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• Overview of Super User Role and 
Responsibilities

• Common Issues in Team Georgia Marketplace

• Updates and Problem Solving
– Strategic Sourcing

• Creating an Event

• Maintaining an Event

• Analyzing an Event

– Contracts: “How do I…” 

Agenda
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Overview
• 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 0 program that meets the needs of 
your users. 
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Agency Super Users 
• Provide rapid access for agency users to Super 

User expertise

• Assist users to avoid problems before they 
occur

• Monitor and communicate issues and 
solutions to all users

• Train new users on agency business processes 

Benefits from Super User Program

4teamgeorgiamarketplace.ga.gov
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Presentation Notes
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• 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.

• Share solutions with agency users.

Roles and Responsibilities

5teamgeorgiamarketplace.ga.gov
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• Knowledge of Agency Business Processes

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

• Ability to use Team Georgia MarketplaceTM

• Ability to help users with processes and 
problem solutions

• Interest in helping others to succeed

• Time available to coach other users

Attributes of Super Users 

6teamgeorgiamarketplace.ga.gov
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• Ad hoc classes in all modules

• Updates and webinars specific to Super Users

• Emails with communication on important 
information for their modules

• Monthly report on agency issues

• Please send other suggestions to Licia Duryea: 
lduryea@sao.ga.gov

Support for Super Users

7teamgeorgiamarketplace.ga.gov
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• Our User Group meets
– the third Tuesday of the month

– 2:00 – 4:00 PM

– Room 1816A

• If you would like an invitation to the User Group, 
please contact  Licia Duryea: lduryea@sao.ga.gov

User Group Meetings

8teamgeorgiamarketplace.ga.gov
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Title: Business Analyst

Education: B.S. Computer 
Information Systems

Contact:

carissa.cox@doas.ga.gov

404-463-4037
Carissa Cox

Your Presenter

Presenter
Presentation Notes
. 
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How do I define the Event Summary?

10teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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?

11teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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• RFI - Request for Information
– The purpose of the RFI 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. 

– Completed RFIs are Reviewed instead of Awarded

When do I use an RFI Event?

12teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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?

13teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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What do I define on the Payment Terms and 
Contact Information page?

14teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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• 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 
quantity.

– Bid Up to Maximum Quantity: Select to allow 
bidders to place bids up to a maximum quantity 
for the line.

Strategic Sourcing Definitions

15teamgeorgiamarketplace.ga.gov
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• Bid Quantity Rule (continued)

– 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 
quantity only.

Strategic Sourcing Definitions

16teamgeorgiamarketplace.ga.gov
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Where do I define the Bid Quantity Rule?

17teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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





TM

How do I Invite Bidders/Supplier to an 
event for a related NIGP Code?
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Presenter
Presentation Notes
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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– Determining what bid factor to use

– Understanding Ideal Response Required

What are Event Bid Factors? 

19teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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• Event Bid Factors
– Include on Contract (Do not use at this time)

What are Event Bid Factors?

20teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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• 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. 

What are Line Bid Factors?

21teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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 I define comments and add 
attachments?

22teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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Strategic Sourcing Demo

23teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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 I use the Event Workbench?

24teamgeorgiamarketplace.ga.gov

Event 
History

Bid 
History

New 
Version

Analyze 
Bids

Cancel 
Event

Presenter
Presentation Notes
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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How do I cancel an Award made to a 
Purchase Order?

25teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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 is canceled?

26teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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 I cancel an award made to a General 
Contract?

27teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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.
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I awarded my event. Why is the Event 
Status still showing Pending Award?

28teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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.
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How do I define the Award Details to the 
Bidders? 

29teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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– 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

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

30teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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 happens when my Event starts with a 
requisition?

What’s required on the Distribution Default 
page?

31teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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.
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Copying transactions into an Event
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Presenter
Presentation Notes
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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Completing the Award Process
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Presenter
Presentation Notes
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
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Team Georgia 
Marketplace

Kyle Morton



TM

• Validating agency contracts are set up 
correctly – Assign your business unit

How do I assign a business unit to a contract?

35teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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• Validating agency contracts are set up 
correctly – Enter PO Defaults page

What fields do I complete on the PO 
defaults?

36teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
Validate the correct business unit is entered and click OK.
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How do I run a query to find contracts not 
linked to a Business Unit?

37teamgeorgiamarketplace.ga.gov

• Run query: 0SC005_AC_NO_BUS_UNIT

Presenter
Presentation Notes
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.
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How do I enter an agency contract?
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Presenter
Presentation Notes
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.
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How do I find out what contracts are 
not set up correctly?

39teamgeorgiamarketplace.ga.gov

• Run query: 0SC006_AC_SETUP_WRONG  

Presenter
Presentation Notes
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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• Using agreement codes on contracts

How do I set an agreement code?

40teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
Temporarily set the contract to Open.  After adding the agreement code, set it back to approved.
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How do I set an agreement code?

41teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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.
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How do I set workflow notifications?

42teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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How do I enter compliance comments?

43teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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.
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How do I verify the steps?

44teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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.
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How do I view all agreement codes 
and status?

45teamgeorgiamarketplace.ga.gov

– Run query 0SC007_AGREEMENT_STATUS 
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How do I make my contract viewable 
to other Contract Administrators?

46teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
So all contract administrators will have view access to your agency contracts, set up your Contracts View access
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How do I import contract documents?

47teamgeorgiamarketplace.ga.gov

Presenter
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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How do I import contract documents?
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Presenter
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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How do I import contract documents?

49teamgeorgiamarketplace.ga.gov

Presenter
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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How do I import contract documents?

50teamgeorgiamarketplace.ga.gov

Presenter
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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• Run query: 
0SC008_CNTRCT_NO_DOC_NOR_EXECT

How do I find a contract where there is 
no document?

51teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
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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How do I link POs to contracts?

52teamgeorgiamarketplace.ga.gov

Presenter
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.
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• Run query:0SC009_PO_NO_CONTRACT 

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

53teamgeorgiamarketplace.ga.gov

Presenter
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.
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If you have more questions after this 

presentation, please contact 

DOAS Help Desk

404-657-6000

Questions?
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