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DOAS, State Purchasing Division

Agenda

 Overview of Super User Role and
Responsibilities

e Common Issues in Team Georgia Marketplace
e Updates and Problem Solving

— Strategic Sourcing
* Creating an Event
* Maintaining an Event
e Analyzing an Event

— Contracts: “How do I...”
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Overview

e One Year +

— Team Georgia Marketplace™ is celebrating the completion of one year
of post pilot deployment waves which includes 12 agencies,
approximately 3200 users, and nearly $1.4 billion captured in
addressable state spend. Great job everyone!

* Super User Program

— Super Users were trained before other users, along with agency trainers,
to learn module details and to have the time to prepare for Go Live as
the first line of support. Their support has been referred to as Level 0.

— DOAS would like to enhance the super user program to maximize its
benefits to the agencies. Our goal is to assist your agency create and
sustain a vibrant super user/Level O program that meets the needs of
your users.
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Benefits from Super User Program

Agency Super Users

* Provide rapid access for agency users to Super
User expertise

e Assist users to avoid problems before they
occur

e Monitor and communicate issues and
solutions to all users

e Train new users on agency business processes
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Roles and Responsibilities

* Provide support to agency users in his or her
field of expertise.

 Answer agency user questions and solve
problems when possible.

 Be the conduit between the agency and the
Help Desk.

e Share solutions with agency users.
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Attributes of Super Users

 Knowledge of Agency Business Processes

e Strong experience in the business processes
they are going to support

e Ability to use Team Georgia Marketplace™

e Ability to help users with processes and
problem solutions

* Interest in helping others to succeed
e Time available to coach other users
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Support for Super Users

 Ad hoc classes in all modules
e Updates and webinars specific to Super Users

e Emails with communication on important
information for their modules

e Monthly report on agency issues

* Please send other suggestions to Licia Duryea:
|duryea@sao.ga.gov
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User Group Meetings

e Our User Group meets
— the third Tuesday of the month
— 2:00-4:00 PM
— Room 1816A

e If you would like an invitation to the User Group,
please contact Licia Duryea: I[duryea@sao.ga.gov
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Your Presenter

Title: Business Analyst

Education: B.S. Computer
Information Systems

Contact:

carissa.cox@doas.ga.gov
404-463-4037

Carissa Cox

—State Purchasing Division
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How do | define the Event Summary?

Meodify an Event

Event Summary

Business Unit: 40300  EventlD: DASO000028 Round: A Version: 1 Event Format: Buy

Event Type: RFx RF T’J’FJ'E':I vI Origin: I L Fiscal Year: |i2[l‘l‘l|

Event Status: Cpen Change to Auction Preview Date |EIEH 02010 10:008M EDT
*Evant Name:

*Start Date;

IUEH 02010 10:00AM ECT
Description: S a Date:

IEIEJ'SEIJ'EEI‘IEI S:00PMEDT

LI Copy From:

Category Type: I hal I Purchase Type: j

[T
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Fiscal Year
The Fiscal Year must be four digits.
The user will receive various error messages if the Fiscal Year is not formatted properly.

Definition of Event Dates:
Preview Date:  The time available before an event's start date. During preview, bidders may view the event, and may enter bid data into the system but not post it. Having a preview time for an event is optional.

Start Date:  The date and time at which the event becomes open for bidding.  When the Post Event button is selected for the first time, the Start Date is grayed out and update with the Post date and time.

End Date:  The date and time the event closes, meaning that bids are no longer accepted.  Buyers must remember to make sure the End Date is not set to a State Holiday or Weekend Date
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What Posts to the GPR?

Bid Information

Close Window

Bid Title Statesboro Hangar Door Installation

Bid Number 40300-DAS0000029

Agency 40300-ADMINISTRATIVE,SERVICES AGENCY
Contact Person Faith E Scruggs 404-637-5443

Contact Phone Number
Contact E-mail Address fzith.scruggs@doas.ga.gov
Bid Process RFQ

Purchase Type
Category Type

Date Posted

Bid Closing Date/Time
Last Revision Date
Bid Status
Gowvernment Type

Fiscal ¥ear

Open Market Purchase
Goods

May 5, 2010

May 19, 2010@32:00 PM
May 14, 2010@3:10 PM
Avarded

state

10

Description Information:

this eRFQ.

Pursuant to the State Purchasing Lot
annotated $850-5-50 et. sed.), this electronic Request for Quotes
[eRFQ) is being issued to establish one contract with one gualified
Offeror who will provide for the purchase and installation of a
hangar door at the S5tatesboro location to the (GFeorgia Aviation
Luthority (hereinafter,

[(0fficial Code of Georgia

the S5tate Entity) a= further described in

teamgeorgiamarketplace.ga.gov
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How do I verify that my Event is posted on the GPR?

	Browser to GPR from web browser
	Select Electronic Responses
	Select Bid Status – Open
	Select Government Type (optional)
	Select Government Entity (optional)
	Enter a Title or Description
	Click Search
	Click the Bid Number
	View General Bid Information

If the Event/Bid information is not listed on GPR, contact the DOAS Procurement Helpdesk.	
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When do | use an RFI Event?

* RFI - Request for Information

— The purpose of the RFl is to collect information
about the capabilities of various bidders/suppliers
to allow you to pre-qualify your bidders/suppliers.

— RFI Responses can be scored.

Event nkbench

EventID: | From Start Date: | 5 TosStart Date:] B Sortwith: |[EventD  ¥|

Created By: | . From End Date: I— =] To End Date: I— 5 SortOrder: |Ascending |
E:f,:tﬂt: |RF| -] Egtlegonr | Business Unit: |— ™ Only show Events | created
Event Name: | item ID: I Fiscal‘r‘ear:l_ ™ Use my search defaults
Event Status: | RFI Reviewed x| ItemDescr: | Origin: I_ Search I Reset |
Associated With Plan I L Plan Name | aQ, el = e relcrenear

Search Results

Event ID Name Format Type Origin Buyer Uit Status
DORD000003 License Plates RFI RFx  SPD 47400 RFIReviewed B O =
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RFI events display only event header information and header bid factors; there are no lines in RFIs.
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What are the Event Settings and Options?

Modify an Event

Event Settings and Options

Business Unit. 40200  EventID: DAS0000028 Round: 1 Version: 1 Event Format: Buy Event Type: RFx
™ Allow Bidder XML Downloads RoundVersion Display: | Display Round and Version j
I Bid Required On All Lines ¥ Sealed Event
I Multiple Bids Allowed I Display Bid Factor Weightings

¥ Allow Edit of Posted Bids

Factor Event Score Into:|Tuta| Score j Start Price: Do Mot Display j

Header Weighting: I
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Event Settings and Options:

Multiple bids allowed should always be unchecked.
Start Price Display defaults to Do Not Display and should not be changed. 
Sealed event should always be checked.
Allow Edit of Posted Bids should always be checked and should not be changed.
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DOAS, State Purchasing Division

What do | define on the Payment Terms and

Contact Information page?

Modify an Event

Event Contact Details

*Currency: IUSD Q Exchange Rate
Pay Method: I *I

Payment Terms:l Q
|F'O_IIIEI1EIEIE ')
IFESCHUGG )

Bill Addrs:

Buyer:

Contact Hame: |J|:|hn Williams

Payment & Currency Information

*Rate Type:
Rate Date:

™ Allow bids in other currencies
¥ Tax Exempt

Exempt ID;

Event Contact

Email 1D: ITSCl'ﬂtSt@SED.QE.QDV

Phone: [404-483-5000

ICHHNTQ
|nﬁmafzn1n [#]

|State of GA

teamgeorgiamarketplace.ga.gov
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Event Contact Details:

Check the Tax Exempt option.
Enter “State of GA” in the Exempt ID field.

Enter the Event Contact details, including the phone number.

The Event Contact information details does not have to list the buyer.
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Strategic Sourcing Definitions

e Bid Quantity Rule

— Allow Extra Quantity to be Bid: Select to allow
bidders to place bids for quantities beyond the
requested event quantity up to the maximum bid
guantity.

— Bid Up to Maximum Quantity: Select to allow
bidders to place bids up to a maximum quantity
for the line.
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Strategic Sourcing Definitions

e Bid Quantity Rule

— Quantity Not Applicable: Bidders must enter a bid
price, but not a bid quantity. This option is used
when the award is based on dollars.

— Requested Quantity Required: Select to indicate
that bidders must place bids for the requested
guantity only.
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Where do | define the Bid Quantity Rule?

Create an Event

Line Details

EventID: NEXT Requested Quantity: 2.3000
Line: 1 Start Price: 41.9900
Physical Nature: IG':":":'S =

Description: SPL3 8.5X14 COPY CS

~ Shipping Information Find]ViewAll  First ] 1 or4 [*] Last

[+[=]

Schedule: 1

Quantity: | 2.8000 Due II}atEL:I':'EJ":'-_“'J'E':”':I El FreightTerms:l Q
Ship Via: ICDT'-"”'-*ON Q Ship To: IF'[:'_E'”':”:"l QA ship From: I
* Bid Parameters

Reserve Price: | I™ Bid Required

Min Quantity: | 0.0000 max Quantity: 2.8000
Bid Quantity Rule: Requested Quantity Required j
Alternate Units of Measure: Allow Extra Quantity to be Bid
™ user Defined Price Breaks Bid Up to Maximum Cuantity

Guantity' Mot Applicakle
b Item Specification :
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Amount Only Events – Quantity not Applicable

To access the amount only option:

Click Line Items located in Step 2 of the Event Summary Page
Click Advance Definition Tab
Click Details
Click the drop down for Bid Quantity Rule
Select the appropriate Bid Quantity Rule by line
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How do | Invite Bidders/Supplier to an
event for a related NIGP Code?

Bidder Search

| Bidder Type: IEIiu:Ider :l’ ‘

Q State: I 3

Company: |

ID: | Q ciy | SIC Type: [NGF @
contact | Q country:| @ SIC Code:[21827 Q@
Group 1D: | Q Postal: I—

Group Hame: | Q,

RecommendEliddersl F.ﬂaximumRowsretrie'.redl 99999 search I

Selectall Deselect All

Search Results Customize | Find | View All | 88 First [ 13 o3 [ Last
Bidder ID Name Bidder Company Invite
1 BIDO00A725 Gordon Burns S‘g“” SELssiinas r
2 BIDOONg249 Fatricia Stuut CRITIGEM |l
3 BIDOO10008 Chalonda Smith Ed Benson & Associates, Inc. Il
Ok Cancel Refresh
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How do I Invite additional Bidders/Suppliers for a related NIGP Code?

Click Bidder Invitations located in Step 3 of the Event Summary Page
Click Search for Bidders
Select Bidder Type (Bidder or Vendor) Repeat steps for the other Bidder Type for the same NIGP Code.
Select SIC Type - NIGP
Select or enter SIC Code (NIGP Code)
Click Search
Click Select All
Click Ok
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What are Event Bid Factors?

— Determining what bid factor to use

— Understanding Ideal Response Required

Modify an Event
Event Bid Factors

Event ID: DASOOOO0ZE Bid Factor Weighting Total:

Event Name:  Airline Hangers Remaining Bid Factor Weight; 100.00000

Bid Factors
+
SeqMNbr: 1 *Bid Factor: |BRANDMANUFACTUREC,  Type: Text Weighting: | 0.00000 =]
Question: |Whatis the brand/manufacturers name that you are ;l@ ¥ Display Bid Factor?
quoting? ¥ Bid Factor Res ponse Required
- ™ Ideal Response Required
™ Include on Contract
Ideal: |
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Bid factors are questions that bidders must answer about their products, services, or company.  They are also used to let the bidders/supplier know required documents are attached to the event for downloading.

You can designate that a response is either mandatory or optional for a selected bid factor, and indicate that a bidder must provide a specific response for a bid to be accepted.

Ideal Response Required - The bidder's response must match the specified best or ideal response for the bid to be eligible  for award. Bidders who do not match the specified best or ideal response  may still post their bid, but their bid will be disqualified and will not be eligible for award.  This option should be used with caution; a bidder’s response can be disqualified if their response does not match the ideal response required.

To access Header Bid Factors
         Click Event Header Bid Factors (from main Event Summary Page)
         Click the Look up icon
         Select a Bid Factor

To access Line Bid Factors:
Click Line Items located in Step 2 of the Event Summary Page
Click Advance Definition Tab
Click Bid Factors
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What are Event Bid Factors?

e Event Bid Factors

— Include on Contract (Do not use at this time)

+
SeqMbr: 5 *Bid Factor: IQ'NON":OLLUSWN S Type: Yes/Mo Weighting: I 0.00000 ][]
Question: |Have vouread and do you agree to the Certificate of ;I@ IV Display Bid Factor?
Independent Price Determination and Cerificate of ¥ Bid Factor Response Required
raaltttjanc—:r?rzléﬁénn as stated inthe eRFQ Instructions ¥ Ideal Response Required
I+ Include on Contract]
Yes\No

» Cost Contribution

Comments and Attachments Add Clauses To Bid Factar
™ Select for deletion

Windows Internet Explorer x|

"‘: Header Agreement Q-MNOMN-COLLISION is not effective as of Contract Effective Date, {10420,6100 {18053, 699)
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What happens when I select “Include on Contract” for a Bid Factor and award the event to a General Contact?

While awarding to a General Contract, the system will generate an error regarding the Contract Effective Date.

To clear the error complete the following steps:

From the Analyze Events Total Page:

Click the Add/Edit Factors
Scroll Down to the Associated Bid Factor
Uncheck the Include on Contract option
Return to Analyze Event
Click Refresh
Click Award Details
Go the General Contract being awarded
Click Save 
Click the Post Award button
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What are Line Bid Factors?

e Line Bid Factors

— Default is always “What is your Bid Price”

— Do not remove this bid factor, but you can add
additional bid factors if required at the line level.

Modify an Event

Line Bid Factors
Line: 9 Bid Factor Weighting Total: 100.00000
Item 10: Remaining Bid Factor Weight: 0.00000
Description: Hangar Door Installation

Bid Factors

Seq Nbr: 1 Bid Factor: BID_PRICE Type: Monetary VWeighting: IhUU-UUUUU [ [=]

Question: What is your bid price? ;l@ ¥ Display Bid Factor
¥ Bid Factor Res ponse Required

[ Ideal Response Required
™ Include on Contract

=

Best: 0.000000 Worst: 22000.000000

+ Cost Contribution
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To access Line Bid Factors:

Click Line Items located in Step 2 of the Event Summary Page
Click Advance Definition Tab
Click Bid Factors

The BID_PRICE factor should not be modified in any way.  If the BID_PRICES factor is modified the buyer will encounter errors when trying to award the event.

To add additional line bid factors, click the + (plus sign) at the end of the row.  Select from the existing bid factors or add adhoc bid factors.
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How do | define commments and add
attachments?

Event Header Comments and Attachments

EventID: DAS0000021

Enter Comments First El 10f 2 [} Last
Comments:; El
Flease find the following attachments for Event 40300-DA30000021: ;l
Hangar Door Installation eRFQ Instructions
Sample Contract
i Hangar Photos
¥ Send To Bidder I Include On Award Standard Comments

Add Attachment |

First E 19 of 9 |I| Last

Display Include Include in

Attached File rilashmentDessrplion Bi;_;er Ag_;rd TTouticatony
1 Hangar_Door_Installation_eRFQ.doc |ERFO Instructions ¥ r O a [=]
2 g':_g:]% _ I [sample Contract & r O a [=]
AgencystandardContractforGoodsandancillaryServices do
3100_1378.JPG [Hangar Photo 1 ¥ r C Q@ [=]
4 100_1379.JPG [Hangar Phato 2 ¥ r C a [=]
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Where do I add Comments and Attachments?

Comments and Attachments can be added at the Header level and the Line level of the Event. Comments and Attachments for the overall Event should be placed in the Event Header Comments and Attachments section.

Comments provide additional information to the bidder, without the bidder having to download information.  Good examples of comments would be providing Mandatory Pre-bid information, List of attachments, Delivery Requirements, Q&A Responses Addendums…etc.

Generally, attachments found at the Event Header level are eRFQ Instructions, State Entity eRFQ/eRFP, Agency Contract, Statewide Contract, Special Terms and Conditions, Scope of Work, Questions and Answer Forms, Mandatory SPD Worksheets.

Each attachment should be clearly identified and should have a meaningful description.
Display to Bidder should be checked for each file that the bidder should see.
Uncheck the Include in Notifications option on each file attached

Line Item comments and attachment should be specific to the line.
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Enter Comments

Comments: El

062502010 Version #3 was created to add response for the Questions and Answer |~
period. Please review the Ciuestion and Answer Responses

[~

¥ send To Bidder ™ Include On Award Standard Comments

Add Attachment

First E 19 of 9 E| Last
Display Include

Attached File Attachment Description o On N%s

Bidder Award —
1100_1378.JPG |Picture of Hangar 1 3 r r q [=]
2 100_1379.JPG |Picture of Hangar 2 3 r a [=]
3100_13804PG |F'i|:tL|re of Hangar 3 v r r 2, [=]
4 100_1381.JPG |Picture of Hangar 4 73 r r a [=]
5100_1382.JP0C |Picture of Hangar & 3 r r Q [=]
6 100_1383.JPG |Picture of Hangar & 3 r r Q [=]
T GAA_Statesboro_Hangar_Door_Installation.doc |HangarD|:u:|r Installation eRFQ I r r Q [=]
8 eRFQ_Instructions.doc |ERFO Instructions v I r 4, [=]
4 C!_EII'IEI_.-*'._ST-'EI’[EShIIIFI:I_HEII'IQEIF_DDEIF_lI‘IStEIllEITiIIII'I_l:|5252|:|1|:|.I:|IIII3IOLIES’[iDI‘lS and Answer Respon: W r r Q [=]
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How do I modify or make updates to an Event?

Making changes to the event should be documented in the Event Header Comments area and sent to the bidder, so that the bidder will know what changes were made.  

When entering the comment, include the following: Current Date, Version number and statement of change being made.

Navigation:  Sourcing-> Maintain Events->Event Workbench
	Enter the Event ID
	Click Search
	Select Create New Version icon on the Event that needs to be updated

Make the updates/changes as required
Click the Event Comments and Attachments option
Add a new comment by click the + (plus) option in the Comments section
Save the Event
Post the Event
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How do | use the Event Workbench?

Search Results

Event Workbench
>
EventiD: | From Start Date: | 5 ToStart Date:] ) Sortwith: |EventD v
Created By: | Q. From End Date: | 5 ToEndDate: | 5 sortOrder: |Ascending x|
Event Event . .
Format: I =l Type: = EE‘IEQDW | Business Umt:l ™ Only show Events | created
[tem I : I
Event Name: I | Fiscal Year: ™ Use my search defaults
Event Status: | x| ltemDescr: | Drigir]:l Search | Reset
Associated With Plan I Q. Plan Name | Q Default Search Preferences
S
il Pause i) Resume € Cancel [+ Approval Status EE| Event Histary L5 Analyze Bids
# EditEvent [ MewVersion g7 View Collaberation  [J Collaboration Available @ Collaboration Checked G = Bid History

Event IDx Name Format Type Origin Uit Status

b DASO0000011 REPOSTOF  Buy RFX 233 Lronpjng40300 Awarded B G, i
VEHICLE ... Hi‘:t'gw

' DAS0000012 Auction SenvicesBuy  RFx 233 FpscruUcG40200 Cancelled A':aai:iysze qu

[ DAS0000020 RADAR Buy RFx 401 ..o 0n40300 Awarded BE Oy
ALTIMETER
SY...

b DAS0000021 HangarDoor  Buy  RFX 401 Lgeoigge0300 Awarded B g, =
Instal... e e

Version

I DAS0000028 Statesboro  Buy RFX 401 cronpigg40300 Open Event O &
Hangar ... V

P DAS0000029 Statesboro Buy RFx 401 cpoepoo40300 Pending Award Q@ B O =
Hangar ...

Find | View All

teamgeorgiamarketplace.ga.gov
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How do I check the Status of my Event using the Event Workbench?

	Navigation:  Sourcing-> Maintain Events->Event Workbench
	Enter the Event ID or other Search Criteria
	Click Search

If available, the buttons in the Legend will appear to the right of each event. The availability depends on the event status.
Important options
Event History - Allows the user to view the event version and round history.
Analyze Bids - Indicates that the Analyze Events page is available for the event.
Create New Version – Allows the user to create a new version of the selected event for modifications.   The bidders are not allowed to respond to the event when the buyer is making modifications.
Bid History – Allows the user to view the invitation and bid history for the selected event.
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E’ﬁ Team Georgia Marketplace™

How do | cancel an Award made to a
Purchase Order?

Analyze Events
Analyze Total Analyze Ling  Beview Constraints
Event ID: Round: Version: Event Name:

Award Summary  Award Details  Distribution Defaults

Business Unit:

40300 DAS0000021 1 3 Hangar Door Installation
Event Format: Event Type: currency: End Date: Status: Go To:
Buy RFx sD 03102010 4:30PMEST Awarded ﬂ
o
I¥ Display bids I¥ Display all bids I¥ Display bid scores I¥ Display bid's total bid price I¥ Display factors

First B4 4 of 2 o L ast

Award Details
Buyer: |FESCRUGG

Bidder Hame: Hangar Door Solutions LLE Bidder Type: Vendor
ﬂ Award Currency: IE'*'E'1t :I" usn  Terms: IHED

i1
Award Type: |F'L|r|::hase Order

PO ID: ‘—DDDDDDEE"‘E PO Business Unit: |4':'3':":'

Award Number: 1 Total Award: 103295.0000
Award Awarded Price Extended Price

. Vndriltem inti
—_— L] H
Ling Item IO Rel [tem Description Uol Quantit
9 v Hangar Door Installation JOB 0.5000  103285.0000 516475000 [E

Post Award
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How Do I cancel an Award made to a Purchase Order (PO)?

If the PO has been processed to completion, do not continue with the current steps.
The PO must be in an open status, and it must not have not been dispatched.

From the Analyze Events option
Select the Event ID
Click the Award Details
Select the PO ID that needs to be canceled
On the Purchase Order page 
Click Header Defaults
Select PO Type, click OK
Click red X to Cancel the PO
Answer “Yes” to Continue

The Event Status is updated to Pending Award
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What happens when a Purchase Order from
a Sourcing Event award iIs canceled?

Analyze Events
Analyze Total  Analyze Line  EBeview Constraints Award Sumimary  Award Details  Distribution Defaults

Business Unit; Event I Round: Version: Event Name:

40300 DASO000021 1 3 Hangar Door Installation

Event Format: Event Type: Currency: End Date: Status: Go To

Buy RFx UsD 0310/2010 4:30PM EST Pend Award| |- [Main Contert =l
o

I+ Display bids I¥ Display all bids I¥ Display bid scores I+ Display bid's total bid price I+ Display factors

First [ 1 or2 I | ast

Buyer: |FESCRUGG

Bidder Mame: ~ Hangar Door Solutions LLT Bidder Type: Vendar
Award Type: Furchase Order ﬂ Award Currency: IE'*'E”t :I" Uso  Terms: I”E':'
PO ID: 0000003648 PO Business Unit: |4':'3':":'
Award Number; 1 Total Award; 103295.0000
) Wndriltem - Award ) )
Ling Item D Rel [tem Description Lo Quanti Awarded Price Extended Price
1 v Hangar Door Installation J0B 0.0000  103285.0000 0.0000 B

FPost Award

teamgeorgiamarketplace.ga.gov 26
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What happens when a Purchase Order from an Sourcing Event is canceled?

The Event Status is updated to Pending Award.

The PO ID is no longer linked on the Award Details page of the Sourcing Event.

The quantities of the canceled PO are available to be re-awarded.
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How do | cancel an award made to a General

Contract?

Analyze Events

Analvze Ling Award Summary  Award Details  Distribution Defaults

Feview Constraints

Analvze Total

Business Unit: Event I: Round: Version: Event Hame:

40300 DAZ0000021 1 3 Hangar Door Installation

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx LsD 03M10/2010 4:30PMEST Pend Award ﬂ
o

¥ Display factors
First (4] 2 of 2 |I| Last

¥ Display bids ¥ Display all bids V¥ Display bid scores ¥ Display bid's total bid price

Award Details

Buyer: |CDCOX

Terms: I”E':'

YVendor
Event -

EBidder Hame: Hangar Door Soluticns LLC

Award TH General Contract =]

|4EI3EIEI-4EI1-D.-¢'-.SDDDDI]2‘1-EII]EI‘1

Bidder Type:

Award Currency: 11=0

PO Business Unit: [40300

Contract Id:
Award Humber: 2 Total Award: 103295.0000
) Vndriltem - Award ) .
Liie — lem LeScription uor —.!
Line ltem IO Rel [tem Description Lo Quanti Awarded Price Extended Price
1 ¥ Hangar Door Installation JOB 0.0000  103295.0000 0.0000 |EE

Fost Award

Total Awarded Qty Total Awarded Price Quantity Remaining

0.0000 0.0000

‘ 1.0000

teamgeorgiamarketplace.ga.gov
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How do I cancel an award made to a General Contract?

If the Contract has Open POs associated with it, you will not be able to cancel the contract.

From the Analyze Events option
Select the Event ID
Click the Award Details
Select the Contract ID that needs to be canceled
On the Contract Entry page 
Select Canceled from the Status drop down box
Click Ok to continue
If re-awarding,  Click “Yes” to “Would you like to put the contract quantity back to the related sourcing award?”
If the quantity will not be awarded, click “No.”

We are re-awarding, Click “Yes.”
Click Save
Close the Contract Entry page

From the main menu, browse back to the Analyze Events for the Event.
The Contract ID is no longer linked on the Award Details page of the Sourcing Event.
The Quantity Remaining on the Award Summary page has been updated.


S

@ﬂ Team Georgia Marketplace™

DOAS, State Purchasing Division

| awarded my event. Why Is the Event
Status still showing Pending Award?

Analyze Events
Analyze Total Analze Line Review Constraints Award Summary Award Details  Distribution Defaults
Business Unit: Event ID: Round: Version: Event Name:

40300 DAS0000021 1 3 Hangar Door Installation
Event Format: Event Type: Currency: End Date: Status: Go To

Buy RFx UsD 03M0/2010 4:30FM EST - I

Award

Line [Hem ID Requested Event Price Extended Amount Quantity

Qty

k 1 Hangar Door Installation 1.0000 30000.000000 30000.0000 0.0000
Select Hame Awarded Q Total Line Amount Extended
- Amount
I Hangar Door Solutions LLC 0.0000 103295.00000 0.0000
- Hangar Door Solutions LLC 0.0000 103295.00000 0.0000

Add Award for Selected Bidder Schedule Defaults

Event Award Summary:

Recalculatel

0.0000

Total Awarded Qty Total Awarded Price Quantity Remaining
0.0000

Award

Quantity
Remaining Line Status

[cxl

Amount

0.0000  1.0000

teamgeorgiamarketplace.ga.gov
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I awarded my event, why is the Event Status still showing Pending Award?

If you do not intend to award a particular line, set the Line Status to Close.

The Event Status will remain at “Pending Award”  if a portion of the event has been awarded, and there is quantity remaining.  The Event Status is updated to Awarded when all lines of the event have been awarded or when the remaining lines are Closed.



S

E’ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

How do | define the Award Detalls to the
Bidders?

Analyze Events

Analyze Total Analyze Ling  Beview Constraints

Award Summary  Award Details  Distribution Defaults

Business Unit: Event ID: Round: Version: Event Name:

40300 DAS0000021 1 3 Hangar Door Installation

Event Format: Event Type: currency: End Date: Status: Go To:

Buy RFx sD 03M0/2010 4:30PM EST Awarded ﬂ
o

I¥ Display factors
First E 1 of 2 o Last

¥ Display bid's total bid price

I¥ Display bids I¥ Display all bids I¥ Display bid scores

Bidder Name: Hangar Door Solutions LLE Bidder Type: vendor Buyer: |FES-:R|_|.3.3
Award Type: Purchase Order ﬂ Award Currency: |Event Il usp  Terms: I”E':'
PO 1D 0000003548 PO Business Unit: |5'3'3':”:'
Award Number: 1 Total Award: 103295.0000
) Wndr/ltem _— Award ) )
LIE = ltem Descrption 1 gurdl
Ling ltem ID Rel [tem Description Lo Quanti Awarded Price Extended Price
1 = Hangar Door Installaticn JOB 0.5000 103295.0000 51647.5000 [HE

Post Award

teamgeorgiamarketplace.ga.gov
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Show Award Details to Bidders

Display bids
Select to display the award details to bidders.
Display all bids
Select to display all bids to bidders. If not selected, only the awarded bids appear.
Display bid scores
Select to display the bid scores to bidders.
Display bids total bid price
Select to display the total bid price for each bid. 
Display factors
Select to display bid factor responses to bidders.
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E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

What happens if your bidder becomes a
supplier prior to the awarding of the event?

— The system will error and awarding may take
longer than normal.

— Technical Support will need to update the
associated Supplier’s profile

— The bidder will need to register as a supplier
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What happens if your bidder becomes a supplier prior to be awarding of the event?

Our technical support team is currently working on a permanent resolution to prevent this from occurring.
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What’s required on the Distribution Default

page”?

 What happens when my Event starts with a
requisition?

Award Details
Bid I1D: 1 Bidder Setid: STATE Bidder ID: 0000478475 PO Business Unit: |4E'3'3E'
Distribution
*Account FFund *Dept *Fund Src | Program Class w Project Activity
1100001 Q |1 Q_ [4030104000 Q |01 Q| Q| Q| Q| Q | Q,
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What are the requirements for the Default Distribution Page?

Each award must have the required Distribution Default values: Account, Fund, Department, and Fund Source

Regardless of the Event being created with a requisition, the four required fields are still required during the sourcing event award process.


S

ﬁ,'ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

Copying transactions into an Event

Create an Event

Line Items

Business Unit: 40300  EventID: MNEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx

Your event may consist of items from your itemn catalog and, optionally, ad-hoc items. You can create the event lines manually, ar by
copying lines from an existing event ar template, or other allowed transaction types.

Copy From: J _I

Line lfems  popmrmen

{ Basic Defini| Delimited File

[term Master N N .
e ltem IO Purchase Order Cateqory COD *UOI Qty Start Price

. M
Customize | Eind | View All | &=

Ext. Amount Weighting

First E 1 of 1 |I| Last

—4 ||_

I Request For Information = R | Q| Q| |

Requisition

Event Total: 0| Scurcing Event
Zourcing Template

Line Weighting Total: 0 %  Remaining Weight: 100 %

| 0.00000 =

Requisition Lines to Copy
Select All O  peselectal

Sel [ltem 5etlD [tem Description Quantity UOII Price Currency

-
-

STATE
STATE

SPLS 8.5X14 COPY CS
POINTER LASER METAL

2.8000 EA
1.0000 EA

41.99000 USD
34.92000 UED

teamgeorgiamarketplace.ga.gov
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When copying a requisition into an event, verify the lines that are copied to the sourcing event.
If the item description of the requisition is not unique, the system will combine the two line items on the sourcing event.  The item description must be unique.
Check the attachments and comments.

When copying a Sourcing Event into an event:
You must run the Recommended Bidders option again to get an updated list of invited bidders.
You must re-attach Header and Line attachments.
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E’ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

Completing the Award Process

[ Contract Y Create Release | Review Releases |

Setll;
Contract ID:

Administrator:

* Header
Process QOption:
Vendor:

Vendor 1D

Beqgin Date:

Expire Date:
Currency:

Primary Contact:
Vendor Contract Ref:
Description:

Master Contract 1D

¥ Tax Exempt

™ Allow Multicurrency PO

STATE *Status:

40300-233-DAS0000011-0001
[FESCRUGG

General Contract

REDTOPALICT-001

IApprnued "'I
Add a Document |

Faith E Scruggs 404-657-9443

Add Comments

Contract Activities Daocument Status

THE RED TOF AUTO

Frimary Contact Info Threshaolds & Plotifications

Lo

0000452960

AUCTION Contract Agreement
08M0/2009 AMOLr MImar)
06/30/2010 Maximum Amount:

sD CRRMNT
1 Corey Sanford

Open ltem Relsd:

Total Released Amount:

REPOST OF VEHICLE ALCTION SERY

Line Released:

573,000.00 UsD
0.00

0.o0
0.o0

|58'1'125E!4-4 Fiscal Year IEU'“:'

* Order Contract Options
™ Must Use Contract Rate Date

™ Allow Open Item Reference

teamgeorgiamarketplace.ga.gov
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Completing the Award Process

When awarding to a PO make sure the PO is process to completion:
Approve Amounts
Approve Chartfields
Budget Checked
Dispatch

When awarding to a General Contract, it is required that the following is complete:
Assign the Contract Administrator/Buyer
Begin Date and Expiration Date
Tax Exempt
Fiscal Year
Maximum Contract Amount
Uncheck Allow Multi Currency PO
Add Thresholds and Notifications
Change the Contract Status to Approved


E Team Georgia Ma FKEtmaCETM DOAS, State Purchasing Division

Your Presenter

Title:
Functional Consultant

Team Georgia
Marketplace

Kyle Morton
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E’ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

Menu =2

« Create Contracts and
Documents

— Contract Entry
— Document Management

— My Collaborators/View
Access

— Contract Alert Waorkflow

[> Moniter and Update
Agreements
[ Manage Contract Library
[ Supplier Contracts Setup
[ Search Content
[ Contract Release
Processes

[» Related Links

[» ltems

[> Vendors

[ Purchasing

[ eProcurement

[» Services PFrocurement

[» Sourcing

[» Project Costing

[» Accounts Receivable

[ Accounts Payable

[ Asset Management

[ Commitment Control

[ General Ledger

[» Set Up Financials/Supply
Chain

[> Worklist

[ Tree Manager

[ Reporting Tools

[- PeopleTools

[» Fund Source Distribution

[» Labor Distribution

How do | assign a business unit to a contract?

e Validating agency contracts are set up
correctly — Assign your business unit

;” Contract Y Create Release | Review Releases |

Open vl

SetlD: STATE *Status:
Contract ID: 42700-401-DHS0000048-0001
Administrator: I Q Add a Document |
~ Header
Process Option: General Contract Add Comments Activity Lo
Contract Activities Document Status

Vendor: IPAULKCOREY—U[ @, vendor Search

Primary Contact Info Thresholds & Motifications

|0000478658 3, PAULK,COREY

“Vendor I: Contract Agreement
*Begin Date: [o8i0272010 B Amount Summary
Expire Date: | [ Maximum Amount: | 000 sp
Currency: IUSD a ICRRNT a Line Released: 0.00
Primary Contact: | | Q
rimary | Open Item Relsd: 0.00
Vendor Contract Ref:
‘endor Contract Ref Total Released Amount: 0.00
Description: |Parent|ng Time-Child Access-Vi

Master Contract ID: I Q
ISTATE OF GA Fiscal Year: I

¥ Tax Exempt

Item Reference [~ Must Use Contract Rate Date
ndor Pricing First Rate Date:

Be Changed on Order

06/02/2010
[¥ Initial Period Renewals

—| PO Cefaults PO Open ltem Pricing I Non-Profit

~ Voucher Contract Options

teamgeorgiamarketplace.ga.gov
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Every agency contract must be assigned to the business unit by clicking on the PO Defaults link.  
If this step is not done, the contract cannot be linked to a purchase order.
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E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

What fields do I complete on the PO

- defaults?
e Validating agency contracts are set up

correctly — Enter PO Defaults page

PO Defaults
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Validate the correct business unit is entered and click OK.


Team Georgia Marketplace™ DOAS, State Purchasing Division

How do | run a guery to find contracts not
linked to a Business Unit?

e Run query: 0SCO05 AC _NO_BUS_UNIT

Contract like: |42?%

QK | Cancel |

[ Records Y Query ) Expressions | Prompts ' Fields ) Criteria | Having j WiewSaL | Run
Contract like = 427%
| Berun Cuery | Download to Excel 1-33 0f 33
\.Fndr Corp Dpen
Child support
STATE |4, STATE |00000G69223 |0 calculator g EUBASHA |10/04/2009 | 06/30/2010 | GAMBSHA 377610.0000Y
427-095- JAMITORIAL
2 |STATE 0016 STATE |00001651581 (A SERVICES MEREYUM |11/01/2009 | 06/30/2010 |MEREKYUM |Y 5200.000 N
3 |aTATE gﬁ;ﬁ? STATE| 0000010828 | A 'F”E;{NTENANCE- MERKYUM |07/01/2009 |06/30/2010 | MERKYUM |Y 0.000 [N
497-095- EQUIPMENT
4 |STATE STATE | 0000004274 (A LEASE, MEREKYUM |0F/01/2009 | 06/30/2010 |MERKXYUM |¥Y 16560.000 N
006873
POSTAGE
R ISTATF 427-095- STATF INNNNARRETA | A MAIMTERARTFE IMFREY! M IO7M0A2000 INARAPNAN TMERENYL I 1Y A200 NN ik
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Prompt:  Enter business unit and wildcard (%): XXX%
	business unit and origin and wildcard : XXXXX-XXX%
Query will return any contract where the Business unit was not validated on the PO defaults page.



=

E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

How do I enter an agency contract?

(=B
{ Contract Y Create Release | Review Releases |

SetiD: STATE *Status: Apprgve

Contract 1D: 42700-401-DHS0000048-0001
[BAZHANN

Add a Document

Enter maximum
amount

Annette Bazhd  Status must be
Approved to link to a

Administrator:

Contract admin
should be
completed.

Begin Date: 06252010
Expire Date: 06305201 AxXimum Amount: 0.00 UsSD
Currency: USD Expiration date & eq:
should be ased: 000
Primary Contact completed. \m Relsd: 0.00
Total Released Amount: 0.00

=-Child Access-Vi

Fiscal Year: [_

™ Must Use Contract Rate Date

Rate Date: 06/02/2010

™ Lock Chartfields I Price Can E Allow open item Renewals
reference unchecked
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For an agency contract to be entered correctly:
1.  The person responsible for the contract should be entered in the Administrator field.
2.  The expiration date of the contract should be entered.
The Corporate contract flag should be unchecked on agency contracts.
The 4 digit Fiscal year the contract was initiated in should be completed.
The maximum amount of the contract should be entered, enter estimated spend for open contracts.
Check the Allow Open item reference flag if PO lines need to be tied to the contract header, or uncheck if the contract will have lines and the PO lines will be tied to the contract lines.
After completing the contract, set the status to Approved so a PO can be linked to the contract.


S

@ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

How do | find out what contracts are
not set up correctly?

e Run query: 0SCO06_AC SETUP_WRONG

Contract like: [427%

Ok | Cancel |

[ Records | Query | Expressions | Prompts | Fields | (Criteria | Having | View3QL ¥  Run
Contract like = 427-93-1010015%

| Eerun Query | Download to Excel

Corp
. : Vndr Status i Entered | . . Year
Contract SetiD Vendor Descr Buyer| Begin Dt M E.cnntlzact P

1(STATE 10100155~ |STATE | 0000014807 (O Multi Funded QOEM0A2040 (06302010 [SURIMAD | M 330669.000|Y 2010
g9 Amendment
427-93- MULTI

2|5TATE |10100156- |STATE |0000010330|0 FUMDED 06/01/2010 [06/30/2010 [ SURIMAD M 231470.670|Y 2010
a9 AMEMDMEMT
427-93- MULTI

3(STATE | 10100159- |STATE | 0000013892 (0 FUMDED Q06012000 (06302010 [SURIMAD | M 26870.000|Y 2010
a9 AMEMDMEMT
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Prompt:  Enter business unit and wildcard (%): XXX%
	business unit and origin and wildcard : XXXXX-XXX%
Query will display results for contracts where the current date is after the begin date of the contract and the contract meets one of the following criteria:
It is not set to Approved or Cancelled.
The buyer is not populated.
The Expiration date is blank.
The Corporate contract flag is checked. It should be unchecked for agency contracts.
The Maximum amount of the contract was not entered.  Open contracts should have estimated spend.
The Open item reference is not checked.
The Fiscal Year is not entered.
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DOAS, State Purchasing Division

How do | set an agreement code”?

e Using agreement codes on contracts

[ Contract ' Create Release | Review Releases ||

SetiD: STATE *Status: |0F’E” s |

Contract ID: 42700-401-0000005671
Administrator: GAMBSHA Q

Shataquia G. Gam
Temporarily set to
Open

Authored Status: Draft Version: 1.02 intain Document

Process Option: General Contract Add Comments Activity Log
Vendor: ITAL)(—UU1 Q. Vendor Search Confract Activities Document Status
“Vendor ID: |—0000016965 @ TALX CORPORATION E':rlmagf Contact Info Thresholds & Motifications

*Begin Date: [osi0112010 Bl
Expire Date: [oarz0/2010 B

| 1575400 ysp
Currency: IUSD Q ICRRNTQ

0.00
Primary Contact: | Q Select Contract
0.00
Vendor Contract Ref: | Agreement 000
Description: [4RRA FUNDS 2010 :
Master Contract ID: I Q Remaining Amount: 15,754.00
¥ Tax Exempt ISTATE OF GA Fiscal Year: |2010 Remaining Percent: 100.00
~ Order Contract Options
| gl YTPNTRY T RYFORe——— Y [F Allrass s Baos Dafaranen I Bliact Hlen Fandract Data Padn
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Temporarily set the contract to Open.  After adding the agreement code, set it back to approved.
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E’ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

How do | set an agreement code?

Contract Header Agreement Assignments

SetlD: STATE Contract Status:  Open

Contract D 42700-401-0000005671 Expire Date: 093052010

Description; ARRAFUNDS 20 Begin Date: 06/0142010
Select the

Agreement Code Find | View All  First [
*Sequence: I 10 Compliance Status: Mot Set E|
*Agreement Code: |sPD_cPo2s5 Q

*Agreement Description; |SF'D form CPO25 - Contract Assessment Report

*Result Type: INnne vl

Enter the target/due date
Target Date:

Hotification Comments: |F'Iease complete and attach a contract assessment report :I

Financial Implication:

Select to set up

notifications
&

I¥ Include In Contract Document _ - 4l
Clause Assignments Workflow Assignments

First [ ‘| Last

Verification Steps
Details LComments

Assign who should
upload the document

_ . . =2
Customize | Find | &= 1 0f 1

AP " *Duel Start Notify
Verification Method —Due/Start Noti
Date

[10  |ContractAssessmentRep  |Stacey Stith 404-657-8:CQ,  |Attachment =| [0831/2010 [  No Start =]

*Step Description Activity Status
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An annual contract assessment report should be attached for each agency contract.
You should set this as an agreement code on each agency contract.  The target date is 30 days prior to expiration of the contract; however, it can be updated.



S

E Team Georgia Marketplace™

DOAS, State Purchasing Division

How do | set workflow notifications?

Contract Entry

Contract Header Workflow Assignments

SetlD: STATE Contract Status: Open Begin Date:  06/01/2010
Contract ID: 42700-401-0000005671 Expire Date:  (09/320/2010
Descriptior
Agresmen Add a row for who should upload the form and a row for D_CP0D25 Set the days for
Agreement  Who should be notified when it is done or if it is past due. natification.
Customize | Find First 5 4-2 of 2
i Notify On Reminder Final Passec
*Sequence *Motification Type te User Type Recipient Hame *Email Address *Sequence Status Number Of Reminder Target
? Change Days Prior Days
| 10 [Verification step =] [10 @ [internal v [Stacey Stith 404-657-885 @ [sstith@dhr.stategaus | 10 [ | 10 5 ¥
| 20 |.-"-\greement j |Interna| j |Annette Bazhaw 4.656.46 O, |anbamaw@dhr.state.ga.t | 20 v | | v

oK | Cancel |
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This page is used to set up workflow notifications.  Assign who should be notified that a step or agreement needs to be completed and who to notify when the agreement status changes.
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E Team Georgia Marketplace™

DOAS, State Purchasing Division

How do | enter compliance comments?

[: Employee Self-Service B
[> Manager Seli-Service
= Supplier Contracts
[ Create Contracts and
Documents
= Maenitor and Update
Agreements
[» Setup Agreements

Update Agreement Statuses

*SetlD:

[sTate @

[42700-401-0000005671 a

—

Verification Step Owner: | Q

Results to Include:

*Contract ID:

— Update Procurement Info

— Monitor Agreement Contract Line:

Compliance
— Review Agreement

Statuses

[- Manage Contract Library

[> Supplier Confracts Setup

[ Search Content

[» Contract Release

Compliance Status: |

Search

Processes -
[ Related Links Agreements Retrieved Click on the code to
I* ltemns update
I: Vendors SetlD  Contract Agreement

nd Cod
[ Purchasing a €

[» eProcurement

[ Senvices Procurement
[ Sourcing

I Project Costing

[» Accounts Receivable

SPD fo
Assest

1 STATE  42700-401-0000005871 - HEADER 10-SPD CP025

Wew Window | Help | Custornize Page |

 Header Agreements Only
” Line Agreements Only
¥ Header and Line Agreements

SetiD: STATE

Contract ID: 42700-401-0000005671
Vendor ID: 0000016965

Vendor Name: TALX CORPORATION

Contract Agreements

*Compliance Status:

Contract Status: Approved
BeginDate: (/12010 Maintain Document
Expire Date: 09/30/2010

Actual Result:

L« 1]

Agreement Sequence: 10

Agreement Code: SPD_CPO025

Agreement Description:  SPD form CP025 - Contract Assessment Report
Result Type: Text

Negotiated Result: | ﬂ

Target Date: 08/31/2010 Enter comments that

Notification Comments: IPIease complete and attad

can be reported.

Compliance Comments: |Enter compliance comments here.

€

Click here

Financial Implication: I
[¥ Include In Contract Document

Return to Contract Status Search

teamgeorgiamarketplace.ga.gov
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The user you set on the workflow notification will get an email and worklist with a link to this page.
Click on the agreement code to update the agreement code.

Enter any compliance comments that would be helpful in a query.
Click the Contract Verification link.


S

E’ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

How do | verify the steps?

Contract Verification Details

SetiD: STATE Contract Status:
Contract ID: 42700-401-0000005671 Beqin Date:
Vendor 1D: 0000016965 Expire Date:
Vendor Name: TALX CORPORATION

Agreement Code: SPD_CPD25

Agreement Sequence:
Agreement Description:

SPD form CP025 - Contract Assessment Report

Verification Steps
Set the status to

Approved

06/01/2010
09/30/2010

10

First %] 1 0f4 [¥ Last

Verification Step: Completed SetiD: STATE Contract Status: Approved
Descripfion: Contract ID: 42700-401-0000005671 Begin Date: 06/01/2010 4”“3‘”“‘” Document
Due Date: Verification Step Ow
“Activity Status: Verification Metnog: ¥ endor ID: 0000016965 Expire Date: 09/30/2010
Notification Comments: IPIease complete and attach a contract assessmentrep  Vendor Name: TALX CORPORATION
Upload angther File Contract Agreements

Files Agreement Sequence: 10 *Compliance Status: Compliant
Attachment Agreement Code: SPD_CP025 Set Status to
Semence Ag nt Description:  SPD form CP025 - Cont compliant after all
¥ 00 : orm - Contr
[ A e o [2010 Contract Assessment R steps are completed.
JEETISEEE TR TEEAICE Result Type: Text
. 0K | Cancel | Negotiated Resuit: ;I *Actual Result: 2010 Contract Assessment ;I
affached
= Enter Actual - =
Results
Target Date: 08/31/2010
MNotification Comments: |Please complete and attach a contract assessment report
Compliance Comments: |Enter compliance comments here. d@

Financial Implication:

teamgeorgiamarketplace.ga.gov
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Upload the Contract Assessment Report, name the attachment as the Year and Contract Assessment Report.
Set the Activity Status to Completed. Click OK.

After all the steps are completed, set the status to compliant, enter results and click Save.


@ﬂ Team Georgia Marketplace™

DOAS, State Purchasing Division

How do | view all agreement codes
and status?

— Run query OSCO07_AGREEMENT_STATUS

Buy Agree ID: |4E?%

QK | Cancel |

{ Records ! Query Y Expressions )| Prompts | Fields | Criteia | Having | View3QL ¥  Run
Buy Agree ID = 467%
| Eerun Query | Download to Excel 1-9 of 9

I N e = T

gggggﬁ;ﬁéﬁ 0000000126 |fsdKlafsdKi] BISHOMO1 |CO_INFORMATION |COMPANY INFORMATION ggtt 121012010
2 gg;ggg?tz 0000069998 g:ﬁ!;ﬂ”ﬂ” TCFire | 2 0GERG00 | CO_INFORMATION gg::; iﬁgéﬁigﬂﬂf”' ggtt 06/30/2010
3 gggggfﬁa‘g 0000069998 ;i:ﬁ!ﬁﬁ“ﬂ” TCFire | o N GERGOD | QUANTITY fergzilfsefffgﬁi;fﬂ”eegf“;’;wice g:‘tt 12/29/2009
et 0000146773 L e+ [BALLLOO  |co_INFORMATION |t e |get  |0530/2070
=146700-203- mnmmane sl D | mennn lmn miamsesrina: COMPANY INFORMATION - [Not | o mimnan
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DOAS, State Purchasing Division

How do | make my contract viewable
to other Contract Administrators?

[ My Favorites ;l Mew Window | Hr
[ Optim PE Archiving
[ SRM Custom
[» Mews and Announcements
b SAO Technical My Internal Contacts / Collaborators
[ Employee Self-Service —
[ Manager Self-Senvice Default Collaborators Custornize | Find | View All | = First [1] 1 or 4 [] Last
= Supplier Contracts Can Edit
= Create Contracts and User Description Collaborator During
Documents Collaboration
— Contract Entry
— Document Management I Q 02 v =

— My Collaborators/View

Enter this role so all contract
admins can view your contracts

Access

— Contract Alert Workflow Role Level View Access
[ Monitor and Update

Agresments Role Name 12 eIl
[» Manage Contract Library GA_SC_CONTRACT_I«JANAGEMENTFQ G4 _SC_CONTRACT_MAMAGEMENT =
[» Supplier Contracts Setup
[» Search Content
[» Contract Release

Processes —
[ Syndication and

Messaging
[ Related Links

[» terns Bl save | [=] Motify | E Add Update/Dizplay
[ Vendors

[+ Piirrhasinn

-irst E 10f1 IE Last
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So all contract administrators will have view access to your agency contracts, set up your Contracts View access


E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

How do I import contract documents?

/ Contract Y Create Release | Review Releases |

SetlD: STATE *Status: Iﬂppmved 'I i
Click Add

Contract ID: AGT00-490-000007F75A
Administrator: [JACKSBOO Q Bonita J Jackson 404-656-6132 Add a Document |
* Header
Process Opfion: Purchase Order Edit Comments Activity Lo
Vendor: SCARBOR&SO-001 Contract Activities Document Status
Primary Contact Info Thresholds & Motifications
Vendor ID: 0000010781 SCARBOR AMND SOMS
Contract Agreament

Create Document

Source: Purchasing Contracts h
SetiD: STATE te r'Sn?:)IIztc; T:E d 46700-490-0000008131
Vendor ID: 0000438813 CKT FARM
*Document Type: | GDC Senvice and Maint Contract

Configurator ID: |GDC_SERVICE_MAINT
*Description: |Enter contract description here
*Administrator: |JACKSBOO

Sponsor: |

Department: [ a

Create Document l Import Document

47
Save
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Presentation Notes
In FY 2011 any agency contract being renewed must have the original contract imported as well as any renewal information.
From the contract header page, click the Add a Document button.
Choose the correct Document Type, enter the contract Description and click the Import Document button.
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E’ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

How do | import contract documents?

Document Type: | GDC Service and Maint Contract = |
Sponsor: | &}
*Administrator: ||.{|,||:]RTGN Q, Kyle M. Morton 404-46
Department:
| | Q Choose an Import
*Description: |From RFQ ID 0000006886

" Current ContractDocument
(Current ContractDocument with no formal amendments or history to load.)

" amended Contract
(Single current contract as fully amended requiring an amendment number, History is optiop
" Amended Contract and Amendment
(Current contract as fully amended and a current separate amendment summary file. History is optional )

¥ Original and Amendment

Current Version
Details

Option based on the
state of the contract.

{Original contract as originally =igned and a current separate amendment summary file. GﬁmPIEtE thE UE'I'SiC'n
and status.

Type i Version Amendment Status Status Dat Status Time  Upload  Clear
Original Contract [1.00 Executed [o7i012000 ) | Upload| Cleai]
Amendment File |100 |1 | Draft 07/01/2010 pload| Clea]

Upload the
documents

To specify Prior Versions enter an Amendment number greate

Done with Import | Cancel |

teamgeorgiamarketplace.ga.gov
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Presentation Notes
Choose the correct Import Option based on the state of the contract.

Enter the versions and dates, and upload the documents.

Click Done with Import after the documents have been uploaded.
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E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

How do | import contract documents?

Document Type: |GDC Senvice and Maint Contract j

Sponsor: | Q
"Administrator: - [KORTON Q. Kyle M. Morton 404-463-4066
Department: I Q
*Description: [From RFQ 1D 0000006885 Choose the Import
Option based on the
" Current Contract/Document contract status.

{Current ContractDocument with no formal amendments or history to load.)
" Amended Contract
(Single current contract as fully amended requiring an amendment number. Hizgtory iz optg

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

¥ Original and Ame
{Original contract as ¢ Documents should

include the contract Enter the version,
number. status and dates.

Current Version
Basic Info

File Name Version Amendment Status Upload Clear
Criginal
Contract JOOOOEI00EX0000000 pdf | 1.00 Executed |DTID‘II2EJDQE1'J | U|ZI|IIE|I:|| Clearl
Amendment 0000000000000
File 2011 RENEWAL bt [ 100 |1 Drat  »| [07/01/2010 3 | Upload %

To specify Prior Versions enter an Amendment number greater than 0 in the Current Version grid.

Dane with Import Cancel |
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Presentation Notes
Choose the correct Import Option based on the state of the contract.

Enter the versions and dates, and upload the documents.

The contract documents should include the contract number.
 
Click Done with Import after the documents have been uploaded.
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E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

How do | import contract documents?

Mew Window | H

Document Management

Return to Document Search

SetiD: STATE Contract ID: 45700-490-0000006886
Vendor ID: 0000009776 SOUTHERM STATES
Document Type: GDC Senvice and Maint Contract
Description: From RFQ D 0000006886 —
B Add additional
Administrator: Kyle M. Marton 404-463-4066
documents here.

Sponsor: Department:

po pa ex: Insurance

Docu

[ If imported as letters

draft, approve

Amendment: 1 and execute. Created On: 07/01/10 12:00A4M Add AttachmentsiRelated Documents
Version: 1.00 Last Modified On: 07/07HM0 8:02AM Esxternal Contacts List
Status: Draft Document View Access

Send to Contacts |

Imported Document
View and Edit Options: Review and Approval: Other Document Actions:
Wiew Qriginal Document | Route for Collaboration | Recreate Document |
View Document | Preview Approval | Impaort Frior Document |
Edit Document | Submit for Approval | Deactivate Document |

Bypass Appraovals

_lDucument Yersion History
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Presentation Notes
If there are additional documents to import, attach using the Add Attachments/Related Documents link.

If the renewal or contract was imported in draft status, approve, dispatch and execute the document.
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E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

How do | find a contract where there iIs

no document?
e Run query:

0SC008 CNTRCT NO DOC_NOR_EXECT

{7 https://saofn.state.ga.us,/psc,/sao_4,EMPLOYEE/ERP/q/?ICAction=ICQ N [=] !
—— — —
=" = I https: | fsaofn.state,ga.usfpscfsan_4/EMPLOYE > || & 4 || 2 IG::u:u e B ok
S A e LR ga.uspsc/sao_df =1 & |42 x| feoo o
File Edit ‘iew Favworites  Tools  Help
-
A Ehttl:ls:,I',I'SEIEIFI‘I.StatE.I;IEI.LIS,I'I:ISE,I'SﬂD_"r,l'EMPLO"l"EE,I'ERP,I'...| | ﬁ = £ @ = IﬁvF‘age = Toadls -
. e
Contract like: |4E1% =
View Results |
t A B C D E F G H
. ln 1 [CONTRACT N[ 14
| === 5 |setiD |contract |vendor |status |Descr |BeginDt  [Expire Dt |
3 [STATE 46100-324-DJJ0000021-0001 0000010567 A SPEEDQUEEN WASHER & DRYER 5/29/2010 6/28/2011
4 |STATE 46100-324-DJJ0000044-0001 0000036625 A Washing Machines & Tublers-a 10/21/2009  10/21/2010
5 |STATE 46100-324-DJJ0000032-0001 0000430473 A Resident Monitoring Device 10/22/2009  10/22/2010
6 |STATE 46100-049-DJJ0O0000E5-0001 0000001367 A SUMTER YDC FY10 2ND QTR FOOD B 11/17/2009
7 |STATE 46100-049-DJJ0000047-0001 0000403433 A SNACK & HYGIENE 10/7/2009 10/7/2010
3 |STATE 46100-049-DJJ0000046-0001 DO00D09TTE A SUMTER YDG FY10 2ND QTR FOOD B 10/6/2009 10/6/2010
9 |STATE 46100-011-DJJ0000099-0001 0000009778 A SANDERSVILLE RYDC FOOD BID 042 4/19/2010 4116/2011
10 |STATE 46100-011-DJJ0O000084-0001 0000009778 A SANDERSVILLE RYDC FOOD BID 022 2/8/2010 2/8/2011
11 |STATE 46100-011-DJJ0O000073-0001 0000009778 A Sandersville RYDC Food Bid 012 12/18/2009  12/18/2010
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Run the query 0SC008_CNTRCT_NO_DOC_NOR_EXECT to find any contracts where there is no document or the document is not in an executed status.

If there are contracts that are old, those contracts should be set to complete to remove them from the query.
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ﬁ,'ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

How do | link POs to contracts?

Maintain Purchase Order

Purchase Order

Unit 45100 PO Status: Dispatched A X
PO ID: 0000116286 Budget Status:  Valid

Copy From: | | I Hold From Further Processing

S
*PO Date: IWEJ Vendor Search Doc Tol Status: Walid

Vendor |GL-3"-.:'ER'.-".-HGL-EID vendor Details Backorder Status: MNaone Create BackOrder
*Vendor ID: |EIEIEIEIDEIQ??’8 GLOVER WHOLESALE COMPANY Receipt Status: Partial

*Buyer: ||:--;-.|<|r-1-3 Deborah King 706-565-4396 *Dispatch Method: IPrint v| Dispatch |
PO Reference: [AC-D.J 91 Glover SM FOOD

Header Details PO Activities Add ShipTo Comments Merchandise: S e |
PO Defaults Document Status FreightTax/Misc.: 0.00

Total Amount: 342503 UsSD

Edit Comments Feaquisitions

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

To: | d

Y RFA
Contract ID

Line: I Q

Y Attributes

Link the PO line to
the cantract

Catalog Itermn Search

e tem Information

ine Item Description SetiDd
16 | Q, |'Beans, Baked = STATE  [45100-031-D.JJ0000091-0002 Q | 1Q 7
2 R "Beans. Green " STATE  46100-031-D.JJ0000091-0002 2 3
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Presentation Notes
All Purchase orders for agency contracts and statewide contracts should be linked to a contract in the Contract id field or have been awarded from a sourcing event.


E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

How do | locate AC and SWC PO’s not
linked to contracts?

e Run query:0SC009 PO_NO_CONTRACT

Unit: | Q,
Acctg Date =: I El

OK | Cancel |
[ Records ' Query \ Expressions | Prompts | Fields ' Criteria ' Having | ViewSQL ¥  Run
Unit = 42000,Acctg Date >=2010-06-30
| Berun Query | Download to Excel E 1-17 af 17 |I|

1 42000 0000052249 D 0000016651 REYMOLDS 07062010
2 42000 0000052258 coM (O 0000004794 SHUDSOM 210 07072010
3 142000 0000052259 COM |0 0000004794 SHUDSON 210 0710712010
4 (42000 0000052260 COM |0 0000004794 SHUDSON 210 071072010
5 142000 0000052261 COM |0 0000004794 SHUDSOM 210 0710712010
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Presentation Notes
Run the query 0SC009_PO_NO_CONTRACT  to locate any Purchase orders marked as agency or statewide contracts that are not linked to a contract on the PO line.  

If the contract is not available, it might not be in an approved status.  Contact the contract administrator.



E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

Questions?

If you have more questions after this
presentation, please contact
DOAS Help Desk
404-657-6000
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