updated Date: 03/28/2017

RFQ Document - Commodity Group Section

The Commodity Group section shown in Figure 34 is used to categorize commodity lines. This section
may later be used to award grouped lines rather than awarding lines individually. For example, a
solicitation for a construction project may contain many lines for building materials, which will be
awarded to a single vendor. Putting these building materials commodity lines in a single commodity
group allows the user to award the lines as a group to the vendor rather than having to award individual
lines to the same vendor.

Figure 34: RFQ Document — Commodity Group Section

Line Commodity Group Description Group Total Inactive Line

From 1to 1 Total: 1 Go'to line: l:l Go

RFQ Document - Commodity Section
The Commodity section of RFQ has seven tabs.

General Information Tab
The General Information tab shown in Figure 35 is used to define individual lines included as part of the
solicitation. Lines may be defined as items, service, or discount using the Line Type dropdown list.

Line Type of Discount is used to specify discounted Unit Prices if discounts need to be specified. If the
Line Type = discount then the following fields will be required:

e List Price

¢ Discounted Unit Price
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The discount line type is used when the buyer wants to define a separate discount line from the item or

service being solicited.

Figure 35: RFQ Document — Commodity Section — General Information Tab

: T —— i 01585, Line Amount: $125.00

Award Date:

Line CL Description Line Amount Inactive Line
1 Paper and Supplies (For Dual Spectrum Process Copying Machin $12500 No
From 1 to 1 Total: 1 Show Lines: | 10
(el IA 1RG0 G ELEL I Reference | Shipping/Billing | Specifications | Templates | Add Templates | Line ltem Preference
CL Description: Paper and Supplies (For Dual ~ Catalog:
Spectrum Process Copying v
Effective From: B
Commeodity: 01555
Effective To: i
Paper and Supplies (For Dual Spectrum Process Copying Machin
. Inactive Line: D
Line Type: item
3 Lock Order Specs: No ﬂ
Quantity: 500000
Commodity Specs:
Unit: REAM
unit Price:  $25 00
Contract Amount: Ext Description: Paper and Supplies (For Dual
Spectrum Process Copying
Service From: Machin
Service To: .
Line Amount: $125.00

Reference

All fields on the Reference Tab will default so there will be no need for data entry on the tab.

Shipping/Billing

The Shipping and Billing Location defaults to the locations associated with the User ID of the person

creating the solicitation. Users can also select a Shipping/Billing location if needed.

Specifications

Use this tab to enter optional detailed specifications about the commodity, if applicable.

Templates

If there are T & C specific to the commodity line, users can reference a predefined T & C template in this

section. T & C templates entered on this section pertain only to the associated commodity line not the

RFQ as a whole.

Add Templates
This tab is not being utilized.

Line Item Preference
This tab is not being utilized.
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RFQ Document - Commodity T & C Section

In the Commodity T & C Section, users can use the Commodity T & C section shown in Figure 36 to
define individual terms and conditions that vendors must meet for a specific commodity line. Use the
pick list to select individual T & C codes.

Figure 36: RFQ Document — Commodity T&C Section

Section T&C Name Inc By Free Form Flag

From 0 to 0 Total: 0

T&C:

»

Details:
Name:

Section:
Inactive Line: [

U M AttachmentList:
Sequence:
Required?:
T&C Last Updated Date:

RFQ Document - Evaluation Criteria Group Section

Users can use the Evaluation Criteria Group section shown in Figure 37 to categorize evaluation criteria
by selecting an Evaluation Criteria Template. Once the template is entered, select the Load Evaluation
Criteria button at the bottom of the page to load the associated Evaluation Criteria to the RFQ on the
Evaluation Criteria Line section discussed below.

Figure 37: RFQ Document - Criteria Group Section

Line Description Points
1 Default 0

From 1 to 1 Total: 1 Show Lines: Go toline: El Go| | Exportto CSV

Description: Default
Evaluation Criteria Template: &

Evaluation Griteria Template Name:

Inactive Line: (]

The Evaluation Criteria Line Section shown in Figure 38 is used to define specific criteria for
evaluating responses and submittal requirements for the solicitation. This section can also be
prepopulated from an Evaluation Criteria Template. If not prepopulated from a template, users
can use the pick list to select the Criteria code and enter the Points associated with the criteria.
If a response is required to the Evaluation Criteria in order for a vendor to submit a response,
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select the Response Required check box. If the vendor must answer yes to the criteria in order
to be considered for award, select the Mandatory YES Answer check box.

Figure 38: RFQ Document — Evaluation Criteria Line Section

Line Criteria sShort Description Points Free Form Flag Inactive Line
From 0 to 0 Total: 0 Show Lines: EXportto CSV
=
Criteria: 2
Short Description:
Description:
Response Type: ﬂ
Points:
Inactive Line: ]
Response Required: [_|
Mandatory YES Answer: [_|

RFQ Document - Vendor List Section

Users can use the Vendor List section shown in Figure 39 to create a specific vendor notification list
rather than notifying all vendors registered for the commodity. If a Vendor List code was entered on the
Header of the RFQ and the Load Vendor List button at the bottom of the Header section is selected, this
section prepopulates.

If the section is not prepopulated from a Vendor List, insert a new line and enter the following fields for
each vendor that should receive the RFQ;:

= Vendor — Unique identifier assigned to the vendor. Use the pick list to select the correct value.

= Address Code — Code ID given to a unique address for a vendor.

Figure 39: RFQ Document — Vendor List Section

Line Number Vendor Name Alias/DBA Vendor Status Add Method

From 0 to 0 Total: 0 Show Lines: [10 V|| Exportto csv

Vendor: & Vendor Contact ID: 2
Name: Vendor Contact Name:

Alias/DBA: Vendor Contact Phone:

Address Code: &
= Vendor Contact Phone Ext.:

Fax: Vendor Contact Email:

Fax Ext.:
Vendor status:

Alternate Phone:
Correspondence:

Alternate Phone Ext.:
Business Type:

Alternate Fax:
Comments:

Alternate Fax Ext.:

Add Method:
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RFQ Document - Free Form Vendor Section

Users can use the Free Form Vendor section shown in Figure 40 to list vendors to be included in the

vendor list for a solicitation, using free form entry rather than a Vendor/Customer code defined in

SIGMA.

Figure 40: RFQ Document — Free Form Vendor Section

Fiss Fom Vendor Total Lines: .0, Line: none _ Vendor Name: none

Line Vendor Name Alias/DBA Principal Contact

From 0 o 0 Total: 0

Default Correspondence

Show Lines EXport to CSV

Vendor Name:
Alias/DBA:

Business Type:

1G4

Address 1:

Address 2:

Principal Gontact:
Phone:
Fax:

Email:

Default Correspondence: ﬂ
Gity: Gomments:
County Code: &

County:

State/Province:

[

zip:

Country:

RFQ Document - Vendor Rotation Section
This section is not being utilized.

RFQ Document - Commodity Email Push Section

The Commodity Email Push section shown in Figure 41 is used for vendor notification.

Records on the

Commodity E-mail Push section are prepopulated based on the commodities on the commodity line.
Users can add or delete a commodity from the Commodity E-mail Push section. All vendors registered

for the commodities listed in this section are selected for notification.

Figure 41: RFQ Document — Commodity Email Push Section

: BETE ol Lines: 2 Line: 1__ Commodiny 1555

From 1 to 2 Total* 2

Line Commodity
1 01555 & Paper and Supplies (For Dual Spectrum Process Copying Machin
2 4 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACH

Description

RFQ Document — Publishing Section

The Publishing section shown in Figure 42 contains a series of check boxes, most of which will be

defaulted, users can use to indicate which sections of the solicitation are to be displayed on VSS, as well
as to set the Bid Closing and Bid Opening dates and times. The Let Date, Close Date, and Close Time

must be entered on this section.

hours is 1:00 PM

Note: The Let Date, Close Date and Close Time fields are formatted in military time. For example: 13:00

The following check boxes are used to indicate which sections of the RFQ are to be displayed on VSS:
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Schedule of Events — Schedule of Events section on the RFQ

Terms and Conditions — Terms and Conditions section on the RFQ

Evaluation Criteria — Evaluation Criteria Lines listed on the RFQ

Evaluation Criteria (Points) — points associated with the Evaluation Criteria Lines on the RFQ
Amendment History — history of modifications to the solicitation

Document Attachments — any documents attached to the header of the RFQ

Commodity Description — description entered in the Commodity section of the RFQ

Item Shipping — shipping information entered on the Shipping and Billing tab of the Commodity
section of the RFQ

Item Specifications (Handling) — handling information entered on the Specifications tab of the
Commodity section

Item Specifications (Details) — specifications information entered on the Specifications tab of
the Commodity section

Commodity Terms and Conditions — T & C entered on the Commodity T & C section

Commodity Attachments — any documents attached to the commodity line of the RFQ

Figure 42: RFQ Document — Publishing Section

Procurement Folder: 7103 Create Vendor Notification: Commodity Description:
‘Amendment Number: Issue to Vendor Self Service: Item Shipping:
Published Date: Schedule of Events: Item Specifications (Handling):
Published Time: Terms and Conditions: Item Specifications (Details):
LetDate: 10052016 [ Evaluation Criteria: Commodity Terms and Cenditions:
Close Date: 10/10/2016 0 Evaluation Criteria (Points): [] Commodity Attachments:
Close Time: g9:00 Amendment History: Prohibit Online Responses: [

Public Bid Opening Date: ) Document Attachments: AttachmentList:
Public Bid Opening Time: Publish Vendor List: [ Restrict Multiple Responses per Vendor TIN: [

The remaining fields are optional:

= Select the Create Vendor Notification check box to notify all vendors on the defined vendor list of
the solicitation. If there is no vendor list defined on the solicitation, all vendors registered for the
commodity on the solicitation are notified.

= Select the Issue to Vendor Self Service check box to indicate that the solicitation should be published
to VSS.

= Select the Publish Vendor List check box to indicate that the vendor list should be published to VSS.
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= Select the Prohibit Online Responses check box to prevent vendors from responding to the
solicitation online.

Create a Request for Quotes (RFQ)
The following steps can be followed to create an RFQ.

A. Create an RFQ.

On the Secondary Navigation panel, select Search.
Select Document Catalog.

Select Create.

In the Code field, enter RFQ.

In the Dept field, enter your Dept code.

SO Qo 0 T o

In the Unit field, enter your Unit code.
g. Select the Auto Numbering check box.
1. Select Create. The RFQ document displays. When the RFQ document is created, a new
Document ID is generated. Notice that the document is shown as Ver: 1, Function: New, Phase:
Draft.

B. Complete the Header section of the RFQ document

h. Inthe Document Description field, enter the item being bid.

i. Inthe Procurement Type ID field, enter 1 for Standard Procurement.
j. Select the Contact tab.

k. Select the Requestor ID picklist

I. Inthe User ID field, select a User ID.

m. Select Save.

2.  Complete the Commodity section of the RFQ document

a. Inthe Document Navigator, Select Commodity.

b. Select Insert New Line.

c. Inthe CL Description field, enter description of item being bid.
d. Select a commodity code from the Commodity picklist.

e. Select a value from the Line Type dropdown list.

f. In the Quantity field, enter a value.

g. Select a valid value from the Unit field.

h. Inthe Unit Price field, enter a value.

i. Inthe Effective From field, enter a date.

j- Inthe Effective To field, enter a date.

k. Select Save.

I.  Select the Shipping/Billing tab.

m. In the Shipping Location field, select a shipping location

n. In the Billing Location field, select a billing location.

o. Inthe Shipping Method field, select one of the valid shipping methods.
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p. Select avalue from the Delivery Type dropdown list.

3. Complete the Schedule of Events section on the RFQ document

g. Onthe Document Navigator, select Schedule of Events.
r. Select the Insert New Line button.
s. Inthe Sequence field, enter 1.
t. Inthe Event Code field, enter a valid Event Code.
u. Inthe Event Date field, enter a future date.
v. Select Save.
Seheduie o E e

Line Sequence Days Event Code Event Name Event Date
1 1 0 PRMT Pre-proposal Meeting 10/11/2016

Note: Do not enter the Bid Opening or Bid Closing dates or times. These are set in the Publishing section
of the RFQ.

3. Enter information in the Terms and Conditions page.

a. Onthe Document Navigator, Select Terms and Conditions.
b. Select the Insert New Line button.
c. Select avalue from the T & C pick list.

4. Enter information in the Evaluation Criteria Line page.

a. Onthe Document Navigator, Select Evaluation Criteria Line.
b. Select the Insert New Line button.

c. Select a value from the Criteria pick list.

d. Enter avalue in the Points field.

5. Enter information in the Publishing page.

a. Onthe Document Navigator, Select Publishing.
Verify that the Create Vendor Notification check box is selected. This must be
selected in order for the email push to the vendors to function.

c. Inthe Let Date field enter today’s date. This controls when the solicitation will be
published.

d. Inthe Close Date field enter today’s date.

e. Inthe Close Time field enter 1 hour from now in Military time format. For example,
enter 13:55 for 1:55pm.

Note: Once the document is submitted and becomes Final, there is a sync job that runs on the even hour
starting at 08:00 through 16:00 (8:00 a.m. through 4:00 p.m.), that syncs this information with Vendor
Self Service (VSS). If Buyers enter a time such as 13:55 instead of 14:00, this will ensure that the
document is included in the upcoming sync cycle at 14:00 or 2:00.

© State of Michigan 2017 37



Lgiem

6. Validate and submit the RFQ document.

a. Select the Validate button to check for errors.
b. Select the Submit button to submit the document to Final, after all errors are
resolved.

Request for Information (RFl)

The Request for Information (RFI) document shown in Figure is used to collect information about the
capabilities of vendors and help make a decision on what steps to take next; however, the detailed
requirements to achieve the goal need to be defined. The sections and fields on the RFl are the same as
those described above for the RFQ.

Figure 43: Request for Information (RFl) Document

Request for Information(RFl) Dept: 171 ID: 160000000006 Ver.: 1 Function: New Phase: Pending  ~ d yM: § L — — — — — — - — — ——
Document Navigator X

Header

= List View
Schedule of Events )

Commodity Group Record Date: 0 Procurement Folder: 7106
Commodity

104

Document Description: |T Project Procurement Type ID: 1

Commodity T &C.
; Procurement Type: Standard

Evaluation Criteria Group Vendor List Restricted Access to Solicitations?: [
Default Form:

IC 2

Evaluation Criteria Line Vendor List Restricted Responses?:
Veebe it Solicitation Category: >
e, Prohibit Online Responses:
Free Form Vendor System Gen List: No
Restrict Public Access Ask Questions: /|
Vendor Rotation Let Date: 100512016

Bid Receiving Location:

%

Commodity E-mail Push Published Date:

Publishing Attention: Published Time:

Supporting Documents Total of Header Attachments: 0 Close Date: 1011012016
Total of All Attachments: 0 Close Time: 4.00

Prequalified List: [

Request for Proposals (RFP)

The Request for Proposal document shown in Figure 44 is a formal competitive bidding process. The
Request for Proposal can be designed in a manner that provides the vendor with the specific goods or
services needed, and a request is made for pricing, or designed in a manner that identifies critical
business and technical requirements. A responding vendor must provide their qualifications, an
approach, details about the solution, and pricing information. The sections and fields on the RFP are the
same as those described above for the RFQ.
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Figure 44: Request for Proposals (RFP) Document

Request for Proposals(RFP) Dept: 171 ID: 160000000005 Ver. 1 Function: New Phase: Pending |~ |
Document Navigator X!

Header
List View.

Y

Schedule of Events
Terms and Conaitions
Commodity Group
Commedity

Commodity T & C
Evaluation Criteria Group
Evaluation Criteria Line
wendor List

Free Form Vendor
Vendor Rotation
Commaxiity E-mail Push
Publishing

ol Contact | Template:

Record Date: B

Document Description:  Construction Project

Vendor List Restricted Access to Solicitations?: 1
Vendor List Restricted Responses?: [|
Prohibit Online Responses: ||
Restrict Public Access Ask Questions: m
Bid Receiving Location: vicToR 4%

Attention: Shipping Receiver

Procurement Folder: 7107
Procurement Type I0: |
Procurement Type: Standard
Default Form:
Sclicitation Category: 102
Paper
System Gen List: No
Let Date: 100572016
Published Date:

%

Wictor Center Published Time:

Close Date: 10/10/2016

Supporting Documents
201 N Washinglon Sq

Tth Floor Close Time: 300
Lansing
Ml
48118
Total of Header Attachments: 0

Total of All Attachments: 0

Prequalified List: [ |

Solicitation Questions and Answers

The Solicitation Questions and Answers page, Figure 45, allows buyers to search for a solicitation and
answer a vendor's question submitted online through VSS or received offline by doing one of the
following:

» Highlight the solicitation line and, select the Answer Vendor Question link to access the Answer
Vendor Question page. This page is for the Procurement Officer to record his/her response to
the Solicitation inquiry submitted through VSS.

» Highlight the solicitation line and select the Record Offline Question/Answer link to access the
Record Offline Question/Answer page. This page is for the Buyer to record the questions
received offline and his/her responses to the questions received offline.

Figure 45: Application Pages — Solicitation Questions and Answers

| aliiaben Suribor & Anwan
£ Aqication Fugrs
| Gy o Oy
AN KT 3 .
| s B o ; Buyer;
| [r——— Dot et ¢ Buyet Taes
Pr———— [T H [t
Zormran Procuneme Foide |
Sclctston Cvnis
Friel ] ot B B Thieh D DR MARE Ararleas] Hombl  LHICHE  PUSIRIDHE G DHE
it o) ) e
E] P 186l e
e Lar Tmgese
& ITCOOOOMICG  DOMOAGCE  OTMENACEWCYPROC Teutrg S CLARD Lncbonaify
?ﬂ“j’_‘:“';"'-"-"" i) PTOOENEAY  DOMDSSNE  OTMENSACENCYTROC bribrg GG
e ] 1585
e Mot ten pren bt 15087
it Ain G st T T, e S W LA
| | T s 01 FTCHSL (2 SR Ftermal £l
o o s
E 0 12411 LAt
B Bearch Frst Pvey il il
# fyvrer eeclor Sumion o Beoond Ofne Combonityrees o Y Procureed o

Solicitations are added to this page once the first question has been asked in Vendor Self Service and
VSS has been synchronized with SIGMA Procurement, which is normally every two hours starting at 8
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am and ending at 4 pm. Buyers receive an email notification once a question has been submitted for
their solicitation. A Buyer can search for a solicitation using wildcard characters. The grid allows a buyer
to sort by the column headings that are underlined. The buyer can also use the First, Prev, Next, and Last
links.

When a Buyer responds to a question on the Answer Vendor Question page or on the Record Offline
Question/Answer page, an email notification is generated to the vendor who asked the question alerting
them of the response. This notification is only generated if an email address was provided as part of the
record.

Solicitation Response (SR)

Solicitation Responses can be entered manually using the Solicitation Response (SR) document.

Users create an SR document by copying forward from the original solicitation document (RFQ, RFI or
RFP). This action copies much of the information from the original solicitation into the SR document. The
SR document has a Header and five detail sections, which are described below.

SR Document — Header Section
The Header section shown in Figure 46 is used to record general information describing the
procurement and the vendor’s response. The tabs are:

= General Information Tab — enter the Vendor ID of the Vendor responding as well as the
Response Date and Response Time
= Contact Tab —will be auto populated from the referenced solicitation

= Default Values Tab — enter a Response Type (for example, Bid, No Bid, or Bid with
Condition), Comments, and Delivery Days on the Default Values tab of the Header to default
the same value to all commodity lines

= Discount Tab — enter discount information that applies to all commodity lines
= Document Information Tab — will be auto populated from the referenced solicitation

= (Clarification Request Tab — used by the buyer to request clarification on a bid from the
submitting vendor. This tab is discussed in more detail below.
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Figure 46: SR Document — Header Section

[N NN Y G EL L Contact | Default Values | Discount | Document Information || Clarification Request

Procurement Folder: 4102 SO Doc Code: RFP
Procurement Type: Standard SO Dept: 171
Vendor ID: CV0001064 ﬁ SO Doc ID: 160000000004
Legal Name: SHREE BALAJI INC Published Date: 8/9/16
Alias/DBA: Close Date: 8/10/16
Total Bid: $5,561.00 Close Time: 12:00
Response Date: 08/09/2016 m Status: Closed

Solicitation Description: Testing Forms
Response Time: 15:00

Responded By User ID: @ Total of Header Attachments:

o

First Name: MARY Total of All Attachments:

o

Last Name: FOX
Email: cgi sqa testing@gmail.co

Phone: 111-111-1111

The Clarification Request tab of the Header section shown in Figure 47 is used by the buyer to request
clarification on a bid from the submitting vendor. Select the Clarification Request button at the bottom
of the page to open the Clarification Request page and record the clarification request. Information
recorded on the Clarification Request page is visible to the vendor in VSS via the original solicitation
response, and the vendor receives a notification email that a clarification request exists. The vendor can
then respond to the request for clarification via VSS.

Figure 47: SR Document - Clarification Request Tab
[ =

L View | Al

Clarification Request

Clarfication Statun: v
Clarfication Due Duse: (]
Abow Pricing Changes
ABow oty ATachment Updates

Clanficaton Attachmants: 1

Clanficason Dataily:

v

Apply Defandt Valued ) Commodty Lines | View Procuserment Foder | Cliicaton Request

Commodity Group Totsi Unesc | Line: 1 Groop Descripbion: Detaet 0
Commodaty Total Uines: | Line; | Commodity: 20786  Total Price; 5554100
Evaluation Critens Growp Total Unes: | Linei 1 Criteria Growps Detast 3
Evaluation Criteria List Total Unes: 0 Line: acoe - Criterin: nave v
Moadication Authocization Tolal Lines: 0 Line: acoe  Moded Dy: none  Modilied On: nooe W
Weightng Faclors Total Lines: §

4 B0 (3 Comn | o Com Forwans R Dseane ) ViewFOF | @ Pt | Processege | Woddews | Fiev | [ Ciome |

The Clarification Request page, Figure 48, is used as a central repository for tracking all clarification
requests made on Solicitation Response (SR) documents. Buyers and evaluators can use clarification
requests to allow vendors to update or clarify their bids on an already submitted SR document even
after the solicitation has closed or the evaluation process has begun. This page is the starting point for
when an evaluator requests further clarifications on a submitted SR and tracks the status of the
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clarification request record all the way through completion. This page can be accessed via the

Clarification Request action on the Solicitation Response document or from the Procurement

Management page.

Figure 48: Application Pages — Clarification Request

SR - 171- BSR1T0000021

[Pl R
8 Appicaton Pages

Version DateTime
01992047 1207.37

01972047 100712

Veador Response !

First Prev Next Last Slachovents

Document Code & <1
Document Dept. Code : 171
Document 1D ©
Version :
DateiTime :
User: i
Alow Pricing Changes ;|
Allow ondy Atactement Updates @[ |
Clanfeason SIS : g
Clanneaten Oue DIte & g0 5.70
Clanfication Amachments :
Clrcation Details ©

Vser Clhantcation $tvs  Chnfisasen Due Date  Chinfication Atachments

CHassgT0001 Arswered
CHassgT0001 Pendng

oNss2017

OnIE2017

Testing s fncsonally, pledse
respond

Respondeg 10 your CLARD

0
o

SR Document — Commodity Group Section

The Commodity Group section shown in Figure 49 displays commodity categories associated with the
solicitation and totals by Commodity category. This tab auto populates from the referenced solicitation

and cannot be updated.

Figure 49: SR Document — Commodity Group Section

Line
1

From 10 1 Total: 1

G P Total Lines: 1__Line: 1 Group Deseripion: D

Group Description

Default

Total
$5,561.00

Show Lines cotomne | | Go| ExportiocSV

SR Document — Commodity Section
The Commodity section shown in Figure 50 is used to record the response details by Commodity. The
commodity information auto populates from the referenced solicitation. The Commodity section has

five tabs:

= General Information Tab — enter the Response Type (Bid, No Bid, No Response, Bid with
Conditions) and any comments

=  Commodity Information Tab — enter the Bid Contract Amount

= Specifications Tab — record alternate item specifications if permitted on this solicitation

=  Shipping and Handling Tab — record alternate shipping and billing information if permitted
on this solicitation

= Line Item Preference Tab — This tab is not being utilized
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Figure 50: SR Document — Commodity Section

Line Commodity CL Description Total Price Award Date Requested Contract Amount Contract Amount
1 25746 Military Explosives: Bombs, Mines, efc. $5,561.00
From 1to 1 Total: 1 Show unes' Go to line: D g’ Export to CSV/
= List View
[eELEENLIGHELTL I Commodity Information | Specifications | Shipping and Handling | Line Item Preference n
CL Description: Military Explosives: Bombs, Mines, etc. Alternate Specs Submitted: O

Commodity: 25746
Military Explosives: Bombs, Mines, etc.
Commodity Specifications:
Line Type: ltem
Total Price: $5,561.00

Response Type: Bid ﬂ

Comments:

SR Document - Evaluation Criteria Group Section
The Evaluation Criteria Group section shown in Figure 51 is used to display evaluation criteria categories.
This tab auto populates from the referenced solicitation and cannot be updated.

Figure 51: SR Document — Evaluation Criteria Group Section

Line Criteria Group Points Weight %

1 Default 0

From 1o 1 Total: 1 Show LU‘IESZ Goto IinejDﬂ Export to CSV

SR Document — Evaluation Criteria Line Section
The Evaluation Criteria Line section, shown in Figure 52, auto populates from the referenced solicitation.

This is where vendor responses are recorded to specific criteria for evaluating responses.

Figure 52: SR Document — Evaluation Criteria Line Section

Ersimion Erieial e e ————————————————

Line Criteria Short Description Points Response Type

From 0 to 0 Total: 0 Show Lines Export to CSV

Criteria:
Response Type:

Response Required:

SR Document — Modification Authorization Section

The Modification Authorization section shown in Figure 53 must be completed by the buyer when
making a modification to a response on behalf of the vendor. This section is only used when modifying
an existing SR.
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Figure 53: SR Document — Modification Authorization Section

Line Modified By
From 0 to O Total: O

Reason:

Authorized On: | ]
Authorized By:
Auth Method:
Modified On:
Modified By:

SR Document — Weighting Factors Section
This section is not being utilized.

Document Attachments
Files may be attached to a solicitation response document (a single file may not exceed 6 MB; there is
no limit on the number of files).

The following steps can be followed to attach documents:

1. Selecting the Header or a Commodity Line.
2. Selecting the File button.
3. Selecting the Attachments option as shown in Figure 54.

Figure 54: Attaching a File

=)

|l Archive

|ak SendPage
[; Download Document
& Amchments

orkflow~ Filev\ij Close

4. The Attachments page opens as shown in Figure 55. On this page, upload the file.
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Attachments

Figure 55: Attachments Page

File Name Type  Date UserID Primary State

+ Sample Attachment.pdf Standard 10/516 KelyMS New
First Prev Next Last

Upload Search Download Delete Restore
File Name : Sample Attachment_pdf Description :
Type : Standard
Date : 10/5/16

User ID : KellyM5
Primary State : New

Return to Document
View Attachment History

5. Enter a Description and an Attachment Type. Three Attachment Types are available:

=  Proprietary — attachment will not be posted to VSS in the Public Bid Reading area of the
solicitation if responses are published

=  Pricing — only available if the referenced solicitation does not contain information in the
Commodity Response section. Pricing attachments will remain in the VSS lockbox until the
Pricing Attachment Open Date and Pricing Attachment Open Time established by the Buyer
on the Evaluation (EV) document have passed. The Pricing Attachment Open Date and
Pricing Attachment Open Time are different than the Close Date and Close Time on the
solicitation.

= Catalog Picture — use if the file is a picture of a Catalog Item. Used when the Commodity
Line Type is Catalog Item.

Note: The only way to change the Attachment Type, once a file has been selected and attached, is to
delete the attachment and then re-attach with the correct Attachment Type.

Record a Solicitation Response
The following steps can be followed to record a solicitation response:

A. Copy forward from the RFQ to create the first SR.

1. From the Secondary Navigation panel, select Search

Select Document Catalog

Enter search criteria to find the RFQ to be used to copy forward to the Solicitation Response
Open the RFQ

Select Copy Forward.

vk wN
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6. Inthe Doc. Department Code field, enter your department code.

7. Inthe Unit Code field, enter your unit code.
Select the Auto Numbering check box. Auto Numbering will assign a document ID to the RFQ
automatically.

9. Inthe grid, select the line that corresponds to the Target Doc Code of SR.

10. Select OK.

Copy Forward

From Document

Category : PROC Doc Dept: 171
Type: sO Doc Unit: 1001
Code : rFQ ID : 160000000011
Select Entire Document : [v/] Version : 1
To Document
Doc. Department Code : 171 Document Id :
Unit Code : 1001 Auto Numbering : /|
Target Doc Type Target Doc Code D
v SR SR Respond to Solicitation
SO RFB Re-Solicit In Same Procurement
EV EV; Create EV from SO
SR SRW Respond to Solicitation

First Prev Next Last

%}_'(7 Cancel

11. A new SR is created. When the SR document is created, a new Document ID is generated. The

document is shown as Ver: 1, Function: New, Phase: Draft.

Solicitation Response (SR} Dept: 171 ID: 101116000001 Ver:1  Function: New Phase: Draft

C. Enter information on the General Information tab of the Header page.

In the Vendor ID field, enter a Vendor Record number.
In the Response Date field, enter [today’s date].
In the Response Time field, enter [current time in military HH:MM format].

Vendor ID: | C\0D02259 @
Legal Name:
Alias/DBA:

Total Bid: $0.00
Response Date: | 10/10/2016 s

Response Time: | 10:35 Al

Select the Open Document Navigator icon (small arrow on left side) to switch to Document
Navigator mode.
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Response Date: | 10/10/2016 E:I

Response Time: | 10:35 AM

Responded By User ID: |
D First Name:
Last Name:

5. On the Document Navigator, select Commodity.
Document Navigator (X
Header

Commodity Group

Commodity

Evalgion Criteria Group

Evaluation Criteria List

6. On the Commodity page, select the Commodity Information tab.

(el TR L G L I Commodity Ipformation | Specifications
LE

D. Enter information on the Commodity page.

1. Review the requested commodity information. This information is auto populated from the
solicitation document.

2. On Commodity Line 1 in the Unit Price field, enter the correct price.

3. On Commodity Line 1 in the Delivery Days from Award field, enter whatever applies.

Requested Quantity: 0.00000

Bid Quantity: 10000
Requested Unit: EA
Unit: EA @
Unit Price: $1.00

Delivery Days from Award: 5

E. Validate and submit the SR document.

1. Select the Validate button to check for errors. If any errors exist, correct the errors and select
the Validate button again. If the validation is successful, the following message displays in the
upper left corner of the page: Document validated successfully.

2. Select the General Information tab.

Review the Total Price auto populated on Line 1 of the Commodity page. An example is shown

below:
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CL Description: Uniforms, Blended Fabric
Commeodity: 200385
Uniforms, Blended Fabric
Commodity Specifications:
Line Type: Item
Total Price: $10,000.00

4. Select the Submit button to submit the document after all errors are resolved. If the submission
is successful, the following message displays in the upper left corner: Document submitted
successfully.

5. Select Close to return to the RFQ.

Processing~ | | Workflow~ | | Filer | E3 s

Evaluation (EV)

The Evaluation (EV) document allows the user to view responses from vendors for a specific solicitation.
Much of the information on the Evaluation document defaults from the solicitation document; the
remaining information comes from the solicitation responses. The Evaluation document consists of a
series of sections displaying the information collected in various views, as well as totaling the scores
recorded on the EV. The EV is used to record the evaluation of vendor’s responses. The EV document is
also used to issue awards.

Create an EV document by copying forward from the solicitation. Once the EV is created, click the Load
Responses button shown in Figure 56 on the header of the document to import the associated vendor
responses. This begins the solicitation response evaluation process.

Figure 56: Load Responses Button on EV

Load Responses | | Create Document | View Procurement Folder

Ly

The Evaluation document has a Header and fourteen detail sections, described below.

EV Document — Header Section

The Header section of the EV, Figure 57, displays general information about the solicitation being
evaluated. Click the Load Responses button to load all vendor responses to the EV. This includes the
responses that are entered via VSS, and the ones that have been entered manually on Solicitation
Response (SR) documents.

The Header section has two tabs:

=  General Information Tab — described below

=  Document Creation Tab — this tab will not be used by Local Entities
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On the General Information tab, specify on the Header when Pricing Attachments, if included, should be
loaded to the EV by entering a Pricing Attachment Open Date and Pricing Attachment Open Time. Once
the Pricing Attachment Open Date and Pricing Attachment Open Time have passed, all Pricing
Attachments will be loaded to the EV. This allows the buyer to first evaluate the vendors, without the
influence of pricing, then afterwards with pricing information.

The remainder of the information on the General Information tab of the Header section is auto
populated from the solicitation used for the copy forward and cannot be updated.

Figure 57: EV Document — Header Section

General Information EMIENEEEENY

Solicitation: RFP
Solicitation Dept: 171
Solicitation Number: 160000000002
Procurement Folder: 2601
Procurement Type: Standard
Printing the RFP
Buyer Name: caroline lynch
Solicitation Close Date: 08/02/2016
Solicitation Close Time: 13:47
Publish: |

Pricing Attachment Open Date:
Pricing Attachment Open Time:
Factor Option:

Created By: lynchc2
Created On: 08/02/2016
Modified By: lynchc2
Modified On: 08/02/2016
Total of Header Attachments: 0
Total of All Attachments: 0
Update Response: [

Publish Date:

Document Closed Date:

EV Document — Load Statistics Section and Load Statistics Detail Section

The Load Statistics section of the EV displays a count of the total number of responses, responses
loaded, and responses to load. The Load Statistics Details section shown in Figure 58 displays a vendor
identified list of the responses, how they were entered, when they were received, when they were
loaded, and when they were published to VSS. Both of these sections are auto populated when the Load
Vendor Responses button is clicked and cannot be updated.

Figure 58: EV Document — Load Statistics Detail Section

Vendor Name Alias/DBA Entered Response Loaded for Evaluation Published
Coca Cola Manualy 08022016 (8022016
Fom 101 T2 { stovLies 10 V| con une;] PEEE
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EV Document — Awarded Items Section
Local Entities will not be utilizing this section, shown in Figure 59.

Figure 59: EV Document — Awarded Items Section

Line $0 Commodity Line No Award Link Vendor Code Vendor Name Alizs/DBA Quantity Awarded Contract Amount Discount

FiomDio0Tota 0 Sow unes:@ Bgar oGV

EV Document — Bid Tabulation Section

The Bid Tabulation section shown in Figure 60displays all vendor responses, in grid format, by
commodity group and line. The lowest bid for a commodity line, commodity group, and lowest bid
overall are displayed in bold. If a vendor has submitted a No Bid for any part of their solicitation
response, the words NO BID will be displayed. This section is auto populated when the EV is processed
and cannot be updated.
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Figure 60: EV Document — Bid Tabulation Section

ST |

Group Coca Cola
Default
1 $10,000.00
2 $11,099,889.00
3 $49,333,333,284.00
4 $10,000.00
5 ~ $8.00
6 $8.00
7 $8.00
8 ~$8.00
9 8800
10 $8.00
it $8.00
12 $8.00
13 $8.00
14 $8.00
15 $8.00
16 $8.00
17 $8.00
18 $8.00
19 $8.00
20 _$8.00
21 $8.00
22 - $8.00
23 $8.00
24 $8.00
25 $8.00
26 $8.00
27 $8.00
Total For Default ~ $49,344,453,357.00
Total Bid $49,344,453,357.00

EV Document — Evaluators Section
This section is not being utilized.

EV Document - Solicitation Commodity Line Section
The Solicitation Commodity Line section, shown in Figure 61, displays commodity line information from

the associated solicitation. Information is displayed in commodity group/commodity line order. This
section is auto populated from the solicitation used for the copy forward and can only be modified in

extreme cases.
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Figure 61: EV Document — Solicitation Commodity Line Section

Group Description Line Commodity Quantity Open Quantity CL Description Line Type No Award Lock Order Specs External Comments
Default 14 00521 4.00000 4.00000 aresearserarewaafewwefwe Item No No Vv i:l
Default 20 00521 400000 4.00000 aresearserarewaafewwefe ltem No No Vv l:]
Default 26 00521 4.00000 4.00000 aresearserarewaafewwefwe Item No No Vv |:
Default 13 00521 4.00000 4.00000 aresearserarewaafewwefwe Item No No Vv I:
Default 19 00521 4.00000 4.00000 aresearserarewaafewwefwe Item No No Vv :
Default 25 00521 4,00000 4.00000 aresearserarewaafewwefwe Item No No v
Default 2 00521 4.00000 4.00000 aresearserarewaafewwefwe Item No No V
Default 21 00521 4.00000 4.00000 aresearserarewaafewwefwe Item No No Vv I:]
Default P 00521 4.00000 4.00000 aresearserarewaafewwefwe Item No No Vv \:I
Default y 00521 4.00000 4.00000 aresearserarewaafewwefwe Item No No Vv i:

From 1 to 10 Total: 10+ M ﬂ Goto ""e'DE

EV Document — Award by Line Section
Local Entities will not be utilizing this section.

Award Award Created? Vendor AliasiDBA Resp Type Award Quantity Contract Amount Amount Discount %
No No Coca Cola Bid 400 000 $800
From 110 1 Total 1 snow Lines:[10 V| Gotoine: [ |(Go| | Expartiocsv
= Lst View
Award: [] Disqualify Vendor?: [
Re-soticit: 71 Disquaiitication Reason Code: 2
No Award: [] Discount %:
NSRdor- Coca Cola Calculated Factor %: 00000
Allas/iDBA: Adjusted Total: $800
Resp Type: Bid Alternate Specs Submitted: [_]
AMOUE: 38,00 External Comments:
Award Quantity: 400
Contract Amount: (00

EV Document — Award by Group Section
Local Entities will not be utilizing this Section.
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EV Document — Award by Total Section
Local Entities will not be utilizing this Section.

EV Document — Rank by Criteria Group Section

The Rank by Criteria Group section, shown in Figure 62, displays vendor points by evaluation criteria
group. It displays the vendor’s overall rank, based on the total points received. This section is auto
populated when the EV is processed and cannot be updated.

Figure 62: EV Document — Rank by Criteria Group Section

Line Evaluation Criteria Group Vendor Alias/DBA Points Available Points Awarded Rank
1 Default Coca Cola 0 0

1
From 1 to 1 Total: 1 Show Lines: [ 10 V| Go to line: \ Go | | Exportto CSV

EV Document — Score by Evaluator Section

The Score by Evaluator section shown in Error! Reference source not found.Figure 63 displays the
scores entered by the evaluators on the Score by Criteria section on the EV. Multiple evaluators cannot
enter information on the EV. The evaluation process will be done off line and the summary of the
evaluation will be entered by the Buyer. This section is auto populated when the EV is processed and
cannot be updated.

Figure 63: EV Document — Score by Evaluator Section

Line Vendor Alias/DBA Evaluator Description Vendor Response Foints Available Points Awarded

From 0to 0 Total: 0 Show Lines Export to CSV

EV Document — Score by Criteria Section

Use the Score by Criteria section shown in Figure 64to view and score the vendors’ criteria responses
directly on the EV document. Begin by clicking the Load Criteria Line button. This loads the criteria lines
to the EV document. Use the Points Awarded field to establish a score for each vendor’s Evaluation
Criteria response.

Figure 64: EV Document — Score by Criteria Section

— Criera cods: v = Points Awarced: nore

Criteria Code Description Vendor Alias/DBA Vendor Response Points Available Points Awarded

From 0 to 0 Total: 0

EV Document — Comments Summary Section

The Comments Summary section shown in Figure 65allows buyers to enter comments onto the EV. The
comments are displayed in Evaluator order. The comment is free form but any comments are a matter
of public record. If a comment does not exist, an error will be received upon creation of the award
document.
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Figure 65: EV Document — Comments Summary Section

Evaluator Date Vendor Alias/DBA

From 0 to 0 Total: 0

Comments

Show Lines: Export to CSV.

EV Document — Weighting Factors Section
Local Entities will not be utilizing this section.

Create and Evaluation (EV) Document

Following are the steps to follow to create an EV document:

A. Search for the RFP.

1.

o vk wnN

On the Secondary Navigation panel, select Search.

Select Document Catalog.

In the Code field, enter RFP.

In the Dept field, enter your Dept code.

In the ID field, enter the value from your recently created RFP document.
Select the Browse link.

B. Copy Forward from the RFQ to create an EV.

ok wNRE

Click Copy Forward.

In the Doc. Department Code field, enter your department code.

In the Unit Code field, enter your unit code.

Select the Auto Numbering check box.

In the grid, click the line that corresponds to the Target Doc Code of EV.
Click OK. The EV document opens.

Copy Forward

From Document

Category : PROC Doc Dept: 171
Type: so Doc Unit : 1001
Code : RFQ ID: 160000000011
Select Entire Document : [/| Version : 2
To Document
Doc. Department Code : 171 Document id :
Unit Code : 1001 Auto Numbering :[_|
Target Doc Type Target Doc Code Description
SR SR Respond to Solicitation
SO RFB Re-Solicit In Same Procurement
v EV EV Create EV from SO
SR SRW Respond to Solicitation

First Prev Next Last

2] e
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C. Load vendor responses to the EV.

1.

4.

Click the Load Responses button in the lower right corner of the EV.

Loadﬁ:esponses ‘ Create Document | View Procurement Folder |
B,

On the Document Navigator, click Load Statistics. Review the Number of Responses Received to
Date and the Number of Responses Loaded to Date fields.

Number of Responses Received to Date: 3
Number of Responses Loaded to Date: 2

Number of Responses NOT Loaded to Date: 0

On the Document Navigator, click Load Statistics Detail. Review the details for each vendor
response loaded.

| Document Navigator [x]

Header

Load Statistics

Load Statistics Details
Awarded Hems
Bid Tabulation

On the Document Navigator, click Award by Total.

D. Enter evaluator scores for each vendor, then close the document and return to the Home page.

1.

Click the line for the vendor being evaluated.

Line Vendor Name
1 MASTERS MEDICAL SUPPLY
2 VICTORY MEDICAL SUPPLY COMPANY {b

On the Document Navigator, click Score by Criteria.
Click the Load Criteria Line button. The evaluation criteria are loaded to the EV.

Load ﬁﬂteria Line ‘ Delete All Lines
A

In the Points Awarded field, enter whatever number applies.

Criteria Code Description Vendor Alias/DBA Vendor Response Points Available Points Awarded
4 Equipment, services and/or software solicitation responses to perform work MASTERS MEDICAL SUPPLY None 100 o0 x

On the Document Navigator, click Award by Total.
Click the line for the vendor being evaluated.
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Line Vendor Name

MASTERS MEDICAL SUPPLY
VICTORY MEDICAL SUPPLY COMPANY {b
MFON ESSIEN-FAVOR MEDICAL SUPPLIES

7. Onthe Document Navigator, click Score by Criteria.

8. Inthe Points Awarded field, enter whatever number applies.

9. On the Document Navigator, click Award by Total.

10. Click the line for the vendor being scored. Below is an example only:

Line Vendor Name
1 MASTERS MEDICAL SUPPLY
2 VICTORY MEDICAL SUPPLY COMPANY
3 MFON ESSIEN-FAVOR MEDICAL SUPPLIES

O

From 1 to 3 Total: 3

11. On the Document Navigator, click Score by Criteria.
12. In the Points Awarded field, enter whatever number applies.
13. Click Save.

= Eave | | 55 Undo ‘
‘ -

Negotiation (BAFO)

The sections and fields on the Negotiation (BAFO) document are the same as those described for the
Request for Proposal (RFQ) document. The BAFO is used for additional rounds of solicitation, using the
following process:

= A Request for Proposal (RFP) is issued.

= Vendors respond via Vendor Self Service (VSS) or if paper responses are received then responses
are entered in SIGMA using the Solicitation Response (SR) document.

Vendor responses are evaluated using the Evaluation (EV) document. The EV is marked as a Re-
Solicit by selecting the Re-Solicit check box on the Award by Total section of the EV shown in
Figure 66
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Figure 66: EV Document — Award by Total Section

—— T T T ETeT——TTTY-TT

1 0

From 1to 1 Total: 1

Line ‘Vendor Name Alias/DBA Adjusted Total Total Points All Lines Bid? Response Link

Show Lines: @

Minerity Owned Enterprise: || Total Bid:
Women Owned Enterprise: [_| Manual Factor %: (.00
Total Points: 0 Calculated Factor %: 0.00
All Lines Bid?: || Total Factor %: 0.00

Disqualify Vendor?: [_] Adjusted Total:

Disqualification Reason Code: Award Anz: [

%

=

Application Status:
Alternate Specs Submitted: ||

External Comments:

As a result of the evaluation, specific vendors are selected from the RFP to participate in an

additional round of a solicitation. Vendors are provided the opportunity to alter portions of their

original response to the solicitation.

Create a Negotiation (BAFO)

Following are the steps to follow to create a BAFO:

1. Search for the RFP.

On the Secondary Navigation panel, Select Search.
Select Document Catalog.

In the Code field, enter RFP.

In the Dept field, enter your Dept code.

® oo oo

In the ID field, enter the value from your recently created RFP document.
f. Select the Browse link.

Document Catalog

Creale <k

= Document ldentifier

Code : pFp Q Unit
Dept.: 171 1D : 170000000020

b User Information

b Document State

Browse Clear

Open Validate Submit Copy

[] RFP 171 2703 170000000020 No 1 Mew Final  Submitted 11817 coxj $2,000.00 Yes
From 1to1of1 First Prev Next Last Exportto CSV  Show Lines:

D Code Dept. Unit D Comments Version Function Phase  Status Date UserlD Amount Active Collaboration

Mo
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g. Select the link for the RFP Document ID.

2. Copy Forward from the RFP to create the Negotiation (BAFO).
a. Onthe RFP document, select the Copy Forward button.

4 Edﬂ‘ [ Copy| % Co%Fomard [s Discard

b. On the Copy Forward page, in the Doc. Department Code field, enter your Dept code.
c. Inthe Unit Code field, enter your unit code.
d. Inthe Document Id field, enter a document ID to be used for the BAFO.
e. Inthe grid, select the line that corresponds to the Target Doc Code of BAFO.
Copy Forward
From Document
Category : PROC Doc Dept: 171
Type: soO Doc Unit: 2703
Code : RFp ID : 170000000020
Select Entire Document : [2] Version : 1
To Document
Doc. Department Code : 171 Document Id : RFP170000000020
Unit Code : 2703 Auto Numbering :[ |
Target Doc Type Target Doc Code Description
SR SR Respond to Solicitation
v S0 BAFO Re-Solicit In Same Procurement
SO RFB Re-Solicit In Same Procurement
EV EV Create EV from SO
SR SRW Respond to Solicitation
First Prev Next Last
OK | | Cancel

f. Select OK. The Negotiation (BAFO) is created. When creating the document, a new
Document ID is generated. The document is shown as Ver: 1, Function: New, Phase:
Draft.

3.  Verify information on the General Information tab of the Header section.

a. Review the Document Description and the Procurement Folder fields. This information
is copied forward from the RFP document.
b. On the Header section, select the Contact tab.
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Lel L CIE TN linGLl | Contact | Templates | Add Templates | Reference Documents | Document Information | Additional Information

Record Date: | 01/15/2017 E Procurement Folder: 16005

Document Description: | Audit Services Procurement Type ID: | 1 &

Procurement Type: Standard

4. Verify information on the Contact tab of the Header section.

a. Review the Issuer and Requestor information. This information is copied forward from
the RFP document.

General Information |E&SiicTw@ Templates | Add Templates | Reference Documents | Document Information | Additional Information

lssuerID: | coxj & Requestor ID: | lynchc2 4| Team ID:
Jenny Cax Name: | caroling lynch Buyer:
cgi.sqa.testing@gmail.com Phone Number: | 111-111-1111 Buyer Dept:
Lansing

Email: | cgisqa.testing@amail.co

Lansing

b. Select the Templates tab.
c. Inthe Vendor List field, select a valid value from the list.
Select Load Vendor List.

= List View
General Information | Contact (k0 VEICEN Add Templates || Reference Documents | Document Information | Additional Information
T&C: & Schedule Of Events: & Vendor List: || STxX &

Name: Name: MName: 33X

e. Onthe Document Navigator, Select Commodity.

Another option is to manually enter vendors go to the Vendor List section of the BAFO and follow
these steps:

= Select Insert New Line.
= |nthe Vendor field, select the picklist to select a vendor from the available vendors list, or

=  Enter the Name of the vendor in the Vendor Contact Name field and any additional vendor
information in the available freeform text fields.

= Select Save.
= Repeat steps above to add additional vendors.

5. Verify information on the General Information tab of the Commodity section.

a. Review the Commodity information. This information is copied forward from the RFP

document.
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Line CL Description Line Amount Inactive Line AttachmentList
1 Auditing $2,000.00 Mo T
From 110 1 Total: 1 Show Lines: Gotoline:| | Gol | Experttocsv
= List View
LetL Tl i FV DTV Reference | Shipping/Billing || Specifications | Templates | Add Templates || Line ltem Preference ﬂ
==
CL Description: | Auditing Catalog:
Effective From: B
Commeodity: | 94620 ﬁl
Effective To: N
Auditing
Inactive Line: []
Line Type: |Service ﬂ
Lock Order Specs: Mo ﬂ
Quantity:
. Commodity Specs:
Unit: &I
Unit Price:
Contract Amount: | £2 0o0.00 Ext Description: | Auditing
Service From: B
Service To:
e = Line Amount: §2,000.00
Award Date:
H savwe | % Undo | [E4 Insert New Line | [24 Insert Copied Line | E4 Edit with Grid | Load T & C Commodity | Additional Extended Descripfion

b. On the Document Navigator, Select Evaluation Criteria Line.

6. Enter information in the Evaluation Criteria Line section.

Select the Insert New Line button.
Select a value from the Criteria pick list.
Enter a value in the Points field.

Q 0o T W

Select Save.

Criteria: | 3 il
Short Description: | Experience

Description: | Bidder's experience with similar
projects

Response Type: Hone ﬂ

Points: | 100

e. Onthe Document Navigator, Select Publishing.
7. Enter information in the Publishing section.

a. Verify that the Create Vendor Notification check box is selected. This must be selected
in order for the email push to the vendors to function.

b. Inthe Let Date field enter today’s date. This controls when the solicitation will be
published.
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c. Inthe Close Date field enter one week from today’s date.
d. Inthe Close Time field enter the time in military time.

Let Date: | 01/26/2017 =
Close Date: | 01/26/2017 =

Close Time: | {755

8. Validate and submit the Negotiation (BAFO) document.

a. Select the Validate button to check for errors. If any errors exist, correct the errors and
Select the Validate button again. If the validation is successful, the following message
displays in the upper left corner of the screen: “Document validated successfully.”

b. Select the Submit button to submit the document for approval after all errors are
resolved. If the submission is successful, the following message displays in the upper left
corner: “Document submitted successfully.”

c. Select Close.

Select Home.

5. Solicitation Forms
Once users have saved their documents (RFQ, RFI, RFP, and BAFO) there are forms available that can be
printed. Figure 67 shows an example of the Request for Proposal form.
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Figure 67: Solicitation Form — Request for Proposals

Request for Proposals
INTERNAL USE LY

Doc Dz syoonoonoe Ver i 4 Diate lsswed: 2000018

Solichation: FFPLOS TTOOS0S000
Procurement Folder: 208
Dociamant Descriplion: Locsce ure

Amandment:
Bads 1o b Accepted From: 12m00
To: crouaen? 188800

Mall Response To: Contsct Information:
M
Email-

Bl Te: Ship To:

Localtes Teui Locason Locaines e Locason

LOCALITY LECALTY

LANZING b LANSIHNG

feader Aitachmants:

Line # | Line | Commodity | Guantity Uindt Description Service From | Service To
T

Ype_| Codo

o |35 pooco Each Dogs, Al Types

Extenched Discription:
3% Garman Shapand Dogh
FOB:

Duivary Data:

Evaluation Criteria

Geoup 1: Delsult

[ Crinoria [ Description

Print Solicitation Forms
The following steps can be followed to print a form:

1. Save your document.

a. Select the View PDF button at the bottom of the page.

Once the Generating PDF action completes, the View Forms page will display.
c. From the View Forms page, select the View PDF hyperlink for the form to be

printed.

d. The form will be displayed in PDF format to be printed to the users local or network

printer.
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