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Basic Flow of Supplier Contracts

Here is the basic flow and life-cycle of Contracts:

Create a contract as a result of a requisition, a
sourcing event, prior competitive solicitation, or
non-competitive situation

= Use the Wizard to Create the Contract
OR
= Import your State Entity’s Contract
Setup thresholds and notifications
Add contract agreements
= At contract creation
= During the life of the contract

Collaborate, approve, dispatch, and execute the
contract

Add amendments or modifications when
necessary
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Webinar Objectives

By completing this webinar you will:

B Import your State Entity’s
contract as a new Team Georgia
Marketplace™ contract

Amend a contract
Renew a contract
Extend a contract

Close a contract that has expired

Cancel a contract
B For cause

B For convenience
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Lesson One:
Importing your State
Entity Contract
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Demo 1:1 Import an Existing Contract
Importing a nhewly executed contract

Login as PSMITHXX and enter the password

Import an existing State Entity (Agency)
Contract using the Add New functionality

Enter the CONTRACT ID using the proper
naming convention (42700-023-Existing

Contract ID) for the current Pest Control

contract

Enter PSMITHXX for the Administrator

Enter the Vendor ID, Description, Begin and
Expire Date, and Fiscal Year, enter the line
information, Payment Term Net 30, enter the
Maximum Amount of $9600.00 and save the
contract

Scenario: Contract Administrator Pete Smith needs to import an
recently created contract for Pest Control that was awarded to
Active Pest for $9600 using eQuote. The contract began on July 1,
2010 and expires on June 30, 2011

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract

To get started, click on Contract Entry

TGMP TRAINING FN90TRN

Worklist Add to Favorites Sign out

search: I

=
o) {77 Supplier Contracts

Manage Contract Life Cycle activities including Centract Creation, Authering, Syndication, and Compliance.

[+ My Favorites
[- Employee Self-3ervice

[ Manager Self-Service = Create Contracts and Documents F‘ Monitor and Update Agreements Manage Contract Libra
& | Create and maintain contracts and ﬁ Track contract agreements and deliverables, [=| create and maintain slements of contract
[ Create Contracts and GRD.EnE = Update Aqreement Statuses documents.
Docurnents B = Monitor Agreement Compliance =l Clauses
[> Monitor and Update . = Review Agreement Statuses =] Sections
Agreements = Rules
2 More...

[ Manage Contract Library

[ Search Content E::q
I eProcurernent € Perform fulltext ar

earches to find

[+ Services Procurement specific content.
[ Commitment Control =l Search Contents
L aBl P rl[ld[lLIdIbW
Chain
[= Worklist

[ Reporting Tools

[ PeopleTaools

— Change My Password
— My Personalizations
— My System Profile

— My Dictionary

1. Click on Supplier Contracts
2. Then Click on Create Contracts and Documents
3. Then Click on Contract Entry

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract
Contract Entry - Enter the Contract ID

Creating or Importing a Contract that was not Sourced in
Team Georgia Marketplace™ begins with Add A New Value

= AN

Hol Workist Add to Favorites

Mew Wing

Enter the Contract ID:

Contract Entry

323;§|?:rr§§gtéitrgce | Findan Estting\faluel AddaNewValue\ ! 42700_023_EQ_
47400-100

+ Create Contracts and
Documents SetiD: STATE Q

~ Contract Eniry Contract ID: |42700-023-E0-47400-100

- Document Hanagement ContractProcess Dption'| e — ] ( Business Unit-Ori g in-
e Existing Contract ID)

[ Manitar and Update
Add
Agreements —_

I Manage Contract Library Always leave SetID
[+ Search Content Find an Exisfing Value | Add a New Value

[ eProcurement | as State

[ Services Procurement

[ Commitment Control

[ Set Up Financials/Supply
Chain

[+ Worklist

[ Reporting Toals

[ PeopleTaals

- Change My Password

- My Personalizations

- My System Profile

- My Dictionary

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract

Header and Lines Sections
Sections of the Contract

@ TGMP TRAINING FNS0TRN - TEST

VWorkiist Add to Favorites

(=13

I

New window | Customize Pags

|~ Contract Y Creale Release | Review Releases

SetlD: STATE Copy Fram Contract ~Status: Open =

Contract ID: 42700-023-EQ-47400-100

Administrator: [FSmTHO1 Q PETER SMITHOA Add a Document |

&

Process Option: General Contract Add Comments Activity Log

Vendor: [FCTIVEPEST-001 @, Vendor Search Contract Adtivities Document Status

vendor ID: 2000238557 @ ACTIVE PEST CONTRoL Efmar Contactinfo Thresholds & Motifications
OF MIDDLE GA INC Contract Agreement

=Begin Date: 07/01/2010 [

Expire Date: 0&/20/2011 [l Maximum Amount: 9,600.00/ ysp
Currency: USD|Q [CRRNTQ Line Released: 0.00
Primary Contact: Q

Vendor Contract Ref: |
Description: [Pest cantral

Master Contract ID: Q

¥ Tax Exempt STATE OF GA Fiscal Year: 2011

Open Item Relsd: 0.00

Total Released Amount: 0.00

=
™ Allow Multicurrency PO ™ Allow Open Item Reference
I™ Corporate Contract ™ Adjust Vendor Pricing First
I Lock Chartfields ™ Price Can Be Changed on Order
| PO Defaults PO Open ltem Pricing

Invoice Number: | Gross Amount: 000 ysp

AP Business Unit: Q Freight Amount: 0.00

Accounting Template: Q Sales Tax Amount: 0.00

“payment Terms ID: RED Q VAT Amount: 0.00

Basis Dt Type: =l WMisc Charge Amount: 0.00
Miscellanecus Charges Retention

Catalog ltem Search

Customize | Find
| Release Quaniites | Spend Threshold

First [*] 1074 L Last

Y Qrder By Amount | kem Information | Default Schedule | Release Amounts

Category Include for
ine  ltem Description uom = Merchandise Amt Rolense | Status
1 B @, [Pestcontral = B [worq [91059 @ aso0 O B REER T M Active =
View Category Hierarch Category Search

E B zave Netify || s Refresh B Add Upna(a‘nisp\ayl [B* Correct History |

Contract| Create Release | Review Releases

Contract Header
Administrator
Vendor ID
Begin Date
Expire Date
Description
Tax Exempt
Fiscal Year
Uncheck Multicurrency
Uncheck Corporate Contract
Initial Period Left Alone
PO Defaults for BU
Payment Terms
Maximum Amount
Thresholds and Notifications
Contract Agreement(s)
Add Comments

Contract Line(s) (if not using

Allow Open Item Reference
Description
UOM
Category CD
Merchandise Amt

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract
Header and Lines Sections-Assign to Business Unit

Every State Entity Contract must be assigned to the Business
Unit

Worklist
Eir
vendor: ACTIVEPEST-001 vendar Search Ct?ntrad.ﬂxctwnles Document Status. .
“Vendor ID: 0000438587 @, ACTIVE PEST CONTROL Frimary Contact Info Threshaolds & Mofifications
OF MIDDLE GA NG Contract Agreement
*Begin Date: [o7/0172010 El
Expire Date: [08/30/2012 el Maximum Amount: | 960000 ysp
Currency: IUSD Q ICRRN_{ Q Line Released: 0.00
Primary Contact: I Q
v | QOpen Item Relsd: 0.00
Vendor Contract Ref:
Total Released Amount: 0.00
Description: IPESt Caontrol
Master Contract |D: I Q Remaining Amount; 9.600.00
¥ Tax Exempt |STATE OF GA Fiscal Year: |2071 Remaining Percent: 100.00
~ Order Contract Options
™ anow Multicurrency PO ™ allow Open Item Reference ™ Must Use Contract Rate Date
I Corporate Contract I Adjust Vendor Pricing First Rate Date: 07/06/2010
elds [ Price Can Be Changed on Order ¥ Initial Period Renewals
PO Defaults PO Open Item Pricing I Non-Profit
~ voucner Contract Options
Invoice Number: | Gross Amount: |

- Q gight Amount:

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract
Header and Lines Sections-Assign to Business Unit

Validate the correct business unit is entered, click ok

S0 TGMP TRAINING FN90TRN - TEST

Y e, _Home Worklist Add to Favorites Sign o
| Bl
New Window | Customize Page | B,
Validate the correct
Contract Entry

E— business unitis entered

Setil: STATE  ContractID: 42700-023-EC-47400-100 Vendor ID: 0000435587

If this step is not done, the
*Business Unit: WQ Copy from BU Defaults EHE= ContraCt CannOt be |Inked to
a PO

Buyer. | Q

Origin: IUW Q

Currency: usp Q [cRRNTQ Billing Location: PO_000001 & DO NOT CLICK CANCEL
Payment Terms ID: |N3U Q [¥ Tax Exempt 56700047K

Ship To: I @ ship To Address AM Business Unit; I—Q

Location: [ Q I capitalize

I Unit: [ a Profile ID: Q
Freight Terms: IDN Q Cost Type: l_ Q

Ship Via: I Q Ultimate Use Code: Q

Charge By: I Quantity :I' Where Performed: :l'

PC Bus Source

*GL Unit  Account Fund Dept Fund Src  Program Class Project Activity

Unit Type
o a | a[a a[a a[ e[ al a[a
Add Comments
[ oK | ICanceI | Refresh |
/ | o

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract
Add a Document

Save the Header and Line(s) and click Add a Document

TGMP TRAINING FN20TREN - TEST
Worklist Add to Favorites
=
SetiD: STATE *Status: | Open =l
Contract ID: 42700-023-EQ-47400-100
Administrator: |PstITHO 1 Q PETER SMITHO Add a Document |
~ Header
Process Option: General Contract Add Camments Activity Log
Vendor: I.-‘RCTWEPEST—UU'] Q vendar Search Cantract Activities Daocument Status
“Vendor ID: 0000238587 a LCTIVE PEST CONTROL Erimary Contact Info Thresholds & Motifications
OF MIDDLE GAIMNC Contract Agreement
*Begin Date: [o7i0172010 Gl
Expire Date: [o8rz0/2011 e Maximum Amount: | 9.600.00 ysp
Currency: Jusp & [crRRNTQ Line Released: 0.00
Primary Contact: I Q
v | Open Item Relsd: 0.00
Vendor Contract Ref:
Total Released Amount: 0.00
Des Cription: IPEST Cantrol
Master Contract 1D I Q
¥ Tax Exempt ISTATE OF G& Fiscal Year: |2D11
* Order Contract Options
™ Allow Multicurrency PO ™ Allowr Open Item Reference ™ Must Use Contract Rate Date

™ Adjust Vendor Pricing First

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



@E Team Georgia Marketplace ™

DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract
Add a Document

Select Document Type and then Import Document

Search:

[+ My Favarites

[ Emplovee Sel-Senvice

[ Manager Self-Semice

[ Supplier Contracts

[ eProcurement

[ Services Procurement

[» Commitment Contral

[ 3et Up Financials/supply
Chain

[ Worklist

[» Reporting Toals

[ PeopleTools

- Change My Passward

— My Personalizations

— Wy System Profile

- Wy Dictionary

—

TGMP TRAINING FN9OTRN - TEST

Create Document

Source: Purchasing Cantracts Return to Dacument Search
SetiD: STATE Contract ID:
Vendor ID: 0000438287 ACTIVE PEST CONTROL OF MIDDLE GAINC

SPD Agency Services Contract

|SPD_AGNCY_CNTRCT_SRV @,

*Document Type:

Configurator ID:

Hew Window | Customize Page | &

Add to Favories

42700-023-E0-47400-100

3PD - AGENCY STANDARD CONTRACT - Senvices

*Descrimion: IPESt Contral

*Administrator: [PSHITHO1 Q PETER SHITHO1
Sponsor; | Q
Department: | Q
™ Use Wizard Respons n cument=)

Create Document Import Document |

Jave |

External Contacts List

Document View Access

Double dick bo chanoss

Select the
appropriate
Document Type
from the drop-
down list

Then click
Import
Document

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract
Upload the Document in Draft Status Option

Select Current Contract Document and Status

Mew &

Waorklist Add to Favorites Sign oul

Select Current

Search: *Document Type: | SPD Agency Senices Contract v Contract Document
@ Sponsor: I Q

[+ My Favarites * - . B 0

b Emloyee SelSevice Administrator:  {PsITHO1 Q PETER SMITHO1 Enter Version: 1.0

[» Manager Self-Semice Department: | Q

[» Supplier Contracts “Descrition:
b eProcurement pion: |Pest Contral
[» Services Procurement
[» Commitment Contral

Select Status (Draft
or Executed)
Status Date is

[» 3et Up Financials/Supply &' Current Contract/Document 5

Chain {Current Contract'Document with no formal amendmentz or history to load.) tOday S date
E"F:"grz';i; roals €' Amended Contract Status Time is

P y (Single current contract as fully amended requiring an amendment number. History iz optional ) .

[» PeopleTools Current tlme
- Change My Password " Amended Contract and Amendment
- My Personalizations (Current contract a2 fulty amended and a current 2eparate amendment 2ummary file. Hiztory iz optional }
— My System Profile " Original and Amendment
~ by Dicfionary (Qriginal contract as originally signed and a current separate amendment summary file. History is optional.) Then U ploa‘d the

document

Customize |Find | B First [1] 1011 [ Last

Basic Info Details

File

Type Name Version Status Status Date Status Time
Contract Document | 10| = |o7/06i2010 1 |'1UZ¢2.-‘\|'\"|
Prior Version is not applicable Draft

e ——

Copyright © 2009 DOAS ST TE P S DTS ORI T TS Tes ey,
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Lesson 1: Import an Existing Contract

Document is Uploaded

Uploaded Document can be Viewed by clicking the blue link

TGMP TRAINING FN90TRN - TEST

=3

*Administrator; |p5M|THg1 C, PETER SWMITHOT
Department: | Q.

*Description: [Pest Control

1 Current ContractDocument
(Current Contract/Document with no formal amendments or higtery to load.)
" Amended Contract
(Single current contract az fully amended requiring an amendment number. Hiztery iz optional.)
" Amended Contract and Amendment
(Current contract a2 fully amended and a current 2eparate amendment summary file. History is optienal.)
" Original and Amendment
(Original contract a2 eriginally =igned and a current separate amendment summary file. Hiztory iz optional )

Current Version
BasicInfo Y  Defaile

I:uE:mrnizelmHEEE First ("1 1 of 1 L Last

Status
Time

[100 [orat  v] 07062010 [10:4280  Uploa| Cleai]

Type File Name Version Status Status Date Upload  Clear

Contract
Document

Done with Import | Iancell

Senice Contract Small Value doc

Waorklist

Add to Favorites

Click Done with
Import

You will be asked if
you are sure you
are done with the
Import, click Yes

Copyright © 2009 DOAS/StatE Purehasmg DIvision. Al Tones reserved.
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Lesson 1: Import an Existing Contract
Imported Document using Draft Status

When you use Draft Status you need to complete the Contract
Process but you can more easily Add Attachments

TGMP TRAINING FNSOTRN - TEST

Worklist _Add to Favorites _Sign out
El»
Document Management Return ta Document Search Se| eCti ng Draft
SetiD: STATE Contract ID: 42700-022-£Q-47400-100 Status
Vendor I0: 0000438587 ACTIVE PEST CONTROL OF MIDDLE GAINC
Document Type: SPD Agency Senvices Confract YOU W||| be ab|e to
Description: Pest Cantral |mmed|ate|y Add
Administrator: PETER SMITHO1 Attachments
Sponsor; Department;
But, you will have

Version: 1.00 Created On: 07/06M0 10:42AM Add Attachments/Related Dacuments I to Su bmlt for
Status: Draft Last Modified On:  07/08110 11:044H Imldu o Approval, Dispatch

Send to Contacts Document View Access to Contacts, and
Imported Document Execute the
View and Edit Options: Review and Approval; Other Document Actions: Contract

View Document | Route for Collaboration | Recreate Document

Edit Document | ‘% Deactivate Document
Document YVersion Histary ST IR

Copyright © 2009 DURSState Purenasng Drvision. An o reserved.
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Lesson 1: Import an Existing Contract
Bypassing Dispatching to Contacts

You can Dispatch to Contacts using email or, if needed, bypass
this step by selecting Manual as the Delivery Method

TGMP TRAINING FNSOTRN - TEST

Worklist Add to Favorites

New Window | Custamize Page | i

Here we are
Dispatch to Contacts bypassing
SelD: STATE ContractlD:  42700-023-EQ-47400-100 Dispatching the
Vendor ID: 0000438587  ACTIVE PEST CONTROL OF MIDDLE GAING Contract to the
, Supplier because

Version: 1.00 8
Administrator PETER SUITHOT I™ Current Document the Supp“er

I Attachments already has the

I™ Related Documents copy of the

I” Send Copy to Administrator executed contract

I” Setto Checked Out

Custcumizelmﬁﬁi First ") 1 of 1 (7] Last
Selected Contact|D Name Title Email ID Description

r

Select All Contacts  Clear All Contacts

oK | Cancell

.——'——_\\_/—\

Copyright © 2009 DURSState Purenasng Drvision. An o reserved.
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Lesson 1: Import an Existing Contract
Execute the Contract and Set System to Approved

Execute the Contract and use the Contract ID to return to the
Header, then set the System to Approved

Worklist Add to Favorites

=13
Document Management

SetiD: STATE Contract ID: 700-023-EQ-47400-100
Vendor ID: 0000438587 ACTIVE PEST CONTROL OF MIDDLE GA |

Document Type: SPD Agency Services Contract

Return to Document Search

Description: Pest Control
Administrator: FPETER SMITHO1
Sponsor: Department:
Document Aftributes
Version: 1.00 Created On: 07/06/10 10:42A1 Add AtachmentsiRelated Documeants
Status: Dispatched Last Modified On: 07610 11:24AM External Contacts List
Document View Access
Execute Contract Collaborated On:
Approved On: 07/0610 11141240
Dispatched On: 07/06/10 11:24:50AM

Workiist Add to Favorites

View and Edit Options: Review and Approval: Other Document Actions:

n ('
Iw___ 1, | Approval Details eate Document | D
4
) (e
New Windaw | Customize Page |
Contract | Creals Release | Review Releases | I I

SetlD: STATE “Status: sproved 3]

Contract ID: 42700-023-E0-47400-100

Administrator: [psmrrHo1 PETER SMITHO1

~ Authored Document

Authored Status: Execited Version: 100 Amendment 0 Iaintain Document
~ Header

Process Option: General Confract Add Comments Actvity Log

Vendor: ACTIVEPEST-001 Contract Activities Document 3tatus

VendorID: D008 ACTIVE PEST CONTROL Primary Contact Infi Thresholds & MNotifications

OF MIDDLE GAING Contract Agreement

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract
Upload the Document using Executed Status

Select Current Contract Document and Status

[+ WMy Favorites

[ Employee Self-Service

[+ Manager Sel-Semvice

[+ Supplier Contracts

[» eProcurement

[» Senvices Procurement

[» Commitment Control

[» Set Up Financials/Supply
Chain

[» Worklist

[+ Reporting Tools

[ PeopleTools

— Change My Passward

— My Personalizations

— My System Profile

— My Dictionary

TGMP TRAINING FN90TRN - TEST

Worklist Add to Favorites

*Document Type: |SPDAgency Senvices Contract j

Sponsor: | Q

*Administrator: |p5r.,1 ITHO Q. PETER SMITHO1
Department: l— aQ

*Description: |Pest Cantral

& Current ContractDocument
(Current Centract/Document with no formal amendments or history to load.)
" smended Contract
(Single current contract as fully amended requiring an amendment number. Histery iz optional.}
" Amended Contract and Amendment
{Current contract az fully amended and a current zeparate amendment ummary file. Hiztory iz optional )

" Original and Amendment
(Qriginal contract as eriginally signed and a current separate amendment summary file. History iz optienal.}

Custamizelmﬁﬁi First %1 4 of 4 71 Last

BasicInfo §  Detals

Type L”aeme Version Status Status Date Status Time Upload Clear
Contract Document | 10 | 070820105 |11I39.‘\|'u'| Uploadl Clearl

Prior Version is not applicable |—
4|

| # 100%

|@ Internet

Select Current
Contract Document

Enter Version: 1.0
Select Status (Draft
or Executed)
Status Date is
today’s date
Status Time is
current time

Then Upload the
document

Copyright © 2009 DOAS ST TE P S DTS ORI T TS Tes ey,



H Team Georgia Marketplace ™

DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract

Document is Uploaded

Uploaded Document can be Viewed by clicking the blue link

|E»

LGl LIS I l\_&

*Description: [Pest Control

¥ Current ContractDocument
{Current Contract/Document with no formal amendments or history to load.)
" Amended Contract
(Single current contract az fully amended reguiring an amendment number. History iz optional.}
" Amended Contract and Amendment
{Current contract ag fully amended and a current zeparate amendment summary file. History iz optional.)

" Original and Amendment
{Qriginal contract az originally zigned and a current zeparate amendment summary file. History is optional.)

Current Version
BasicInfo Y  Defals

Customize | Find | # First 21 1 of 1 LI Last

Status

Type File Mame Version Status Status Date Time Upload  Clear
Contract . .
Document  Sebice Contract Small Valuedoc | 1.00 [Executed x| [07/06r2010F [11:3940 Upload | Clear]

Prior Version is not applicable
I Dane with Import || Cancel |
| |

/'_\_/

Worklist

Click Done with
Import

You will be asked if
you are sure you
are done with the
Import, click Yes

Copyright © 2009 DOAS/StatE Purehasmg DIvision. Al Tones reserved.



@E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract
Document is Imported in Executed Status

Contract is Executed but documents cannot be attached

TGMP TRAINING ENSOTRN - TEST .
o
Worklist Add to Favorites g’
EE o)
Vendor ID: 0000043861 PEST USA .
Document Type: SPD Agency Senvices Contract Wh_en yOU Import
Descriptor: et Contal using Executed
Administrator.  PETER SMITHO1 instead of Draft,
Sponsor: Department you cannot Add :
Document Atributes Attachments
Version: Created On: 0710610 143941 Add Attachments/Related Documents To be able to Add
r Status: Executed Last Modified On: 07/0610 11:43A1 External Contacts List Attachme nts’ you
Resetto Dispatch Document View Access have to Reset to
Create Amendment Collaborated Om: Dispatch
Approved On;
Imported Document ]
Dispatched On: Q
)]
Executed On: 071060 11:39:00AM <
(@)
&)
(o))
View and Edit Options: Review and Approval: Other Document Actions: 8
View Document Deactivate Document o~
©
)
<
o
[
>
o
o
(@)



E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract
Document is Imported in Executed Status

You cannot upload any attachments!

',_:.C,';-jap
Sy Worklist Add to Favorites Sign out

MNew Window | Customize Page | B

Bttachments and Related Documents

SetlD: STATE Contract ID: 42700-023-E2-47400-101
Vendor ID: 0000043861 PEST USA

Upload a Document Attachment File

Customize | Find | 8  First [

Files W Deszcription

File Name Title View Delete

r Wiew E|

Related Documents Customize | Find | View All | 3 First [

Related Documents
Allow for Email Source Transaction SetlD Ad Hoc 1D Internal  Document Status
il Ad Hoc STATE B

QK Cancel |

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract
Reset to Dispatch to Add Attachments

Vendor ID: 0000043861 PEST USA

Document Type: SPD Agency Senvices Contract

Worklist

Add to Favorites

Send to Contacts

Execute Contract I

Collaborated On:
Approved On:
Dispatched On:

Document View Access

View and Edit Options:
View Document

EditDocument

Review and Approval:

Other Document Actions:
Recreate Document

Deactivate Document

Description: Pest Contral
Administrator: PETER SMITHO1
Sponsor: Department:
Document Attributes
Version; 1.00 Created On: 07/08M10 11:3941 I Add Aftachments/Related Documents I
Status: Dispatched Last Modified On: 07/06/10 11:4841 External Contacts List

You can Add Attachments after you
Reset to Dispatch, and then
Execute the Contract again

Once the Contract is Executed, set
the system to Approved

g Division. All rights reserved.

V\_/_\

SetiD: STATE

Ittachments and Related Documents

Vendor 1D: 0000043861 PESTUSA

Worklist Add to Favorites

Mew Window | Customize Page |

Contract ID: 42700-023-EQ-47400-101

L

Upload a Document Attachment File

Customize |[Find| 88 First [4] 1.0r1 [*] Las

Files ' Description
Allow for File Hame
Email
r

Related Documents
Related Documents

Title View Delete

view [=]

First 14 of 1 7] Las

Allow for *Source

Email Transaction

r AdHoc  x
OK Cancel

ZSetld Ad Hoc 1D Internal Document Status

STATE| G, Q B =

O
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Demo 1:2 Import an Existing Contract
Importing an established executed contract

B Login as PSMITHXX and enter the password

B Import an existing State Entity (Agency)
Contract using the Add New functionality

B Enter the CONTRACT ID using the proper
naming convention (42700-023-Existing
Contract ID) for a current Trash Removal
contract

Enter the Vendor ID, Description, Expire Date,
and Fiscal Year, enter the line information,
Payment Term Net 30, enter the Maximum
Amount of $8400.00 and save the contract

Scenario: Contract Administrator PSMITHXX wants to import
an established (in effect) contract for Trash Removal that was
awarded through eQuote to The Trashman and began on July
1, 2008, expired on June 30, 2009 and was renewed for the
term July 1, 2009 through June 30, 2010 (1st renewal) and
again on July 1, 2010 through June 30, 2011 (2" renewal).

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 1: Import an Existing Contract
Header Differences

Enter the Original Begin Date, uncheck Initial Period, click Renewals

TGMP TRAINING FN9OTRN - TEST

FURPR YO P m—

Period and click
the Renewals link

Worklist Add to Favorites 8

. . S

2 Begin Date is g

Contract ID: 42700-023-EQ-47400-105 the date the 4

Administrator: [PSHITH Q' Pamela G Smith 404-651-9175 Add  Document | Contract was £

- S

- first Executed =

Process Option: General Contract Add Comments Activit Log (the initial bedin =

Vendor: |TRASHru1ANRE-EIIQ Vendor Search Contract Activities Document Status g <

“Vendor 0: IDUU—DU41325 Q THE TRASHMAN Frimary Contact Info Thresholds & Motifications date) and the 8

RECYCLING & DISPOSAL Contract Agreement EXpire Date is @

Begin Date: [o7io7re008 [ the date for this E

|uar30r2011 E] Maximum Amount: | 840000 ysp renewal period o

c

Currency: Line Released: 0.00 ot o

i . [ expiration ©

Primary Contact: <

| Open ltem Relsd: 0.00 g

Vendor Contract Ref: 3

endort.ontract e Total Released Amount: 0.00 o

Description: |Trash Remaoval (0]

4

aster Contract ID: I Q g

W TaxExempt  [STATEOF GA Fiscal Year: |2011 B

. <

~ Order Contract Opfions (@)

™ Allow Multicurrency PO ™ Mllow Open Item Reference [ Must Use Contract Rate Date a

[e)}

[” Corporate Contract I™ Adjust Vendor Pricing First Batadiiaia TRy 8

I™ Lock Chartfields I™ Price Can Be Changed on Order I™ Initial Period Renewals Uncheck Initial g
)

)

<

o

f -

>

o

o

@]



?E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract
Renewal Status

Enter the Original Begin Date, uncheck Initial Period, click Renewals

Use the
Renewal Status
drop-down and

Contract Entry select Renewal

Contract Renewals

Then indicate
which renewal
thisis (here it is

2nd of 4)

Setiln STATE Contractld: 42700-023-EQ-47400-105

enewal Status: | Fenewal =l panewal #:2 of: |4
Renewal from: |07/01/2010 [51 To: [VOSULZUTTTER

Enter the begin
date and expire

oK !I Cancel | Refrezh | date of THIS
renewal
Click OK and
Save

- .

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



@E Team Georgia Marketplace ™

DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract
Add the Document(s)

Click the Add a Document button

Contract | Create Release | Review Releases |

SetiD:
Contract ID:

Administrator:

2a0e|
Process Option;
Vendor:
*Vendor ID:

*Begin Date;
Expire Date:
Currency:

Primary Contact:

Description;

[¥ Tax Exempt

STATE

42700-023-E0-47400-10
[PStITH

eneral Confract

|TRASHru1ANF{E-UI @, Vendar Search
|00000¢1325 €, THETRASHWAN

*Status: IODQ” :l'

Famela G Smith 404-651-8175

Add Comments
Contract Activities

Primary Contact Infa

RECYCLING & DISPOSAL Contract Aqreement

[Forzis
[eaozo
[us @ [eRRNTQ,
[ &

Vendor Contract Ref: |

|Trash Femaval

Master Contract ID: I Q
|STATE OF G4 Fiscal Year: 2011

Qngr [tem Reference

Add a Document |

Activity Log
Document Status
Thresholds & Notifications

Maximum Amount I 840000 psp
Line Released: 0.00
Open Item Relsd: 0.00
Total Released Amount: 0.00

The Header is
completed and
the Lines are
added at the
bottom of the
screen and the
Header and
Lines are saved

Then the Add a
Document
button is clicked

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



@E Team Georgia Marketplace ™

DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract

Add a Document

Select Document Type and then Import Document

N TGMP TRAINING FN90TRN - TEST

Create Document

Source: Furchasing Confracts Return to Document Search
SetiD: STATE Contract ID: 42700-023-EQ-47400-1058
Vendor ID; 0000041325 THE TRASHMAN RECYCLING & DISPOSAL

Worklist

Mew Window

* : SPD Agency Senvices Contract
Document Type: :
Conguatorip; - [SFOIGNCYONTRCTSRV & SPD - AGENCY STANDARD CoTTTR=e
*Description: |Trash Removal
*Administrator: [PSHITHO1 Q' PETER SMITHO1
Sponsor: I Q

Department; I Q

" Use Wizard Respons : acument=)
Create Document Impaort Document External Contacts List
|

Document View Access

Select the
appropriate
Document Type
from the drop-
down list

Then click
Import
Document

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



E Team Georgia Marketplace ™

DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract
Document is Uploaded using Original and Amendment Method

You can upload the contract using Original and Amendment

TGMP TRAINING FNSOTRN - TEST

Add to Favories

Worklist

3
Department: | Q
*Description: ITrash Remaval

" Current Contract/Document
(Current Contract'Document with no formal amendments or hiztory to load. )

" Amended Contract
{Single current contract az fully amended requiring an amendment number. Hiztory iz optienal )

" Amended Contract and Amendment
(Current contract as fully amended and a current separate amendment summary file. History is optional.}

¥ Original and Amendment
(Qriginal contract az originalty signsd and a current separats amendment summary file, History is optienal.}

=112of2 ) Last

Customize |Find | 3  First

Basiclnfo Y  Detais
Status

Type File Hame Version Amendment Status Status Date Time Upload Clear
Original o = - .

Contract Senvice Contract Small Value.doc| 1.00 Executed |EI?J'01!2EIEIS|§J |10.05Aru1 U|JI:|ad| Clearl
Amendment }

File Trash.doc 100 1 [Executed =] 07072010 [10:0740 | Uplozd | Clear|

i enter an Amendment number greater than 0 in the Current Version grid.

Done with Impaort | Cancel |

1I-F-_ _--_\_/_

=0 Inkernet

Upload the
original contract
and also upload
the Amendment
File

This works when
there is one
Amendment File

Other
documents are
attached/
uploaded as
before

CopyTTgnt © 2007 DOAS/ State Purenasg Drvision. An g reserved.



E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 1: Import an Existing Contract
Document is Uploaded as Current Contract Document Option

Then attach all renewals and amendments
—

Vendor ID: 0000041328 THE TRASHMAN RECYCLIMNG & DISPOSAL

Worklist Add to Favorites

Document Type: SPD Agency Services Contract

Attach all of the renewal

Description: Trash Remaoval
Adminstraor,  PETER SUITHOY agreements and any related
Sponsor: Department:

S amendments not uploaded
Version: 1.00 Created On: 07/07/110 9:5 Add Attachments/Related Dacuments
Status: Dispatched Last Modified On: Q707110 10:00

Document View Access

Execute Contract Collaborated On:

Approved On:
Dispatched On:

g~
()
>
| O
Q
0
()
|l
[0)]
)
e
(@)}
=
<
c
9o
8]
2
(a)

View and Edit Options: Review and Approval: Other Document Actions:

View Document Recreate Document
Edit Document Deactivate Document

Workiist Add to Favorites

Mew Window | Customize Page | &,

Rttachments and Related Documents

SetlD: STATE Contract ID: 42700-023-EQ-47400-105
Vendor ID: 0000041325 THE TRASHMAN RECYCLING & DISPOSAL

Upload a Document Attachment File

Attachmaentc

Customize | Find | First 1) 1 of 1 L*] Last

Files KE Description
Allow for  pyo yame Title View Delete
Email
- view [=]

Related Documents
Related Documents

Alloswfor - Source AdHoc ID Internal  Document Status
Email Transaction
r [rgboe =] [eraE @ Q B W =

OK Cancel




Lesson Two: Amending
and Modifying Contracts




E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
When an Amendment is Needed

Amendment Needed Amendment Not Needed

Amend or Edit an Executed
Contract

Renew an Executed Contract
Extend an Executed Contract
Close an Expired Contract

Cancel a Contract for Cause

Cancel a Contract for
Convenience

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Demo 2.1 Create an Amendment

Create an Amendment for the Pest Control Contract
B Search for the Executed Pest Control contract

Click Maintain Document button on the Contract
Header page and change the status to Open

Ensure that the Contract Status is Executed
Click the Create Amendment button

Select the appropriate amendment file type and
configurator

B Determine if this is a Major or Minor Version

B Submit it for approval, execute the contract and
set the system status back to Approved

Scenario: Contract Administrator PSMITHXX needs to amend
the newly created Pest Control contract to include pest control
treatment at one additional new building

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



@E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Executed Contract — Creating an Amendment

Return to your Executed Contract

Waorklist

Contract Entry
Enter any information you have and click Search. Leave fields blank fora list of all values.

Return to your
Existing Contract

{ Find an Existing Value | Add a New Valug |

SelD: [ 7] [eTATE Q

Contract ID: | heains with j IE?DU-UES-EQ-¢?¢DD-1UEI

Contract Process Dption:| = j | j
Shart Vendor Name: |hegins withj| Q

Master Contract ID; |begins withj| Q

I” Correct History

Search Clear |Easic gearch B Save Search Criteria

Find an Existing Valug | Add a3 Mew Value

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



@E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Executed Contract — Creating an Amendment
Change the System Status to Open and go to Maintain Document

Worklist Add to Favorites

New Window | Customize Page | &}

[ Contract % Create Release | Review Releases | | |
setiD: STATE *Status: | fopen 14 |

Contract ID: 42700-023-EQ-47400-100

Administrator: PSIITHDA Q PETER SMITHOA

IMaintain Ducumentl

Authored Status: Executed Version: 1.00  Amendment: 0
~ Header
Process Option: General Contract Add Comments Activity Log
Vendor: I.-"-.CTWEF'EST—UW @, Vendor Search Cantract Activities Document Status
wendor [D: 0000438587 Q ACTIVE PEST CONTROL Primary Contact Infi Thresholds & Motifications
OF MIDDLE GAINC Contract Agreement

*Begin Date: [ormizot0
Expire Date: [o8r302011 e Maximum Amount: | 960000 |)ap
Currency: [uso @ [cRRNTQ, Line Releaset: 0.00
Primary Contact: I Q

3 | Open Item Relsd: 0.00
Vendor Contract Ref:

Total Released Amount; 0.00

W\_y_\

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Executed Contract — Creating an Amendment

Click to Create Amendment

Worklist Add to Favorites
[l »
Document Management Eeturn to Document Search
Setil: STATE Contract ID; 42700-023-EQ-47400-100
Vendor ID: 00004328587 ACTIVE PEST CONTROL OF MIDDLE GAIMNC

Document Type: SPD Agency Services Contract

Description: FPest Contral
Administrator: FETER SMITHOA
Sponsor: Department:
Document Attributes
Version: 1.00 Created On: 07/06M0 10:424M Add Attachments/Related Documents

Status: Executed Last Modified On: O7/06M0 11:274M Exernal Contacts List

Document View Access

Create Amendment Collaborated On:
Approved On: OFI06M0 11141940
Dispatched On: 070610 11:24:5048M
Executed On: O706M011:27:164M

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Amendment Types

There are three types of Amendments in Team Georgia
Marketplace™:

B Amend Contract Only: Revision to the original
contract

B Amend Contract with Amendments: Generates both
a separate amendment file and a copy of the last
executed main contract document

B Amendment File Only: Generates only the
amended file (recommended)

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



?E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Amendment Option and Configurator ID

Select Amendment Option, Configurator ID, determine Major or Minor
and enter comment explaining what the amendment is for

First select the

B Amendment
New Windo Option, then the
Amendment

Create an Amended Version

Configurator ID
using the drop-
down menu.

Select amendment option, desired version and comment as to why the amendment iz necezsary and
press OK. Document(z) wil then be generated bazed on amendment option.

Amendment Option: |Amendment Files Only j

Amendment Configurator 1D; |5PD_-”*GENCY_CNT_-”\MN Q

Next indicate if
this is a Major or
Minor version
change. Almost
always an
Amendment is a
Major version
change. Then
enter a comment
to explain the
amendment

Version: € Minor Version {1.01)

& Major Version ({2.00)

*Comments: Amendment Created: Amended centract to include provision of pest contral senvices to new ﬂ@
building F-2

[

OK | I Cancel |
;

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Creating an Amendment Option 1—Edit the Document

Edit the Amendment Document

TGMP TRAINING FN90TRN - TEST

Waorklist Add to Favorites

»
Document Type: SPD Agency Services Contract
Description: Pest Control
Administrator: PETER SMITHO1
Sponsor: Department:
Document Atributes
Amendment: 1 Created Om: 07/06M10 10:42AM Add Attachments/Related Documents
Version: 2.00 Last Modified On: 07/06M0 3:29PM Exernal Contacts List
Status: Drraft Document View Access

Sendto Contacts

Includes Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
View Original Document | Route for Collaboration | Refresh Document |
Preview Approval | Recreate Document |
Edit Document | Submit for Approval | Import Prior Document |
Caollakoration Details Deactivate Document |

LTS VETSTUTT TTTSTOTY

Approval Defails

/—_Nument I'umcliﬂc:atio_rl_s.w-— \

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



@E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Creating an Amendment Option 1—Edit the Document

A]TACHMENT 4
AGENCY STANDARD CONTRACT

Amendments tothe "Agency Standard Contract Terms and Conditions” and
Any Agency Special Terms and Conditions
The Agency Standard Contract Terms and Conditions are hereby modified as follows:

_ A]TACHMENT 4
nsert Amencments fany 3.8 AGENCY STANDARD CONTRACT

Amendments to the "Agency Standard Contract Terms and Conditions™ and
Any Agency Special Terms and Conditions
The Agency Standard Contract Terms and Conditions are hereby macifiad as follows:

[Insert Amendments (if aﬂy)]]

You first need to Unprotect the
document, insert your edit, reprotect
the document, save the reprotected
document, check it in, and upload it

into the contract. Note that it is
easier to do this if the verbiage has

been created previously

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Option 2—Upload the Amendment as an Attachment

Consider the Amendment Document as an Attachment

TGMP TRAINING FN90TRN - TEST

Worklist Add to Favorites
»
Document Type: SPD Agency Services Contract
Description: Pest Control
Administrator: PETER SMITHO1
Sponsor: Department:

Document Attributes

Amendment: 1 Created On: 07/06M0 10:424M | Add Attachments/Related Documents |

Version: 2.00 Last Modified On: 07/08M0 3:29PM External Contacts List

Status: Draft Document View Access
Sendto Contacts

Includes Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
View Original Document | Route for Collaboration | Refresh Document |
View Document | Preview Approval | Recreate Document |
Edit Diocument | Submit for Approval | Impaort Prior Document |
Caollakoration Details Deactivate Document |

Document Yersion History
Approval Details

/—_Nument I'umcliﬂc:atio_rl_s.w-— \

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.



E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Option 2—Upload the Amendment as an Attachment

Worklist Add to Favorites

fl»

New Window | Customize Page | [&
kttachments and Related Documents

SetlD: STATE Contract D 42700-023-EQ-47400-100
Vendor 1D 0000438587 ACTIVE PEST CONTROL OF MIDDLE GA IMC

Upload another Document Attachment File

Customize |Find | ¥  First [*] 1 o1 [*] Last
Files " Description

Allowfor  pio Name Title View Delete
Email . I o

v Amendment.doc |Amendmentt0 include services to building F—2| View E|

Related Documents Customize | Find | Vi First L | |ast

10of1

Related Documents

Alowfy  “Sewre *SetiD Ad Hoc ID Internal Document Status

Email Transaction

r [adHoc =]  [sTATE Q| Q B (=]
QK | Cancel |

—_——ee ———

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Amending-Collaborate if Needed and then Submit for Approval

Follow the procedures established by your State Entity

_Worklist Add to Favorites
E

Document Type: SPD Agency Services Contract
Description: Pest Caontral
Administrator: PETER SMITHO1
Sponsor: Department:

Document Attributes
Amendment: 1 Created On: O7/06M0 10:424M Modify Attachments/Related Documents
Version: 2.00 Last Modified On: O7I06H0 F41PM External Contacts List
Status: Draft Document View Access

Sendto Contacts

Includes Imported Document

View and Edit Options: : Other Document Actions:
Yiew Original Document | | Refresh Document

I
View Document | Preview Approval | Recreate Document |
|
|

Edit Document | [ Submrror Approva || Import Prior Document

Collaboration Details Deactivate Document

Document Version History

Approval Details

m”mem r-,wdiﬂl:atiTM\

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Amending-Dispatch to Supplier

Dispatch to the Supplier for Signature,if needed,or to provide a copy

o

Worklist Add to Favorites g)

S O
0

Description: Pest Contral :,',
Administrator: PETER SMITHO1 <
=)}

Sponsor: Department: *_:
Document Atributes <

c

9o

Amendment: 1 Created On: 070610 10:42AM Iadify Atachiments/Related Documents ‘£
Version: 2.00 Last Modified On: 07M06EM0 3:45PM External Confacts List a
)}

Status: Approved Document View Access c
0

I Dispatch to Contacts I | Collaborated On: 2
Includes Imported Document Approved On: 07/M06M0 3:45.46PM g
[a¥

3

View and Edit Options: Review and Approval: Other Document Actions: g
View Qriginal Document | Approval Details Refresh Document | B
View Document | Dacument Modification Summary Recreate Document | g
Generation Log i [a)

Edit Document | Import Prior Document | o
Deactivate Document =

Dacurnent Version Histary | I~
©

A=)

[ -

>

a

[e)

@)



E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Amending-Dispatch to Supplier

Select Dispatch Method and File(s) to be Sent

ol TGMP TRAINING FNSOTRN - TEST

Administrator PETER SWMITHO1

Administrator Email: fscmist@sao.ga.gov

*Delivery Method:  |Email

¥ send Copy to Administrator
[” Setto Checked Out

Description:

=

Selected ContactlD Name

¥ Amendment Files
' Most Recent Only
Al

[ Attachments
I Related Documents

This email contains documents for contract STATE, 42700-023-EQ-47400-100.

Customize | Find | &
Email ID Description

v Fred Smith

Select All Contacts  Clear All Contacts

* Attachments
Files | Description

[red@yanoo.com]

Customize |Find | B  First [

a———

Selected  Origin Comment Type File Hame Title View
| Doc Management Amendment.doc Amendment to include services to building F-2 View

only the
Amendment File
or you can send
the contract and
the Amendment
File.

If you have used
Option 2—
attaching the
Amendment File
you would send
the Attachment

B Worklist Add to Favorites
=
Version: 2.00
Amendment 1 ™ Original Executed Document You can send
| ]

Copy



@E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Amending-Execute the Contract Again

Attach the signed Signature Page if applicable, then Execute the
Contract again
&

Add to Favorites

=3
SatiD: STATE Contract ID: 42700-023-EQ-47400-100
Vendor ID: 0000438587 ACTIVE PEST CONTROL OF MIDDLE GAINC

Document Type: SPD Agency Services Contract

Description: Pest Contral
Administrator: FETER SMITHO1
Sponsor Department:

Document Aftributes

Amendment; 1 Created On: 070610 104240 | h1odi§' Atachments/Eelated Documents I

Version: 2.00 Last Modified On: 07/06M10 3:55PM Exdernal Confacts List
Status: Dizpatched Document View Access
Collaborated On:
I Execute Contract | I Approved On: 07/06M0 3:45:46PM
Includes Imported Document Dispatched On: 07/06/10 3:55:37PM
View and Edit Options: Review and Approval: Other Document Actions:
View Qriginal Document | Approval Details Refresh Document |
Vig Document Medification Summary Recreate Document |

Generation | an f \\;‘_

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Amending-Set the System Status to Approved

Return to the Header Page, set the system to Approved, and Save

TGMP TRAINING FN90TRN - TEST

_W__. mount: 0.00
\-uwest(:ontml —~——

o
(O]
>
|
(0]
Worklist Add to Favorites Sign out $
.
)
Search: New Window | Customize Page | (B, S
) T
b My Favorites [ Contract Y Cregate Release | Review Releases | | | =
PETLIEEEE RIS SetlD: STATE *Status; [Approved B .
[ Manager Self-3ervice c
[~ Supplier Contracts Contract ID: 42700-023-EQ-47400-100 o
= Create Contracts and 2
Documents Administrator: [PsmITHO1 PETER SMITHO1 E

— Contract Entry
— Document Management v 2’
— Wy Collaboratars/View Authored Status: Executed Version: 2.00 Amendment: 1 Iaintain Dou:umentl G
Access 2
> Monitor and Update S
. ai?;grzegé?mad Library Process Option: General Contract Add Comments Activity Log a

R -
I Search Content Vendor ACTIVEPEST-001 Contract Activities Document Status 8
[- eProcurement Frimary Contact Info Threshaolds & Maotifications ©
. ACTIVE PEST CONTROL
I Services Procurement Vendor ID: 0000438587 OF MDD BA NG Contract Aaresment )
L e | ' Amount Summary | )
[> Set Up FinancialsiSupply Begin Date: 07/01/2010 <
Chain : . ' (@)
Expire Date: 06/3002011 il Al t:

I Worklist o aximum Amoun 9,600.00 USD o
[ Reporting Tools Currency: usD CRRNT Line Released: 0.00 PN
[- PeopleTools Primary Contact: 8
— Change My Password v ' Open Item Relsd; 0.00 N
— My Personalizations Vendor Contract Ref: ©
)
<
[s))
=
>
o
o
@]



@E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Demo 2.2 Renew a Contract

Renew the Pest Control Contract
Locate the Executed Pest Control contract

Change the system status to Open.
Change the Expire date to reflect the new year

Change the Renewal status to indicate which renewal this
is and the begin and expire date of this renewal

Click the Create Amendment button and create the
Renewal Amendment

B Attach the Contract Assessment document, NOAA and
any other relevant documents

B Select the appropriate amendment file type and
configurator

B Determine this is a Major Version change and add
comments

B Submit it for approval and complete the contract to
Executed. Set the system status back to Approved

Scenario: It is May, 2011 and Contract Administrator PSMITHXX
needs to renew the Pest Control contract he created for another
year.

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Renewing a Contract

TGMP TRAINING FNS0TRN - TEST

Worklist Add to Favorites

Mew Window | Customize Page | o8

J( Contract Y Create Release Y Review Releases \

SetiD: STATE *Status:
Contract ID: 42700-023-ECQ-47400-100

[PsmiTHo1 Q,

Administrator:
~ Authored Document

FETER SMITHO1

Authored Status: Executed Version: 2.00 Amendment 1

Maintain Documentl

~ Header

Add Comments
Contract Activities

Process Option: General Contract

Vendor: IACT\VEF’EST—UU‘I Q Vendor Search

Activity Log
Document Status

Brimary Contact Infg Threshalds & Meofifications - -

endor ID: 0000438587 @, ACTIVE PEST CONTROL Frimary Contact Infa Thresholds & Motifications renewal perlod IS
OF MIDOLE GAINC Contract Aareement

*Begin Date: [o7m172010 to en d

Expire Date: 08/30/2012 Maximum Amount: 9,600.00 ygp

Currency:

Line Released: 0.00

Open Item Relsd:

000

Primary Contact: Q

Set the System
Status from
Approved back to
Open

Change the
Expire Date to
the date this

g Division. All rights reserved.

WMizzallaneoys Charges

I Allow Multicurrency PO I Allow (Open Item Reference I Must Use Contract Rate Date
I Corporate Contract I Adjust Vendor Pricing First
I Lock Chartfields I Price Can Be Changed on Order
Unch eck In|t|a| PO Defaults PO Open Item Pricing
Period and click '"‘3“"““""‘““"
: Invaice Humber: Gross Amount 0.00
the blue link for Ui
| AP Business Unit I Q Freight Amount; 0.00
Renewals
Accounting Template: | Q Sales Tax Amount; 0.00
*Payment Terms D: |N3U Q VAT Amount: 0.00
Basis Dt Type: I j’ Misc Charge Amount: 0.00

Retention

+ Order Contract Options |




@E Team Georgia Marketplace ™ DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts
Renewing a Contract

Select Renewal from the drop-down and indicate which renewal this is
and the begin and expire dates

Contract Entry

The Renewal
drop-down will
give you the

Contract Renewals

SetlD: STATE  Contractld: 42700-023-EQ-47400-100

option of

Renewal Status: | Renewal =] Renewal# |1 on[t SE|eCting:
Rerie\.".ralfmm:IU-_"'J'U'”QU'V1 i T{):IUEBUJ'QU'12 £ Renewal
Extended

I. QK | I:an::el | F‘.efreshl Cance”ed

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Create the Renewal Amendment

The information on the Header has been entered, you now create the
Amendment on the Contract

TGMP TRAINING FN90TRN - TEST 2

>

Workiist _Add to Favorites _Sign ou. b}

B 4
SalD: STATE *Status: M 9
<

Contract ID: 42700-023-EQ-47400-100 g
Administrator: PSHITHO1 Q' PETER SHITHOT You may click =
Add Comments c

Authored Status: Executed Version: Amendment; Iaintain Document o
red Status reclte ersion 200 Amendmen 1 i | to enter any B

- Header comments 2
Process Option: General Contract Add Comments Activity Log related to thIS g’
Vendor: [ACTIVEPEST-001Q  Vendor Search Lontradt AdMIeS Document Status action. This is @
LCTIVE PEST CONTROL Frimary Contact Info Thresholds & Natifications ' E

“Vendor I: foonnezezsr @ optional whenan | ¢©
OF MIDDLE GAING Cantract Agreement =

*Begin Date: [omizo0H Amendment is '?1-)
Expire Date: |UEJ'3U!2012 ] Maximum Amount; I 9,600.00/ ysp created ©
s [ori n

Currency; USD Q. [CRRNTQ Line Released: 0.00 )
Primary Contact: | Q <
fimary Lontac | Open ltem Relsd: 0.00 o
Vendor Contract Ref: (@)
endor-ontract e Total Released Amount, 0.00 o))
Description: |Pest Contral o
o

Master Contract ID: I Q Remaining Amount: 9,600.00 ™
W TaxExempt  [STATEOF G Fiscal Year: |2011 Remaining Percent 1000 9
<

A=)

[ -

>

a

o)

@]
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Lesson 2: Amending and Modifying Contracts
Create the Renewal Amendment

You Create the Amendment as before

TGMP TRAINING FN90OTRN - TEST

Worklist Add to Favorites Sign oL

o
(0]
>
]
v o
SetiD: STATE Contract ID: 42700-023-E0Q-47400-100 o
-+~
Vendor ID: 0000438587 ACTIVE PEST CONTROL OF MIDDLE GA INC -g,
Document Type: 3FD Agency Services Contract ;
- <
Description: FPest Control .
- c
Administrator: PETER SMITHOA o
0
Sponsor; Department: S
Document Attributes a
o
c
‘«»
Amendment: 1 Created On: 07/06M10 10:42AM Modify Attachiments/Related Documents 3
[S}
Version: 2.00 Last Modified On: 07/06M10 58PN External Contacts List S
o
Status: Executed Document View Access q)
Feset to Dispatch Collaborated On: §
wn
Create Amendment Approved On: Q706M0 3:4546PMW B

| |
Dispatched On: 0706M0 3:5537PM -3
Includes Imported Document P ’ 8
Executed On: 070610 358:12FM o
o
N
View and Edit Options; Review and Approval: Other Document Actions: ©
Wiew Origl Approval Details Lnnort Prior Document -
} . <
| W R e 1 9
>
a
o
@]
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Lesson 2: Amending and Modifying Contracts
Create the Renewal Amendment

Mew Window | Custg

Create an Amended Version

Select amendment option, desired version and comment as to why the amendment iz necessary and
press QK. Document(s) will then be generated based on amendment option.

Amendment Option: Amendment Files Qnly

Amendment Configurator 1D;  [SPO_AGENCY_CNT_AMN C

Version: " Minor Version {2.01)

% Major Version (3.00)

*Comments: 4mendment Created: Contract is renewed for anather vear] ﬂ@

I OK |!Cance| |

Select appropriate Amendment
document from the
Amendment Configurator ID
and enter the comment

/_\_/_\ explaining the renewal

Kl
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Lesson 2: Amending and Modifying Contracts
Create the Renewal Amendment

Edit the Amendment Document, if applicable, and Add Attachments

TGMP TRAINING FNS90TRN - TEST 2

>

Worklist Add to Favorites 0‘3

B 4
(RS e e (RS RINETT] —
Administrator:  PETER SMITHOT Add the following £
Spansor: Department: attachments: 2
Document Attributes <=E

*Contract c

Amendment: 2 Created On: 0710610 10:4241 Modify Attachments/Related Docume A 2
l %WF"Q ssessment form | @

Version: 300 Last Modified On: 07/0710 1:50PM =
Status: Draft Document View Access g
Sendto Contacts ‘NOAA “7:)

©

Includes Imported Document _8
*Any Renewal 5

View and Edit Options: Review and Approval: Other Document Actions: | ett ers or o
View Original Document | Route for Collaboration | Refresh Document | t %
Preview Approval | Recreate Document | ag reements ﬁ

Edit Document | Submit for Approval | Import Prior Document | (é:)

: . - o

Document Version History Collabaration Details Deactivate Document | A
Approval Details o))

Document Madification Summary 8

Generation Log g

)

<

[)]

=

>

[«

o

@]
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Lesson 2: Amending and Modifying Contracts
Attach all documents

Attach the accompanying documents

Worklist Add to Favorites

OK | Cancel |

|° Internet

—-'""_"""‘“\_/

]
(O]
v c
?
SetiD: STATE Contract ID: 42700-023-EQ-47400-100 g
Vendor ID: 0000438587 ACTIVE PEST CONTROL OF MIDDLE GA INC ]
<
H [=)]
The first =
Upload another Document Attachment File Amend me nt <
- Customize | Find | Hi First =) 14 of 4 .= Last dOCU ment was c
Files Description . | o
revious 0
AllOWIOr e yyame Title View Delete P ttach dy S
— attached. &)
¥ Amendment.doc |Amenclmenttoincludesewicesm building F-2 view [=] o
c
¥ NOAA doc |NOMforrenewa|?J1f2011-5!30!2011 view [=] A”OW for Emall 'g
v Contract_Assessment_Form.doc |Contract.4\ssessment5:’2512010 View E| 'LC)
should always be | 5
¥ Signed_renewal.doc |Signed Renewal5f311201ﬂ| View E| Checked o
2
Related Documents Customize | Find | View All | B8 First (4] 4 op4 [ Last 8
Related Documents Q

*
(0]
Allowfor  “Source *SetiD Ad Hoe ID Internal Document Status <
Email Transaction o
r [adHoc x| [sTATE @ | Q B F =l g
o
o
o~
©
)
<
[)]
=
>
[«
o
@]



?E Team Georgia Marketplace

DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts

Submit for Approval and complete through Execute

Collaborate if needed and submit for Approval then Dispatch to

Supplier

Document Versien Histary

Appraval Details
Document Modification Summary

Generation Lag

Deactivate Document

[El»
Administrator; PETER SWITHO1
Sponsor: Department:
Document Attributes
Amendment: 2 Created On: 071060 10:4241 lodify Attachments/Related Decuments
Version: 3.00 Last Modified On: 0710710 2:04PN External Contacts List
Status: Craft Document View Access
3end to Contacts
Includes Imported Document
View and Edit Options: Review and Approval: Other Document Actions:
View Original Document | Route for Collabaoration | Refresh Document |
View Document | T Recreate Document |
Edit Document | Submit for Approval | Impart Prior Document |

Submit for
Approval

Dispatch to
Supplier for
signature or to
provide a copy.

Attach signature
page is
applicable
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Lesson 2: Amending and Modifying Contracts
Execute the Renewed Contract

Execute the Contract and Set the System Status to Approved

TGMP TRAINING FN9OTRN - TEST
Workiist Add to Favorites
3
UL ULIIETIL Nialiayenieni Retum to Docurrlint Search
SetiD: STATE Contract ID: 42700-023-EQ-47400-100
Vendor ID: 0000438587 ACTIVE PEST CONTROL OF MIDDLE
Document Type: SPD Agency Services Contract
Description: Pest Contral
Administrator: PETER SMITHO1
Sponsor: Department:
Dacument Attributes
Amendment: 2 Created On: 07/06/10 10:424M Wladify AttachmentsRelated Dacuments
Version: 3.00 Last Modified On: 07/0710 2:07PM External Contacts List
Status: Dispatched Document View Access
Collaborated On:
Execute Contract Approved On: 07/07/10 2:08:59PH
Inclucles Imported Document Dispatched On: 070710 2:07-14FH New Windaw | Cus
View and Ecit Options: Review and Approval: Other Document Actions: niract T R P l '
View Original Document Approval Details Refresh Document I STATE *Siatus:l Approved  * I

ract ID: 42700-023-E0-47400-100

Administrator: [Psnhon PETER SMITHO1

Authored Status; Executed Version: 3.00 Amendment: 2 wl
~ Header

Process Option: General Contract Add Comments Activity Log

Vendor: ACTIVEREST-001 Contract Activities Document Status

Vendor I PRp— ';EEX;;EES;:I%;TROL ;!:;raaﬁdtianr::;l:: Thresholds & Mofifications
Begin Date: 0710112010 CITESRE SRR

Expire Date: 08i30/2012 Maximum Amount: 9,600.00 USD
Currency: USD  CRRNT Line Released: 0.00
Primary Contact: Open Item Relsd

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Demo 2.3 Extend a Contract

Extend the Trash Removal Contract
B Locate the Executed Trash Removal contract

Change the system status to Open.
Change the Expire date to reflect the 90 day extension

Change the Renewal status and select Extended from the drop-
down menu. Indicate the period of time of the extension (90
days)

Click the Create Amendment button and create the Extension
Amendment

Attach an updated Contract Assessment document, NOAA and
any other relevant documents

B Select the appropriate amendment file type and configurator
Determine this is a Major Version change and add comments

B Submit it for approval and complete the contract to Executed. Set
the system status back to Approved

Scenario: It is May, 2011 and Contract Administrator PSMITHXX needs
to Extend the Trash Removal contract he created for 90 days because
a new Statewide Contract for Trash Removal has been established and

is scheduled to begin on September 1, 2011. PSMITHXX has informed
the Supplier and he has agreed to extend the contract for 90 days.

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Extending a Contract

Return the System to Open Status, enter the new Expire Date, and
check the Renewal link

|/ Contract | Crgale Relzase | Reuiew Releases | I l
SetiD: STATE *Status: | IOpen :I' I

Contract ID: 42700-023-EQ-47400-105

New Window | Cu

Administrator: |PstiTH Q Pamela G Smith 404-551-2175
~ Authored Document

Authored Status: Executed Version: 1.00  Amendment: 0 INaintain Documeml

~ Header
Process Option: General Contract Add Comments Activity Log
Vendor: |TR*’«Sva1*\NRE—DI Q, Vendor Search Contract Activities Document Status
i EERIE=E=A AL RSN UL DL L EY
“endor ID: I—UUUUU41325 @, THE TRASHHAN Primary Contact Info Thresholds & Motifications
RECYCLING & DISPOSAL Contract Agreement
o e —

[o9r20/2011 e Maximum Amount: I 840000 ygp

Expire Date:

urrency: Line Released: 0.00
primary Contact. || ™ Allow Open Item Reference ™ Must Use Contract Rate Date
Open ltem Relsd: ™ Adjust Vendor Pricing First
Vendor Contract Ref. I Total Released Amount: ik e
Descrinti h Removal ™ Price Can Be Changed on Orcle [ Initial Period Rengwals

— PO Open ltem Pricing
ce Number: | Gross Amaunt: 000 ygp
usiness Unit: I—O\ Freight Amount; 0.00

unting Template: Q Sales Tax Amount: 0.00

ent Terms |0; 130 q VAT Amount; 0.0
5 Dt Type: :I' lisc Charge Amount; 0.00

Miscellangous Charges Retention

loa tem Search
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Lesson 2: Amending and Modifying Contracts
Extending a Contract

Select Renewal Status of Extended and enter Extend Dates

El

Contract Entry

Contract Renewals

Setll: STATE Contractld: 42700-023-ECQ-47400-105

Renewal StatdlEﬂE”dEd :I" Renewal#:l of:

72011 [ Tae l9r20r2011] | &

Renewal fro

QK |I Zancel | Refrezh |

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Extending a Contract

Go to Maintain Document

G Workst
(= »
SetiD: STATE *Status: -
Contract ID: 42700-023-EQ-47400-105
Administrator: PSMITH Q Pamela G Smith 404-551-9175

[aintain Dncumentl

Authored Status: Executed Version; 1.00 Amendment:

* Header
Process Option: General Contract Add Comments Activity Lo
Vendor: [TRASHMANRE-DI QY  Vendor Search Contract Activities Document Status
“Vendor ID: 0000041325 Q THE TRASHMAN Primary Contact Info Thresholds & Motifications
RECYCLIMNG & DISPOSAL Contract Agreement
*Begin Date: [o7/0712008 El
Expire Date: IUQB':”'EU“ &) Maximum Amount: | 8.400.000 ysp
Currency: IUSD Q ICRRNT Q Line Released: 0.00
Primary Contact; I Q
y | Open Item Relsd: 0.00
Vendor Contract Ref;
Total Released Amount: 0.00
Description: |Trash Remuoval
Master Contr Q Remaining Amo 3,400.00

.00
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Lesson 2: Amending and Modifying Contracts
Create the Amendment to the Extended Contract

Create Amendment

R eher
‘\:,:':/ Viorklist Add to Favori
S[I3
Document Type: SPD Agency Services Contract
Description: Trash Remaval
Administrator: PETER SMITHOA
Sponsor: Department;
Document Attributes

ersion: 1.00 Created On: 0710710 2:584M Add Attachments/Related Documents
Status: Executed Last Modified On: 071070 10:03AM External Contacts List

Resetto Dispatch Dacument View Access
Create Amendment Collaborated On:

Approved On;
Imported Document
Dispatched On:
Executed On: 07070 10:03:16AM
View and Edit Options: Reviewr and Approval: Other Document Actions:
Yiew Document | Deactivate Document |

Document Yersion History
ﬁ e \

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Create the Amendment to the Extended contract

Select MaJor Version and the Configurator and Enter Comments
: TGMP TRAINING FN90TRN - TES

=l»
Select
Create an Amended Version appropriate
Select amendment option, desired werzion and comment ag to why the amendment iz neces=ary and
prezs OK. Document(z) willthen be generated bazed on amendment option. ?mendment
: ocument or
Amendment Option: |Amendment Files Cnly j NOAA
Amendment Configurator 1D: |5F'D_-"*GENCV_CNT_-%"|N Q document
Version: " Minor Version {1.01) from the
& Major Version (2.00) Amendment

Configurator

*Comments: smendment Created: Contract exteded for 20 days from 7/1/2011-2/30/2011] . K
ID, click Major
Version and
enter the
[ o || coneel | comment
ﬁ . .
explaining the
extension
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Lesson 2: Amending and Modifying Contracts
Edit the Amendment Document and/or Add Attachments

Edit the Amendment Document—if applicable

gy ) ) = = I =18

Document Madification Summary
/_Neratiﬂn Lo I \

o

(0]

c

Worklizt Add to Favoriteg g

SIig 9
1)

Document Type: SPD Agency Services Contract E
_ [=)]
Description: Trash Removal =
Administrator: PETER SMITHOA <=E
Sponsor: Department: c
Document Attributes -%

>

o

Amendment: 1 Created On: O7/07HM0 2:88AK Add Attachiments/Related Documents o
c

Version: 2.00 Last Modified On: O7I07M0 2:33FM Exdernal Contacts List 7
©

Status: Craft Document View Access -8
Send to Contacts S

o

Includes Imported Document [0}
m

n

View and Edit Options: Review and Approval: Other Document Actions: a
Wiew Original Document | Route for Collaboration | Refresh Document | g
Preview Approval | Recreate Document | o)

Edit Document | Submit for Approval | Impart Prior Document | 8

o

Collaboration Details Deactivate Document | s\

©

)

<

[)]

-

>

[«

o

@]
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Lesson 2: Amending and Modifying Contracts
Attach all relevant documents

Attach the Signed Amendment Document and other documents

Worklist Add to Favorites
[Ev

Document Type: SPD Agency Senvices Contract
Description: Trash Remaval
Administrator: PETER SMITHO1
Sponsor Department;

Document Atfributes
Amendment: 1 Created On: 070710 2:584M I.#.dd Aftachments/Related Documents I
Version: 2.00 Last Modified On: 07/07H0 2:33FM External Contacts List
Status: Draft Document View Access

Sendto Contacts

Includes Imported Document

View and Edit Options:; Review and Approval: Other Document Actions:;
View Criginal Document I Raoute for Collaboration | Refresh Document I
Yiew Document | Freview Appraval | Fecreate Document I
Edit Document | Submit for Approval | Import Prior Document |
Collabaoration Details Deactivate Document |

Document Version History

Document Madification Sumimary
/-_\ Generation Lag e \
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Lesson 2: Amending and Modifying Contract:

Complete the Amendment process through Executing the
Contract

Submit for Approval, Dispatch to the Supplier, Execute the Contract

Worklist Add to Favorites

3
Document Type: SPD Agency Services Contract
Description: Trash Removal
Administrator: PETER SMITHOA
Sponsor: Department:
Document Atributes
Amendment: 1 Created On: 070710 2:584M Add attachments/Felated Documents
Version: 2.00 Last Modified On: 070710 2:33FM External Contacts List
Status: Draft Document Yiew Access

3end to Contacts

Includes Imported Document

LSNP AL R LA SR W LR Deactivate Document

Cocument Version History
Document Madification Summary
Generation Lo \

View and Edit Options: Review and Approval: Other Document Actions:

View Criginal Document | Raoute for Collaboration | Refresh Document |
View Document | A i Recreate Document |
Edit Document | ! Submit for Approval | I Impart Pricr Docurment |

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved
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Lesson 2: Amending and Modifying Contracts

Extended Contract is now Executed and System is set to
Approved

Contract Status is Executed and System is set back to Approved

TGMP TRAINING FN90TRN - TEST

Worklist Add to Favorites Sign out
Search: New Window | Customize Page | B,

b Wy Favorites / Contract Y Create Release | Review Releases |

| |
[ Employee Self-Service SatiD: STATE =Status: I IApproved "I I

[ Manager Self-3ervice

[~ Supplier Contracts Contract ID; 42700-023-EQ-47400-105
= CGreate Contracts and
Documents Administrator: [PSMITH Pamela G Smith 404-651-2175
— Contract Entry * Authored Document
— Document Management —
— Wy Collaboratars/View Authored Status: Executed Version: 2.00 Amendment: 1 Maintain Documentl
Access
I Monitor and Update
5 ag?;grze&t;trad Library Process Option: General Contract Add Comments Activity Log
Activiti o
I Search Content Vendor TRASHMANRE-001 Contract Activities Document Status
[- eProcurement Frimary Contact Infa Threshalds & Maotifications
. THE TRASHMAMN
b Senices Procurement vendorip: paoneetszs REGYCLING & DISPOSAL Conlrad Agreermet
L - Amountsummary |
[ Set Up Financials/Supply Begin Date: 07/07/2008
Chain Expire Date: 09202011 Maximum Amount: 8,400.00 UsD
[= Warklist
[ Reporting Tools Currency: usD CRRNT Line Released: 0.00
[ PeopleTools Primary Contact:
— Change My Password ' Open Item Relsd; 0.00
— My Personalizations endor Contract Ref: ount: 0.00
”; ii ?_-\N'rash Removal f —-ﬂm.___‘______-_--__
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Demo 2.4 Closing a Contract
Close the Trash Removal Contract

B Locate the Executed Trash Removal contract

B Enter a comment stating that the contract is
being closed because the term has expired and
the contract is being replaced by a new
Statewide Contract

B Change the System status to Closed

Scenario: It is October 1, 2011 and Contract Administrator PSMITHXX
needs to Close the Trash Removal contract because it has been

replaced by a new SWC.

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Closing a Contract

Enter a Comment explaining your action

ISearch:
)

Wy Favorites
Emplovee Self-Service
Manager Self-Service
7 Supplier Contracts
= Create Contracts and
Documents

— Document Management
— My Collaborators/vView
Access
[+ Manitor and Update
Agreements
[ Manage Contract Library
[» Search Content
eProcurement
Services Procurement
Commitment Contral
Set Up Financials/Supply
Chain
Waorklist
Reporing Tools
PeopleTools
- Change My Password

F My Personiw s

TGMP TRAINING FN3OTRN - TEST

Home Wiorklist

IApprnved vl

Add to Favorites Sign ¢

*Status:

SetiD: STATE

Contract ID: 42700-023-E-47400-105
Administrator: PSMITH

~ Authored Document

Authored Status: Executed

~ Header

Process Option: General Contract

THE TRASHIMAN

Pamela G Smith 404-851-2175

Version: 2.00 Amendment: 1 IMaintain Dacume

Add Comments Activity Lag
v Document Status

Brimary Contact Infa Thresholds & Motifications

RECYCLING & DISPOsAL Contract Agreement

Vendor: TRASHIMANRE-001
Vendor ID: 0000041325
Begin Date: 0710712008

Expire Date: 095302011
Currency: LUsD CRRNT
Primary Contact:

Vendor Contract Ref:

Description: Trash Remaoval

Master Contract D

empt ISTATE OF G4 Fiscal Year;

Maximum Amount: 8,400.00 USD
Line Released: 0.00
Open Item Relsd: 0.00
Total Released Amount: 0.00
Remaining Amount: 8,400.00

‘ 100.00

You will enter
a comment to
explain the
action being
taken. Provide
as much
information as
possible
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Lesson 2: Amending and Modifying Contracts

Closing a Contract—Add a Comment

Select Major Version and the Configurator and Enter Comments
TGMP TRAINING FN90TRN - TEST

Worklist Add to Fay

Contract Entry

Header Comments

Contract ID: 42700-023-EQ-47400-105
Retrieve

SetlD: STATE
[¥ Retrieve Active Comments Only

*Sort Method:

*Sort Sequence: I.ﬂ\scending vI Sort |

Comment Time Starmp j

Find | View Al First 2 1 of 4 L2/ Last

Inactivate |

Contractis being closed as of 9/30/2011 after being extended for 30 days. This actien is being taken ﬂ@
hecause the contract expired and was not renewed due to the factthat a new SWC was implemented for
Trash Remaoved.

Capy Standard Comments Comment Status:  Active

H

" sendtoVendor [ Shown atReceipt [T Shown atVoucher [~ Copy to Purchase Order

Attachment -"%ﬂa'ihl view | DE|EtE| ™ Email

From -= CMT STATE-42700-023-EQ-47400-105

[

L et

Cancel | Refrezh |

Enter the
comments

If you decided
to attach a
recent
Contract
Assessment
form DO NOT
DO SO HERE.

Instead, go to
Maintain
Document and
attach that
form on the
contract itself
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DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts

Change the System Status to Closed and Save

The System Status for an Expired Contract is Closed

TGMP TRAINING FN90TRN - TEST

Worklist Add to Favorites

Elr
SetlD: STATE *Status: ‘ ‘
Contract ID: 42700-023-E0-47400-105
Administrator: [PstiTH Pamela G Srmith 404-651-3175
~ Authored Document

Authored Status: Executed Version: 200 Amendment: 1

IMaintain Document

Process Option: General Contract Edit Comments atfiity Log
Vendor: TRASHWANRE-00 Contrad Adities Document Status
Primary Contact Info Threshalds & Matifications
Vendor ID: 0000041325 THE TRASHHAN
RECYCLING & DISPOSAL Contract Agreement
Begin Date: 0710712008
Expire Date: 09302011 Maximum Amount; 840000 USD
Currency: usD CRRNT Line Released: 0.00
Primary Contact:
v Open ltem Relsd: 0.00

Vendor Contract Ref:

endor Lontract ke Total Released Amount: 0.00
Description: Trash Remaoval
Master Contract ID: Remaining Amount: 8,400.00

7 Tax Exempt STATE OF GA Fiscal Year: |2011 Remaining Percent:

100.00

Set the
system status
to Closed

To add any
attachments,
you must go

to Maintain

Document
which opens
the Contract

page and

attach the
documents to
the Contract!
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Demo 2.5 Canceling a Contract
Cancel the Pest Control Contract

B Locate the Executed Pest Control contract

B Enter a comment explaining the action being
taken

B Indicate the change in the Renewal Status link

B Go to Maintain Document and attach all related
documents

B Return to the Header and change the system
status to Canceled

Scenario: It is October 10, 2011 and Contract Administrator
PSMITHXX needs to Cancel the Pest Control contract for poor
performance (for cause). He has tried to work with the Supplier for
three months and has seen no improvement. He has an updated
Contract Assessment form, a Vendor Performance Report, a Cure letter,

and a document containing several emails to support this action.

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Canceling a Contract—Enter Comment Explaining Cancelation

Find the Contract to be Canceled and Add Comments

Worklist Add to Favorites Sign out

Elr
SetlD: STATE *Status: |-"~ppr0ved |
Contract ID; 42700-023-EQ-47400-100
Administrator: [PSMITHO1 PETER SMITHO1

Authored Status: Executed Version: 3.00  Amendment: 2 IMaintain Documentl

=00 L OTITIE(

Process Option: zeneral Contract Activity Log
Vendor: ACTIVEPEST-001 Contradt Acthities Document Status
Vendor D 1000438587 ACTIVE PEST COMTROL Primary Contact Infa Threshalds & Motifications
' OF MIDDLE GA INC Contract Agreement

Begin Date: 07/01/2010
Expire Date: 06/30/2012 Maximum Amaount; 9.600.00 UsD
Currency: s CRRENT Line Released: 0.00

i Contact;
Primary Contac Open Item Relsd: 0.00
Vendor Contract Ref:

endortonfractre Total Released Amount; 0.00
Description: Pest Caontral
Master Contract ID: Remaining Amount: 9.600.00
7 Tax Exempt STATEOF GA Fiscal Year: |2011 Remaining Percent: 100.00
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Lesson 2: Amending and Modifying Contracts
Canceling a Contract—Enter Comment Explaining Cancelation

Enter a Comment indicating Reason for Canceling

3

Contract Entry

Header Comments

SetiD: STATE  ContractlD: 42700-023-EQ-47400-100
I¥ Retrieve Active Comments Only Retrieve |

Indicate reason for
Canceling the
contract. Date and
“sign” comment.

*SortMethod: | Comment Time Stamp j *Sort Sequence: IAscending vl Sort

Find | View Al First =1 1.0f 1 L2 Last
Copy Standard Comments Comment Status:  Active Inacivate | Indicate that all
Confractis being canceled as of 10/15/2011 due to documented poaor performance. Al associated ﬂ@ appllcable

documents are attached atthe Cotnract PSMITH 10/15/2017| dOCU ments are

attached to the
=
contract

™ sendtoVendor [~ Shown atReceipt [ Shown atVoucher [ Copy to Purchase Order

Attachment -‘\ﬂaﬁhl |ew| DE|EtE| I™ Email

CMNT STATE-42700-023-EQ-47400-100
0K Cancel | Refreshl

e
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Lesson 2: Amending and Modifying Contracts
Canceling a Contract— Attach Documentation

Enter the Maintain Document Section to Attach Cancel Documents

_Worklist Add to Favorites
El»
SetiD: STATE *Status: |-"~FJDFUVEE' =
Contract ID: 42700-023-EQ-47400-100
Administrator: [PSMITHO1 FETER SMITHO1

IMaintain Documentl

Authored Status: Executed Version: 3.00 Amendment: 2
* Header

Process Option: General Contract Edit Comments Activity Log

Vendor: ACTIVERPEST-001 Contract Activities Document Status

Vendor ID: S 'gi-l;:rgngS;:l?féTROL Zr;:l?amdior:gaec:nlg:: Thresholds & Motifications
Begin Date: 0710112010
Expire Date: 083002012 Maximum Amount: 9,600.00 USD
Currency: USD  CRRNT Line Released: 0.00
Primary Contact Open Item Relsd: 0.00
Vendor Contract Ref. Total Released Amount: 0.00
Description: Pest Caontrol

Master Contract ID: Remaining Amount: 8,600.00

¥ Tax Exempt STATE OF GA Fiscal Year: W Remaining Percent: 100.00

T —
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Lesson 2: Amending and Modifying Contracts
Canceling a Contract— Attach Documentation

Reset to Dispatch to Enable Documents to be Attached

Worklist Add to Favorites

Generation Log
Document Yersion History

/_\f \

]

(0]

>

| U

S ?
B TR R ] o™ Fiwin e Q)
|l

Sponsor: Department: w
c

Document Attributes o

| -

<

Amendment: 2 Created On: 07/06/M10 10:4241 Modif Attachments/Belated Documents .
c

ersion: 3.00 Last Modified On: 07/0710 2:08FM External Contacts List .g
Ctatye: Exeryted Document View Access E
(a)

I Resetto Dispatch I Collaborated On: o
c

CIEale AMEnTment | Approved On: 0710710 2:06:59PM B

©

Dispatched On: 070710 2:07: 14PN 5

Includes Imported Document P ’ &
Executed On: 0710710 2:08:06PM a

(0]

)

3

View and Edit Options: Review and Approval: Other Document Actions: )
View Qriginal Document | Approval Details Import Pricr Document I @
View Docurmnent | Document Modification Summary Deactivate Document | 8

o))

o

o

o

©

)

c

o

[ -

>

aQ

o

@)
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Lesson 2: Amending and Modifying Contracts
Canceling a Contract— Attach Documentation

Attach Cure Letter and Contract Performance Documents

o Customize | Find | == First O 1-9 of 8 LZ| | ast
Files Y Description

AlloWIOr g0 Name Title View Delete
Email

v Amendmentdoc |.i'\menclmen1 to include semvices to building F-2 View [=]

¥ MOAR doc INO}'«}'\ for renewal V/2011-6/2002011 View =
v Contract_Assessment_Form.doc |Contra|:1.i'\ssessment BI2512010 View [=]

3 Signed_renewal.doc signed Renewal 5/21/2010 view [=]
| view [=]

I Cure_Letter.doc |Cure letter regarding poor performance View E|
v Document_with_emails. doc |Document with emails regarding poor performance Wiew E|

I Vendor_Performance_Report.doc |"u"en|:|DrPermrmance Report 10/01/2011 View E|
v Confract_Assessment_Form.doc |Updated Confract Assessment 9!3DI2011| Wiew E|

Related Documents First E 1 of 1 E'

Related Documents

Last

= = : - iz
Customize | Find | View All | &=

Detail=

Allow for Source “SetiD Ad Hoc ID Internal Document Status

Email Transaction

- [saHoe =] [sTAE @ | Q B " & =
QK | Cancel |

?—— \ f w 100
I : = _ [ 1007
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Lesson 2: Amending and Modifying Contracts
Canceling a Contract— Attach Documentation

Return to Contract Header

Worklist Add to Favorites .

EL k3
c

Mew Window | Custemize P 0

(0]

|l

0

Document Management Return to Document Search <
=)}

SetiD: STATE Contract ID: 42700-023-EQ-47400-100 ) ;
<

Vendor ID: 0000438587 ACTIVE PEST CONTROL OF MIDDLEGA INC There IS no i
c

Document Type: 3PD Agency Services Contfract Amendment o
0

Description: Pest Control CreatEd fOI’ E
- o
Administrator: PETER SMITHO1 a Can Celed o
Sponsor: Department. contract :7:,
©

Document Aftributes and yOU dO -8

not Execute E

Amendment: 2 Created On: O7/06M0 10:42AM Modify Atachments/Related Documents 9
©

Version: 3.00 Last Modified On: O7/07H0 3:59PN External Cantacts List 5
Status: Dispatched Document \View Access @
Send to Contacts | Collaborated On: 8
Execute Contract | Approved On: 07/07H0 2:06:58PM o)}

o

Includes Imported Document Dispatched On: 07/07H0 2:07:14PM g
- ——— T ©
\‘—“-_-"‘--__ )

c

A=)

[ -

>

a

[e)

@)
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Lesson 2: Amending and Modifying Contracts
Canceling a Contract— Change Renewal Status to Cancelled

Change Renewal Status to Canceled

Worklist

3
Wuthored Status: Dispatched Version: 3.00 Amendment: 2 Maintain Uocument

Header
Process Option: General Contract Add Comments Activity L og

Activi 3
endor: ACTIVEFEST-001 729”““&”‘:”;3 . TDi':C”TeI': U.;.aiaust -
rirmary Contact Infa resholds & Natifications
endor 10: 0000438587 ACTIVE PEST CONTROL
OF MIDDLE GA INC Cantract Agreement

Begin Date: a7i01/z010
Expire Date: 06/30/2012 Maximum Amaount: 960000 USD
[Currency: UsD CRRNT Line Released: 0.00
[Primary Contact Open Item Relsd: 0.00

endor Contract Ref:

Total Released Amount: 0.00

Description: Pest Control
Master Contract ID: Remaining Amount: 9.600.00
[¥ Tax Exempt STATE OF G4 Fiscal Year: IEU'I'I Remaining Percent: 100.00

Order Contract Options

= Allowr Multicurrency PO I Allowr Open Item Reference [~ Must Use Contract Rate Date

I™ Corporate Contract I Adjust Vendor Pricing First Rate At A

[ Lock Chartfields I” Price Can Be Changed on Order Initial Period Renewsls

P, PO Open Item Pricing

Entry

Contract Renewals

Setl: STATE  Contractld: 42700-023-EQ-47400-100

Renewal Status:| C31281180 7| Rey #: of:

f
Renewal from: El To: [10152011] =

Change the Renewal Status to
Cancelled and enter the date ) ool || st
the contract was canceled in }

the To field

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Lesson 2: Amending and Modifying Contracts
Set the System Status to Canceled
Change the System Status to Canceled

TGMP TRAINING FNSOTEN - TEST

Worklist Add to Favorites S

B :l>_)

New VWindow | Customize 5

| .

H [7)]

{ Contract Y Create Release | ReviewReleases | I I You will get £

(@)}

SetiD: STATE *Ttatus: I ICanceled v| I messaggs thqt =

your actionwill | <

Contract ID: -023-EQ- - .

42700-023-EQ-47400-100 Cancel the E

inistrator: SMITHO1 2

Administrator. |P~ : PETER SMITHD1 contract. (7

2

Authored Status: Dispatched Version: 200 Amendment 2 Waintain DUCU"”E”Tl Click OK to =

)

both £

(@]

.

Process Option: General Contract Add Comments Activity Log messages a

it )

Vendor: ACTIVEPEST-001 Contract Activities Document Status =

Frimary Contact Info Thresholds & Motifications =

Vendor ID: 0000438567 ACTIVE PEST CONTROL 9a

CF MIDDLE GAING Contract Agreement g:)

Begin Date: 07012010 Q

Expire Date: 083002012 Maximum Amount: 9,600.00 USD o

o

Currency: 3D CRENT Line Released: 0.00 g
Pri Contact;

rimary Open Item Relsd: 0.00 b=

Vendor Contract Ref: S

endori.onfractie Total Released Amount: 0.00 S

[}

o

(@)
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DOAS, State Purchasing Division

Lesson 2: Amending and Modifying Contracts

Canceling (or Closing) a Contract with Pending POs

New Window | Help

[ Contract Y Create Release | Review Releases |

SetlD:
Contract ID:

Administrator:

Authored Status:

Process Option:
Vendor:
Vendor ID:

Begin Date:

Expire Date:
Currency:

Primary Contact:
Vendor Contract Ref:
Description:

Master Contract ID:

I Tax Exempt

no L an o s Doz

STATE *Status:
WCS000546-043
ESIE Elizabeth H Eason 404 657 5877
creauted x|
' Cannot cancel contract, At least one active transaction is referencing this contract, (10400,286)
L
General Contract
CISCOSYSTE-00:
0000015795 R L ey ey e oy ) Contradrr‘._ reemem
04/01/2000 MBI SN
06/30/2010 Maximum Amount: 0.00 USD
USD  CRRNT Line Released: 0.00
2 Open Item Relsd: 5,270.76
W
4.2 Total Released Amount: 5,270.76

I Fiscal Year: I_

If this message
appears when you
attempt to Cancel a
contract, you will
not be able to
cancel the contract
until all POs have
been dispatched
and paid.

When this
happens, change
the Status to first to
Open and change
the Expire date to
the Cancelation
date, and then set
the system status
to Approved---until
the PO process is
completed.
Once the PO
process is
completed, return
and change the

status to Canceled

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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DOAS, State Purchasing Division

Setup View Access to Your Contract

Document

[+ My Favarites
[ Emplayee Self-Senice
[+ Manager Self-Senice
= Supplier Confracts
= Create Contracts and
Documents

— y

TGMP TRAINING FNSOTRN - TEST

Worklist Add to Favories Sign out

. . (e
Mew Windaw | Customize Page |

My Internal Contacts / Collaborators

- Document Management

- My Collaborators/View

.CBSS

Defauit Collaborators Customize | Find [ View Al | B First [1] 4 o¢4
Can Edit
User Description Collaborator During
Collaboration
Q M V (=]

Agreements

[ Manage Contract Library
[» Search Content

[ eProcurement

[» Senvices Procurement

[» Commitment Contral

[ Get Up Financials/Supply
Chain

[» Warklist

[ Reporting Tools

[ PeapleTaols

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

Role Level View Access First (U 1 of 1 L7 Last

e

5A_SC_CONTRACT_IMANAGENMENT QL [=

E‘+Auu| JE Update/Display

So all contract
administrators
will have access
to your State
Entity’s contracts

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Linking POs to Contracts

All Purchase Orders should be linked to a contract in the Contract ID
field or should have awarded from a Sourcing Event

Maintain Purchase Order
Purchase Order

Unit: 46100 PO Status: Dispatched A X
PO ID: 0000116286 Budget Status:  Valid

Copy From: | j I Hold From Further Processing

St

*P0O Date: IW El Vendor Search Doc Tol Status: Valid

Vendor |GL-3"-.-"ER';":HGL-EIIZI Yendaor Details Backorder Status: Mone Create BackOrder
*Wendor ID: |E|IZIIZIIZIEIEI€!??8 GLOVER WHOLESALE COMPAMY Receipt Status: Partial

*Buyer: |D'F".KII-JG Deborah King 706-565-4396 *Dispatch Method: IPrint vI Dispatch |

PO Reference: [AC-DJJ 91 Glover SM FOOD

Merchandise: 342503

Header Details BO Activities Add ShipTo Comments Calculate |
PO Defaults Document Status FreightTax/Misc.: 0.00
Edit Comments Requisitions Total Amount: 3,425.03 USD

If open item reference on
contract is unchecked, link
to contract line.

To: I—

Y Aftributes ¥ RFA
Line Item Description SetlD Contract 1D

Catalog ltem Search Line: I Q T Link the PO line to

the contract

e tem Information

Line ftem r Release Milestone
13 | ©, |'Beans, Baked " = STATE  [46100-031-DJJ0000031-0002 Q| 13 7
2 B "Beans. Green " STATE  46100-031-D.110000091-0002 2 8

Copyright © 2009 DOAS/State Purchasing Division. All rights reserved.
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Webinar Summary

(4

sion. All rights reserved.

®

Canceling a
Contract

®

Extending Contracts

Copyright © 2
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DOAS, State Purchasing Division

Questions?
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Support Mechanisms and Processes

H Level O — State Entity trainers and
Super Users

B Level 1 - State Purchasing Division Helpdesk Staff
at 404-657-6000 and
procurementhelp@doas.ga.gov

B Level 2 - State Purchasing Division Business
Analysts

B Level 3 - State Accounting Office Business Analysts
B Level 4 - State Accounting Office Technical Staff
B Level 5 - GETS

86
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Practicing After this Class

You can always practice using the Team Georgia
Marketplace™ user lab environment.

B User lab access for users:
https://tgmp.state.ga.us/psp/fscmlab/?cmd=Ilogin

User lab access for suppliers:
https://tgmp.state.ga.us/psp/fscmlab/SUPPLIER/ERP/h/?tab=DEFAULT

User IDs and Passwords:

B Userids are the same as those used in class (PSMITHXX for
Contract Administrator and LMOOREXX for the Collaborator)

87
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Supplier Contracts Queries and QRGs

Quick Reference Guides

Contract Entry—to enter
Header Page information

Create Document—to create
a contract

Create an Amendment—to
create a Contract
Amendment

Cancel Contract—to Cancel a
Contract

Create Contract Renewal—to
renew a Contract

Create Contract
Agreements—to create a
Contract Agreement

Contract Queries (selected)

m 0S006_AC_SETUP_WRONG-
what contracts are not set up
correctly

B 0SCO005 _AC NO BUS UNIT—
find contracts not linked to
business units

B 0SCO07_AGREEMENT_STATUS
—view agreement codes and
statuses

B 0SCO008_CNTRCT-
NO_ DOC_NOR_EXECT—find
contracts with no documents

B 0SC009 PO NO_CONTRACT—
locate PO’s not linked to
contracts

(00}
(0 0]
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Thank you for participating!
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