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Welcome to Virtual Learning

Before we begin, let’s review the rules to follow for this training class:

M Stay muted if you aren’t speaking

B Raise Hand Feature in GoToTraining

B Put Question(s) Box in Chat Box

B Will be reviewed and answer
periodically by instructor

B Course Structure

. Introduction of Concepts
) Demonstration of Concepts

Copyright @ September 2018 4
Department of Administrative Services All Rights Reserved



* Day One
Troubleshooting - 8:45 am —9:00 am

Content Delivery —9:00 am -10:30 am
Break 10:30 am — 10:45 am

Content Delivery 10:45 am - Noon
Lunch Noon —1:00 pm

Content Delivery 1:00 pm — 2:30 pm
Break - 2:30 pm — 2:45 pm

Content Delivery 2:45 pm —4:00 pm
Test Availability

()

Georgiar

Department of
Administrative Services

Topics of Discussion

Create a State Entity Contract from a
requisition, sourcing event, and an
existing contract

Import contract documents
Add attachment to contract files

Enter comments to explain actions
taken

Create contract amendments

Renew, extend, and cancel a contract
Close an expired contract
Agreement codes

Contract template



Supplier Contracts Management Exam

Required?

Open Book?

Proctored?

Deadline?

Yes

Yes

20 questions

5 points per question

80 points or greater or 80% or greater

Yes

No

All three attempts at test must be completed
within ten days from last day of class.




Supplier Contracts Management Benefits

The benefits of using Supplier Contracts Management includes:

" Integrates with Microsoft Word™

" Standardizes contract processes

® Reduces exposure and risk

" Systematically monitors contract compliance

TR
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http://pur.doas.ga.gov/TeamGeorgia/videos/VideoTestimonials/17Fuss1.wmv

The 7 Stages of Procurement

The following represents the 7 Stages of Strategic Sourcing

Create contract
administration
plan

Sustain results

- Track
contract
performance

- Track
supplier
performance




Supplier Contracts

Working with Contracts in Team Georgia Marketplace™

Team Georgia
Marketplace™ Sourced
Contracts

Team Georgia

Marketplace™ Contract Modifications

Existing Contracts Amendments

ENEVELS
Contracts from

Requisitions

Sole-Source or Exempt Cancelations
Contracts

Closing




Supplier Contracts

Format of Contracts in Team Georgia Marketplace™

y

Contract Documents




Supplier Contracts Management

Team Georgia Marketplace™ Roles

Role

Description

(Contract) Administrator

Employee who can create, monitor, update, amend
documents and control life cycles of the document
(for some state entities, this is the Buyer, other
state entities may separate these functions)

Buyer Employee who creates the Purchase Orders,
Sourcing Events, and orders the Item/Service once
the requisition is approved

Supplier Business or individual who is awarded the contract

and provides the goods or services




Supplier Contracts Management

Team Georgia Marketplace™ Definitions

Term Definition

Begin Date Date the state entity can start to purchase off the
contract

Expire Date Date the initial contract period ends, the renewal

period ends or the extended period ends—not the
entire potential life of the contract

Maximum Amount The potential estimated maximum amount to spend
on the contract for the initial period or the renewal
periods

Closed Contract Expired Contract or contract not eligible for

renewal or extension

Thresholds and Notifications Optional functions that send alerts when a contract
is about to expire and/or when a contract reaches
the maximum amount




Supplier Contracts Management

Team Georgia Marketplace ™ Definitions

Term Definition

Renewed Contract Multi-year contract that has completed the initial
term and is being continued

Extended Contract Used after all renewals have been exhausted or
when a new contract is being considered; for the
time period until a new contract can be awarded

Cancelled Contract Cancelled for convenience, default or as the result
of a protest, or if the contract was created in error.
Must include a comment with an explanation and
documentation

Amendment Any modification to an executed contract, including
renewals and extensions; excluding cancelling or
closing

Approved Status System requirement for state entities to process a

Contract Release for a Purchase Order
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Lesson One: Team Georgia
Marketplace ™ Sourced Contracts




Lesson Objectives

By completing this lesson you will:

" Create different types of contracts from situations
where they have not been sourced using the
Sourcing module

" Enter Header information
" Enter Line information
" Import the Microsoft Word document

¥ Attach critical documents to the contract




Supplier Contracts

Working with Contracts in Team Georgia Marketplace™

"

Team Georgia
Marketplace™
Sourced Contracts

Existing Contracts

Contracts from
Requisitions

Sole-Source or Exempt
Contracts

Team Georgia
Marketplace™

Contract Modifications

Amendments

Renewals

Cancelations

Closing




Lesson 1: Team Georgia Marketplace™ — Login

Log into the Training Database
https://temptrn.teamworks.georgia.gov/psp/empltrn/?cmd=login&language Cd=ENG&

Financial Systems

PeopleSoft FSCM

FS92TRN
User ID

PSMITHO1

Fassword

B Enable Accessibility Mode


https://tgmptrn.teamworks.georgia.gov/psp/empltrn/?cmd=login&languageCd=ENG&

Lesson 1 — Exercise 1.1

Creating Contract from Existing Exempt Contract

Team Works

News and Announcements Procurement

—

<«

Main Reports/Queries Pagelets
@ Links ol

B Analyze Events

Procurement WorkCente

My Favorites Purchase Orders

0 Notice of Intent to Award

w

O Award Events

|v Supplier Contracts
P Contract Entry

5 Document Management

- Update Agreement
Statuses




Lesson 1 — Exercise 1.0

Creating a Contract From an Existing Exempt Contract

Contract IDs of contracts not sourced in Team Georgia Marketplace™ are entered in the same manner.

Contract Entry ‘ Use this method when

creating a contract from

any non-Team Georgia

Marketplace™ Sourced
situations:

Find an Existing ‘u’aluel Add a New Value I
Always leave

SetID as State!!

ellljs1AlE [
Contract D 42700-023-12121-0001
Style IDAGENCY SRV G

Contract Process Option§ General Contract

N\ Here the Contract ID is
42700-023-12121-0001.
12121 is the contract ID
number (for
demonstration only)

Add

Find an Existing Value | Add a New Value




esson Xercise

Creating Contract from Existing Exempt Contract

Scroll down the page to select AGENYSRVC (Agency Services)

Look Up Style ID x I
Structure e
Style ID Contract Style Code Style Description Process
Style ID | begins with v Option
AGENCYGOOD Agency - Goods GN Agency contract for goods General
Contract Style  begins with v
I AGENCYSRVC | Agency - Services GN Agency contract for services @eneral I
Structure Code  begins with v AP AP AP AP Voucher
Style Description = begins with v DST Distributor DST Distributor Dist
GENERAL GENERAL GN GENERAL General
Contract Process Option | = v
GN GENERAL_CNTRCT GN GENERAL General
MFG Manufacturer MFG Manufacturer Mfg
‘ Clear ‘ ‘ Cancel ‘ Basic Lookup
PO PO PO PO Order
SWCGOODS SWC - Goods GN Statewide Contract for Goods General
SWCSERVICE SWC - Service GN Statewide Contract - Services  General

24



Lesson 1 — Exercise 1.1
Creating Contract from Existing Exempt Contract

Working with Contracts in Team Georgia Marketplace™

Team Georgia
Marketplace™
Sourced Contracts

Team Georgia

Marketplace™ Contract Modifications

Amendments

ENEVELS
Contracts from

Requisitions

Sole-Source or Exempt Cancelations
Contracts :
Closing




Existing Contracts

Exempt Contract

Scenario: Contract Administrator Pete Smith
needs to import an Unarmed Security Services
supplier contract that was recently executed and
initiated. This contract was awarded earlier this
year. Pete uses the naming convention of: Business
unit-Origin- RequisitionID-0001 and then
completes the Header.




Lesson 1 — Exercise 1.0
Creating a Contract From an Existing Exempt Contract

Format of Contracts in Team Georgia Marketplace™

Header

Contract Documents




Lesson 1 — Exercise 1.0

Creating a Contract From an Existing Exempt Contract

The sections of the Contract on the first screen are the Header and Lines.
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Approval Due Date is
Optional. It is helpful
primarily if the
collaboration feature is
used by the agency.

Contract
Header




Lesson 1 — Exercise 1.0

Creating a Contract From an Existing Exempt Contract

You may need to click on the chevron next to the Header to open the field(s).

New 'Window | Help | Persanalize Page

Contract Entry
Contract

Catalog Search

Lines
Details Order By Amount

Line Item

T B
View Category Hierarchy
Contract Categories

Lines
Details Pricing Options

Line Category

1

SetlD STATE  Copy From Contract
ContractID 42700-023-10404-0001

N —

ator/Buyer (&}

ltem Search Search for Centract Lines

Item Information Default Schedule Release Amounts

Description UOM  Category

Y — Y

Category Search

Release Amounts Spend Threshold

Description

a

|5l Save | |[=] Notify ||&* Reiresh

Contract Version

Version 1

New Windaw | Help | Personalize Page

Status Current
Approval Due Date EU

Add a Document

Personalize | Find | View All |IE|| @ Firg
Release Quantities Line Groupings Spend Threshold

Include for

Merchandise Amt Release

Status

@ (IR R @ Adve
Personalize | Find | View Al | & | ] First ‘& 1of1 &) Last

Status

B T % Adive = =

[E+ Add || J Update/Display

Contfract Entry
Contract

SetlD STATE  Copy From Contract
Contract ID 42700-023-10404-0001

~Status | Open v

Administrator/Buyer Q

“Contract Style Agency - Services Q

Process Option General Contract

*Supplier [e} Supplier Search
*Supplier ID Q,
=Begin Date 07/17/2012 E]
Expire Date E]
Renewal Date &l

Currency USD |@  [CRRNT|Q
Primary Contact QComar.l

Name:
Supplier Contract Ref
Description
Master Contract ID Q
Tax Exempt ID
) Tax Exempt
Fiscal Year
Order Contract Options (7
|| Allow Multicurrency PO L Allow Open Item Reference
|| Corporate Contract "] Adjust Supplier Pricing First
! Lock Chartfields ) Price Can Be Changed on Order
PO Defaults Add Open Item Price AdjustmentsPrice Adjustment Template

Voucher Contract Options (2
Invoice Number

AP Business Unit
Accounting Template

Q
=}
*Payment Terms ID Q

Contract Version

Version 1 Status Current
Approval Due Date E‘J
Add a Document
Buyer Q
Add Comments Activity Log

Document Status
Thresholds & Notifications

Cantract Activities

Primary Contact Info
Contract Header Agreement
Cantract Releases

Amount Summary (7

Maximum Amount 0.00 usD
Line Item Released Amount 0.00
Category Released Amount 0.00
Open Item Released Amount 0.00
Total Released Amount 0.00

|/ Must Use Contract Rate Date Rate Date 07/17/2018

¥/ Auto Default Group

¥ Initial Period Renswals

[ Non-Profit ) Multi-Agreement Type \:I

Gross Amount 0.00) usD
Freight Amount 0.00
Sales Tax Amount 0.00|
VAT Amount 0.00|




Lesson 1 — Exercise 1.0

Creating a Contract From an Existing

Exempt Contract

Corviract Enbry
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‘ Header Information I

Enter the following:
*Administrator
*Payment terms
*Supplier
*Begin Date
*Expire Date
*Renewal Date - Optional
*Description
*Tax Exempt box
*Tax exempt number
*Fiscal Year
*Maximum amount

I NOTE: Corporate Contract would only be checked for SWC. I




Lesson 1 — Exercise 1.0

Creating a Contract From an Existing

Exempt Contract

‘ Header I

Coniract E
Contraot
el sgage  ConFrmCodss 000 ConinectVman
Contrsct | AL e e
“Stwh Lyman g Approve Lus Cte
- a PO Defaults
ol e
S s MUST be
rosomea Dysbon Lisasard mad .
o validated
Saspgy
Iy Cortect L+
S Lornecs
e o
i o oy 0 o
e e Initial Period
“Hsgpn Lisis | ISUSCAIZS =] . .
_— = indicates the
= Lorporate Lorrect .
|||||
R ey [0 R first term of the
Conkral e b
e U Vel Dk, CBEREATES CHiea o A Contract.
futs Lt Eoat e Lormrect e e
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o e w
e L s ez
= Inumice Dptom
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A" B e Lirst a e Amzus um
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I"myent I 1 a, Zubun I Femicunt oux
g WAL Farscung o
S Lt Iy
= Amount Summary
Bumarum fmcunt T
L B |l wamndd Armcunt L]
Lntugary |islwamsdd Amcunt L]
L e isbwamd Armcurs L]
lotul lislsssed Srmcurs oo
ract Upee B stererlle
Al e Bam et s ¥ am e L hagped o Clroer
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Uncheck:
Allow Multicurrency PO
Corporate Contract
Auto Default
Allow Open Item Reference
(optional if not including lines)

Review:
PO Defaults
Price Can be changed on Order




Lesson 1 — Exercise 1.0

Creating a Contract From an Existing Exempt Contract

From the Purchase Order BU Defaults link, validate the business unit is correct.

Contract Entry
PO Defaults
SetlD STATE Contract!D  42700-023-12121-0001 Version 1 Supplier ID 0000041257 ‘ Header I
Header ‘ Q ‘ | 10f1 v | View Al
*Business Unit Q t- Validate that the correct business
usiness vt Copy from BU Defaults ! usi
unit is entered.
Supp Loc 000001 Q
Buyer Q If this step is not done, the
contract cannot be linked to a PO.
Origin 001 Q Billing Location Q
Currency Q a O Tax Exempt Add|t|o!1al lines can be
added, if necessary, by
Payment Terms ID Q Tax Exempt ID: clicking the +
Shipping Information
. DO NOT CLICK CANCEL!
Ship To Q Ship To Address AM Business Unit Q
Add Comments

| |
[




Lesson 1 — Exercise 1.0

Creating a Contract From an Existing Exempt Contract

Complete the top of the Header section—add comments if needed but do not add attachments.

Contract Entry
Contract
SetlD STATE Copy From Contract Contract Version
Version 1 Status  Current
ContractID  42700-023-12121-0001
*Status  Open v Approval Due Date H ea d er
Administrator/Buyer PSMITHO1 Q % Add a Document
PSMITHO1
¥ Header @
*Contract Style Agency - Services Q
Process Option General Contract
e GASECURITY-003 Q el
Supplier Supplier Search Contract Activities
" Primary Contact Infq]
0000041257
“Supplier ID @ GEORGIASECURITY SYSTEMS ING Contract Header Ag Help
Primary Contact Q Contract Releases Contract Entry
Header Comments
SetlD STATE Contract ID 42700-023-10404-0001 Version 1
*Sort Method | Comment Time Stamp v “Sort Sequence [ Ascending v |  Sot |
Comments Find | View All First ‘&' {1of1 &/ Last
Use Standard Comments Comment Status Active | Inactvate | [4]
Procedural steps @
s
I Send to Supplier I Show a! Eecelpf - EODF 1o pUrchase oraer
! Show at Voucher
Associated Document
Attachment Attach View Delete Email
From -= CNT STATE-42700-023-10404-0001
|| |cancel || Refresh |




Creating a Contract From an Existing Exempt Contract

» New Window | Help | Personalize Page

Contract Entry
Contract

SetlD sTaTe  Copy From Contract Contract Version

Version 1 Status  Current
Contract ID 42700-023-12121-0001
*Status | Open v Approval Due Date Header
Administrator/Buyer PSMITHO1 Q R Add a Document
PSMITHO1
¥ Header ()
*Contract Style Agency - Services Q

Process Option General Contract :
GASECURITY-003 Q _Edlt Comments
ontract Activities

*Supplier Supplier Search
) Primary Contact Info
+ 0000041257 Q
Supplier D GEORGIA SECURITY SYSTEMS INC Contract Header Agreement
Contract Rel
Primary Contact Q .




esson Xercise

Adding Requisition Linés

SNV
a0 ol

‘ Scenario: Pete Smith has completed the
e Header for the Unarmed Security Services

¢
@ contract and now wants to enter the
Line(s) information.

‘ Existing Contracts \




Lesson 1 — Exercise 1.1
Adding Requisition Lines

Format of Contracts in Team Georgia Marketplace™

Header

Contract Documents




Lesson 1 — Exercise 1.1

Adding Requisition Lines
Enter the Line information

‘ Lines I

— I}l of 1 w View All
[5)[¢] Enter the Description

I Details. H Order By Amount H Item Information || Default Schedule || Release Amounis H Release Quanfities H Ling Groupings H Spend Threshold | v

Line Item Description uom Category Merchangi:; In;:;“g:’?r Status

UOM—using the look-up if

1 ] Q /, [} Q Q o © & ] -1 Active x E|
I needed.
View Category Hierarchy Caleﬁori‘ Search

Category CD (NIGP Code)—using
the look-up if needed.

~ Contract Categories

Lines
@ 110f1 v View All
| oo || oot || g | Enter the full amount for the line.

We will not be
usingthis |~ ** =] Click the + to add more lines if

section needed.
m Mofify Refresh [ Update/Display H Correct History




Lesson 1 — Exercise 1.1

Adding Requisition Lines
Look up the NIGP Code if needed.

Lines

Look Up Category

Setil: STATE

Category: | begins with | » |
Description: | begins with |SEELIHT§."

LI:u:lkl_Jpl Clear | Cancel |Easi|:|_|:||:|k|_m

Harbors; Jetties: Fiers: Ship Terminal Facilities, Architectural Services
Heating: Ventilating: Air Conditioning, Architectural Services

Highways; Streets; Airport Pay-Parking Lots, Architectural Services

Historical Preservation Dou ble-cl ick

Industrial Processes: Quality Control (Inactive, effective January 1, 2018}
Intzrior Design, Decorating, Space Planning, Exhibits and Displays

Irrigation: Drainage: Flood Control, Architectural Services a nd the N I G P
Landscapa, Architectural Services

Land Development and Flanning, Architectural Services Code

Lighting, Interior, Exterior, Architectural Services

Mining and Minerzlagy, Architectural Services po pu I ates

Meodels of Layouts and Buildings to Scale, Architectural Services J
Petroleurn and Fuel, Storage and Distribution, Architectural Services

Planning, Urban, Community, Regicnal, Arsa wide, and State

Planning, Site, Installation and Project

Power Generatien, Transmission, Distribution, Architectural Services

Correctional Facilities, Architectural Design Services

Railroad: Rapid Transit: Monorail, Architectural Services

Recreation Facilities, Parks, Marinas, etc., Architectural Services
Recycling Systems, Architectural Services

Security Systems; Intruder and Smoke Detection, Architectural Services

Sewage Collection, Treatment, and Disposal, Architectural Sarvices




Lesson 1 — Exercise 1.1

Adding Requisition Lines

Contract Entry
Contract

SetlD

~ Header @
“Contract Style

Process Option

*Supplier

*Supplier ID

Primary Contact
Supplier Contract Ref
Description

Master Contract ID
*Begin Date

Expire Date

Renewal Date

Control Type

Contract Version

STATE

Version

Contract 1D 47700-023-12121-0001
“Status  Open v Approval Due Date

Administrator/Buyer PSMITHO1 Q

PSMITHO1

Agency - Senvices Q

General Contract
GASECURITY-002 Q
Supplier Search

OO0 Q" e opga SEGURTY SYSTENS G

Q

Unarmed Securty

071012022

08/30/2023

Business Unit v

Tax Exempt Tax Exempt D | STATE OF GEOR(

[ Auto Default

; 03
O Lock Chartields 153l Year

Group

Currency

Rate Date

Status  Current

‘ Add a Document ‘

Edit Comments

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Retention

Activity Log

Document Status
Thresholds & Notifications
Price Adjustment Template
Purchase Order BU Defaults

[ Corporate Contract
USD Q

06/06/2022 CRRNT Q

[J Must Use Contract Rate Date
[ Allow Multicurrency PO

[ Multi-Agreement
-

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

Save information




Lesson 1 — Exercise 1.2

Importing an Existing Executed Contract

c . a
TS

‘ Existing Contracts \

Scenario: Pete Smith has completed the
Header and the Line information for the
Unarmed Security Services contract. He
now needs to import the existing executed
and signed contract, and all relevant
contract-specific documents.



Lesson 1 — Exercise 1.2
Importing an Existing Executed Contract

Format of Contracts in Team Georgia Marketplace™

Contract Documents




Lesson 1 — Exercise 1.2

Importing an Existing

Executed Contract

Contract Entry
Contract

SetlD

Contract 1D

¥ Header (
“Contract Style

Process Option
*Supplier

*Supplier ID

Primary Contact
Supplier Contract Ref
Description

Master Contract ID
“Begin Date

Expire Date

Renewal Date

Control Type

STATE

42700-023-12121-0001
“Status  Open v

Administrator/Buyer PSMITHO1 Q

PSMITHO1

Agency - Services

General Contract

GASECURITY-002 Q
Supplier Search

oooon412er - Q

Contract Version

Version

Approval Due Date

GEORGIA SECURITY SYSTEMS INC

Q

Unarmed Security

070112022
0612012023
Business Unit v

Tax Exempt
[ Auto Default

[ Lock Chartfields Fiscal Year

Group

Tax Exempt ID | STATE OF GEOR(

2023

Currency

Rate Date

Status  Current

I Add a Document I

Edit Comments

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Retention

Activity Log

Document Status
Thresholds & Nofifications
Price Adjustment Template
Purchase Order BU Defaults

() Corporate Contract
usD Q

0810612022 CRRNT Q

[ Must Use Contract Rate Date
[ Allow Multicurrency PO

[ Multi-Agreement
-

Contract Documents

The Add a \
Document Button
is now available.

You are ready to
import the

'\ contract. )




Lesson 1 — Exercise 1.2

Importing an Existing Executed Contract

Create Document

Source Purchasing Confracts

Selh STATE
Supplier GEORGIASECURITY SYSTEMS INC

Contract S5tyle  Agency - Services

*Document Type ;

Configurator ID
***Mon Standard Contract

DHR Standard Contract
SPD Agency Equip Rent'Lease Cn  _
— SPD Agency Goods Contract

*Description

*Administrator

Sponsor [+]
Department [+

Cycle Start Date

Retum to Docurment Search

Contract ID 42700-023-12121-0001

Contract Documents

PSMITHO

Cycle Due Date

| Create Document Imnport Document

| Imtermnal Contact="Signers
External Contacts! Slg ners

| Sawve

Select the document

to be used

Then select
Import Document

| \




Lesson 1 — Exercise 1.2

Importing an Existing Executed Contract

Setting up the Import Document function.

Import Document

Contract Documents

SetlD STATE
Supplier NT SECURITY LLC

Contract ID 42700-023-10404-0001

Document Type | SPD Agency Services Contract v| S
elect Current Document
Sponsor Q
*Administrator [JMORTOND4 Q, JMORTONO4
Department Q

Versionis 1.0
Status is Executed
Date and time is the current
® Current ContractDocument date or the date the contract
(Current Contract/Document with no formal amendments or history to load.) WaS executed and tlme
mendae: ontract

(Single current contract as fully amended requiring an amendment number. History is optional_)
) Amended Contract and Amendment

*Description |UNARMED SECURITY SERVICES

(Current contract as fully amended and a current separate amendment summary file. History is optional ) Then CI ICk to U pload the
@] Original and Amendment State Ent|ty Contract
(Original confract as onginally signed and a current separate amendment summary file. History is optional )

document to be imported in.

Current Version

Personalize | Find | 2] = First ‘4) 1of1 '}/ Last
Basic Info || Details

Type File Name Version Status Status Date Status Time Upload lear
o [Executec V] 2
Document 1.0 07/01/2016 |5 Uploat Clez
Prior Version is not applicable

Done with Import Cancel




esson Xercise

Importing an Existing Executed Contract

Locate the document to be imported and upload.

Import Document

SetiD STATE Contract ID 42700-023-10404-0001
Supplier NT SECURITY LLC

Document Type | SPD Agency Services Contract v|

Sponsor | &
*Administrator | JMORTOND4 |Gy, JMORTONO4

oepartment| |Q

*Description | UNARMED SECURITY SERVICES

Import Option
® Current Contract/Document
(Current Contract/Document with no formal amendments or history to load )

) Amended Contract
(Single current contract as fully amended requiring an amendment number. Histo

O Amended Contract and Amendment
(Cumrent contract as fully amended and a current separate amendment summany Hell

Upload Contract Document %

8] Original and Amendment .
(Criginal confract as originally signed and a current separate amendment summ FASupplier Contract Mgmt\AGENCY CONTRACT FOR| Browse...

Upload Cancel

Current Version Person;
Basic Info || Detais | [

ype File Name Version Status Status Date
323;“;"1 | 1.0| [Executec ~| [07/01/2016 |5 | | | Uploa( Clez

rn'ﬂr Version is not applicable

I Done with Import | | Cancel |

Contract Documents




Lesson 1- Exercise 1.2

mporting an Existing Executed Contract

New Window | Help | Personalize Page | 5

Import Document

SetlD STATE Contract ID 42700-023-10404-0001 Co nt ra Ct D o c u m e nts

Supplier NT SECURITY LLC

Document Type | SPD Agency Services Contract v|
Sponsor Q
“Administrator JMORTONO4 Q, JMORTONO4

Department Q,

*Description | UNARMED SECURITY SERVICES The dOCU ment iS
Import Option uploaded.

@ Current Contract/Document
(Gurrent Contract/Document with no formal smendments or history fo load )

O Amended Contract C .
(Single current contract as fully amended requiring an amendment number. History is optional.) I I C k

OAITIEHdEd Contract and Amendment
(Current contract as fully amended and & current separste amendment summary file. History is optional.)

Ogig_ina‘land -§MEI'I§II_TIEIII'II igned and t At d 3 file. History is opti I DOne Wlth Import
riginal contract a3 originally sign and a current separate amendment summary file. History is optional.)

and Yes to
message

Current Version Personalize | Find |I§|| @ First ‘&) 10f1 ‘& Last
Basic Info Details

Type File Name Version Status Status
Import Document
Comrarl . AGENCY_CONTRACT_FOR_SERVICES docx 1.00 o701/ seto s Contrsti0 SETO0 020 12121001

Supplier  GEORGIA SECURITY SYSTEMSING.

e

Cancel | a
PawiTH! Q| rsmmHot

B —

e [

Prior Version is not applicable

Done with Import

Import Option
® Current ContrastiDocument

1o load)
O Amended Contract

History s optional)
O Amended Contract and Amendment

History is
opfional )
O Original and Amendment

History is
optional )

Are you sura you are done with impart? (10420,576)

Current Version

1 yau chaoss Yes, system wil s2ve the imperizd flas. You may nelangsr changs them. If yau ehossa Mo, yau may go bask to reiosd 3 praviously imeentzd file

[oo |
- = —

Exarciss_Document_to_Upload dos:

Decument

Prior Version is not applicable

Done with Impart Cancel




Lesson 1 - Exercise

Importing an Existing Executed Contract

The contract is created.

New Window | Help | Pe Contract Documents
Document Management
SetlD STATE Contract ID 42700-023-10404-0001 Return to Document Search:

Supplier NT SECURITY LLC

Contract Style Agency - Services
Document Type SPD Agency Services Contract The Contra Ct
Description UNARMED SECURITY SERVICES document has been
Administrator JMORTOND4 I d d
uploaded.
Sponsor Department
Version 1.00 Created On 07/01/16 12:00AM Document Details NOte the Ve rsion s
Status Executed Last Modified On 07/17/15 11:30AM 1.0 and the status is
| Reset to Dispatch | Executed On 07/01/16 12:00:00AM E
xecuted.
[ Create Amendment |
Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
| View Document | Internal Contacts/Signers Send to Contacts |

ACNMEn S Reaen LOCUMEnTs External Contacts/Signers Deactivate Document |
Document Version History Document View Access

Optional - allows external contacts/signers to review.
Contact Help Desk to have this enabled for your agency.




Lesson 1 - Exercise 1.2

Importing an Existing Exempt Contract

How to View the Document.

Contract Documents

Kaslll

bt

Edit  Wiew Fawvorites Tools  Help

1 am | - - | =

File Download x| - |/ Signn

Do you want to open or save thiz hle? To VieW, hold
down the Ctrl

ogle
anaglk E |§"

Mame: STATE_42700-023-0000005675-0001_0.00. =l

ahy If;) https: fisaofns = Tupe: Microsoft OFfice Word 97 - 2003 Docurnent, 339KE @ Tools = button with the
Frar: sacfmsyk.state.ga.us View button
until you see
Open | Open.

-

harm your camputer. 1 pau do nat trust the zource, do naot open or

@ w'hile files from the Intemnet can be useful, zome files can potentially
zave thiz file. What's the risk?




Lesson 1 - Exercise 1.2

Importing an Existing Exempt Contract

Viewing the Document

() ﬂ -4 - Agency_Contract_for_Goods_Template.doc (Read-Only) [Compatibility Mode] - Microsoft Word

i

[

Home Insert Page Layout References Mailings |Reuiew| View

&)

w 4 Research {3y \j A Delete 4% Final Showing Markup ~~ ~ %) Reject * j J
A 1
Mew

@Thesaurus & ﬂ Previous || = |_=§ Show Markup = ﬂ' Previous
Spelling & Track  Balloons Accept Compare Show Source

Grammar g Translate g || Comment . Nex Changes™ = IP] Reviewing Pane - - P Ned = Documents
Froofing | Comments | Tracking | Changes | Compare

E

Protect
Document ~

Protect

Btate of Georgia
Agency Standard Contract Form
4
Soliciation THe Solicitation Number Gontract Number

1. This Contractis enteredinto between the Agency andthe Contractornamed below;

Anency=Mame
(hereafter called Agency)
Confractors Mame
(hereafter called Contractor)
2. Contractto Begin: Date of Completion: Renewals:

“and [fany:

Contract Documents




Lesson 1 - Exercise 1.2

Importing an Existing Exempt Contract

Reset to Dispatch to upload attachments.

Nel
Document Management Contract Documents

SetlD STATE Contract ID 42700-023-10404-0001 {Return to Document Search;

Supplier NT SECURITY LLC

Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description UNARMED SECURITY SERVICES
Administrator JMORTOND4

Sponsor Department
Version 1.00 Created On 07/01/16 12:00AM Document Details
Status Execyied Last Modified On 07/17/18 11:20AM
I | Reset to Dispaich | I Executed On 07/01/16 12:00:00AM
| Create Amendment |

Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
View Document Internal Contacts/Signers | Send to Contacts |
Add Attachments/Related Documents External Contacts/Signers | Deactivate Document |

Document Version History Document View Access




Lesson 1 - Exercise 1.2

Importing an Existing Exempt Contract

You Reset to Dispatch to be able to attach the relevant documents.

%

Document Management
SetlD STATE Contract ID 42700-023-10404-0001 Retun to Document Search

Contract Documents

Supplier NT SECURITY LLC

Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description UNARMED SECURITY SERVICES
Administrator JMCORTONO4

Sponsor Department
Version 1.00 Created On 07/01/16 12:004M Document Details
Last Modified On 07M17/18 11:30AM
| Reset to Dispatch | Executed On 07/01/16 12:00:00AM
| Create Amendment |

Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
| View Document | Internal Contacts/Signers | Send to Contacts |

Add Attachments/Related Documents External Contacts/Signers | Deactivate Document |
Document View Access




Lesson 1 — Exercise 1.2

Importing an Existing Exempt Contract

The documents attached depend on the contract and may include any of the following, if

applicable:

» Statewide Contract Waiver

* Piggyback Approval

* NOIA and NOA

* Immigration form (Public Works

* History of Contract

* Insurance/Bond Information

* Contract Administration document
* Contract Action Summary

* Special Terms/Conditions

* eVerify

Specifications

Statement of Work
RFP/RFQC Evaluation
Negotiation documents
Amendment History
Renewals/Extensions
References

Contract Assessment Reports

Supplier Performance Reports

‘ Contract Documents \




esson Xercise
Importing an Existing Exempt Contract

Attachments and Related Documents

SetlD STATE ContractID  42700-023-12121-0001

Supplier GEORGIA SECURITY SYSTEMS INC

| | Upload a Document Attachment File | I
Attachments h

[a] T Contract Documents
[ Files | Description [[[3

Allow Email/Dispatch File Name

Upload Contract Document =
Attachment File

Related Documents Help

11 of 1
\E’ R Natice of Award (1).dac
[ Related Documents H Detailz |||»
. Upload | | Cancel
Allow Email/Dispatch \'5-"5':";';:: *Source Transaction *SetiD Ad Hoc ID Internal Document Status

[m]

Ad Hoo




Lesson 1 — Exercise 1.2

Importing an Existing

Attaching contract-specific documents.

Exempt Contract

Attachments and Related Documents

SetlD STATE
Supplier NT SECURITY LLC

Upload another Document Attachment File

Contract ID 42700-023-10404-0001

Help

Contract Documents

First ‘&' 10of1 ‘& Last

Attachments Personalize | Find | 2| & First ‘&' 10of1 ‘& Last
Files || Description
Allow Email/Dispatch JFile Name Title View Delete
i Notice_of_Award_(1).doc Notice of Award View . ——
Related Documents Personalize | Find | View All | @I @
Related Documents | Details
R Vigible to )
Allow Email/Dizpatch Supplier *Source Tranzaction *SetlD Ad Hec ID Event ID Internal Document Status
N O [Ad Hoc v| [STATE @ Q B
=

(#] [=]

~\
All Contract-specific
documents are
attached.

J




esson Xercise

Importing an Existing Exempt Contract

Execute Contract

Document Management

SeiD STATE Contract|p #2700-023-12121-0001 Return to Document Search

Supplier GEORGIASECURITY SYSTEMS ING
Confract Style Agency - Services contract Docu ments
Document Type SPD Agency Services Contract
Description  Unarmed Security
Administrator PSMITHD1

Sponsor Department
Version  1.00 Created On 07/01/21 12:00AM Docurnent Details
Status Dispatched Last Modified On  08/08/22 11:484M
| Redispatch |

I Executs Contract I

Imparted Document

View and Edit Options: Review and Approval: Htions:

View Document | Internal Contacis/Signer: . s Contaces
SLEZE Indicates there  f

Docurnent WView Access e Docurnent

e are documents :

Modify Attachments/Related Documents] - Do

Diocumient Wersion HIsiary attach ed ' @

Edit Document




Lesson 1 — Exercise 1.2

Importing an Existing Exempt Contract

Viewing the Document Version History

Document Management

SetiD STATE
Supplier NT SECURITY LLC

Contract Style Agency - Servicas

Administrator JMORTOND4

Sponsor

Version 1.00
Status Executed

| Reset to Dispatch |
| Create Amendment |

Imported Document

View and Edit Options:
| View Document

Wodify Attachments/Related Documents
Document Version History

Document Type SPD Agency Services Contract

Description UNARMED SECURITY SERVICES

Contract ID 42700-023-10404-0001

Department

Created On 07/01/16 12:00AM
Last Modified On 07/17/18 11:47AM
Executed On 07/17/18 11:47:28AM

Review and Approval:
Internal Contacts/Signers

External ContactsiSigners

Document View Access

Return to Document Search

Document Details

Other Document Actions:

Send to Contacts

Deactivate Document

New Wy

Contract Documents

In Supplier Contracts
Management, you can
view the Document
History through
Document Version
History.




Lesson 1 — Exercise1.2

Importing an Existing Exempt Contract

Setting the contract status to Executed.

New W

Document Management

Contract Documents

SetlD STATE I Contract ID 42700-023-10404-0001 I Return to Document Search

Supplier NT SECURITY LLC

Contract Style Agency - Services
Document Type SFPD Agency Services Contract

Description UNARMED SECURITY SERVICES
Administrator JMORTOND4

Sponsor Department
i Created On 07/01/16 12:00AM Document Details
Status Executed Last Modified On O7/17/18 11:4T7AM
| Reset fo Dispatch | Executed On 07/17/18 11:47:28AM
| Create Amendment |

Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
| View Document Internal Contacts/Signers | Send to Contacts |
Modify Attachments/Related Documents External Contacts/Signers | Deactivate Document |

Document Yersion History Document View Access




Lesson 1 — Exercise1.2

Importing an Existing Exempt Contract

System Status must be set to Approved and then Saved.

=@

S

[ | [ =i |[ o imemmi |[ Eoerirmae | [ B s | [ B G | [ D | [ Srama v |
Larm — Bascripsen vow [ camgeen = I e

L] Urerred Sacuiy S "= AATEd TR A0 0 = At
-
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=151 ~
e e e e
Larm P— Bancrigeion
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Supplier Contracts — Contracts from Requisitions

Working with Contracts in Team Georgia Marketplace™

Existing Contracts (Non- Team Georgia
Team Georgia Marketplace™ Sourcing Contract Modifications

Marketplace™) Events

Existing Contracts Amendments

Renewals
Contracts from

Requisitions

Sole-Source or Exempt Cancelations

Contracts

Closing




Independent Student Exercise 1.3

-A

]
-A - ‘ < 4

Scenario: Contract Administrator Pete Smith creates a
Baby Foods contract in Team Georgia Marketplace™
Supplier Contracts Management. The contract is the
direct result of an ePro Requisition. He needs to enter
the Contract ID, create the Header, add the lines,
import the executed contract, attach all relevant
documents, and ensure the System Status is set at
Approved and then Save.

You will have 20 minutes to complete the exercise.



Independent Student Exercise 1.3

Create a State Entity Contract From a Requisition

Enter the Contract ID of contracts using the Requisition ID .

IT Contract Entry
=l Lok Up styie D

SetiD Style 1D begins with v :I .
*Contract 1D | 42700-023-11111-0001 Contract Style = begins with Use th IS meth Od Wh e n

Style ID Structure Code | begins with Creating a contract from
*Contract Process Option | General Conracl v Style Description | begins with any non-Team Georgia

Marketplace™ Sourced
situations:

Search Results

Contract Process Option = v

Add

Find an Existing Value | Add a Mew Value
View 100

The Contract ID is: Business
unit 5 digit number-origin-

AGEMNCYSRVC Agency - Services Agency confract for services Req I D.

ap AP A AP

Style ID Conftract Style c Style Description

AGENCYGOOD Agency - Goods Agency confract for goods

EIE

DST Distributor S Distributor

GEMNERAL GEMERAL GENERAL

GN GEMNERAL_CHNTRCT GENERAL

MFG Manufacturer Manufacturer

PO PO PO

SWCG0O0oDS3 SWC - Goods Statewide Coniract for Goods | General

SWCSERVICE | SWC - Service Statewide Confract - Services General




Independent Student Exercise 1.3

Create a State Entity Contract From a Requisition

Complete the top of the Header section.

Header

Contract Entry
Contract

SetlD STATE  Copy Fram Confract Contract Version

Version 1
ContractID  42700-023-11111-0001 Status  Current

*Status | Open ~ Approval Due Date

IAdminisu’amﬁEuyer Q I Add a Document H e a d e r
~ Header (
“Contract Style  Agency - Goods Q i n fo r m a ti O n i S

Add Comments

. Q
*Supplier Supplier Search Confract Activiies e n te re d
a Primary Contact Info .

*5i lier ID
upplier Confract Header Agreement
Primary Contact Q Coniract Releases
Supplier Contract Ref
Retention
Description Activity Log
Document Status ]
Master Contract ID Thresholds & Motifications I} Contract Entry
o
“Begin Date | 06/0812022 liz I Purchase Order BU Dh&ults PO Defaults
, setiD  STATE ContractlD  42700-023-11111-0001 Version 1 Supplier ID 0000417845
Expire Date Header @ | 1of1 v | View All

Corporate Contract

Renewal Date + -

Copy from BU Defaults
=
= C Currency USD Q

O Tax Exempt
Rate Date 06082022 CRRHT Q Buyer a

[ Must Use Contract Rate Date Origin 001 Q Billing Location a
LI Lock Chartfields

Allow Multicurrency PO Currency Q Q O Tax Exempt

[ Multi-Agreement Payment Terms ID Q Tax Elamp[%l

Initial Period

Type v R Shipping Information
enevilils Pping
O Non-Profit N
. ship To Qa Ship To Address AM Business Unit Q
* Invoice Options
Invoice Number Gross Amount 0000 ep Location a
IN Unit Q Profile ID Q
AP Business Unit Q Freight Amount 0.00
Freight Terms Q Cost Type Q
Accounting Template Q Misc Charge Amount 000 Miscellaneous Chamges Ship Via Q Ultimate Use Code Q
Payment Terms 1D Q I Sales Tax Amount 0.00 Charge By | Quantity hd Where Performed hd
v VAT Amount 0.00 Distributions

Basis Date Type \E‘ 101 v 1 View Al
.
~ Amount § &l m »

Maximum Amount 0.00 usD *GL Unit Account Fund Dept Fund Src Class Bud Ref Product PCBusUnit  Project
Line Item Released Amount 0.00 Q Q Q Q Q Q Q Q Q
Category Released Amount 0.00 J D

Add Comments

“ Geneel




Independent Student Exercise 1.3

Create a State Entity Contract From a Requisition

The second line is added and the Header and Lines are Saved.

‘ Lines \

Lines
@ k 1-20f2 v View All
[ Details ‘ Order By Amount ‘ ‘ ltem Information H Default Schedule ‘ ‘ Release Amounts ‘ ‘ Release Quanfifies ‘ ‘ Line Groupings H Spend Threshold ‘ Ik Add the L| ne
) - Merchandise Include for InfOFm at'on .
Line ltem Description uom Category Amt Release Status
1 B Q| Canned Baby Food ya £ s oo wm Q 400000 © o B R | % Active % n When you have
2 B Q Baby Juice ﬁ & s Q| |3554 Q (9] v & & k] Active X n com pleted addlng
View Category Hierarchy Calegory Search a" Of the Ilnes’

click to Save the
information on the
Header and the
Lines.

Amount on the Header

Total equals the Maximum ]
section.




Independent Student Exercise 1.3

Create a State Entity Contract From a Requisition

R
Contract

SetlD  STATE Contract Version

Version 1
ContractID  42700-023-11111-0001 sl
“Status | Open

Current

Approval Due Date

Nimisesoruger PTG a [ coooeemen | | Step 1
PSMITHO1

“Contract Style |Agency - Goods Q

~ Header

Process Option General Contract i o .
omments
B ACORNFOODG-0
Supplier e Supplier Search Contract Activities
Primary Contact Info
Conlract Header Agreement
Contract Releases

“SupplierID | 0000417845 Q

Primary Contact Q

Supplier Contract Ref

Create Document
Description |BABY FOOD

Return to Document Search
Master Contract ID a, Source  Purchasing Coniracts

“Begin Date |07/01/2021 SetlD STATE ContractID  42700-023-11111-0001

Expire Date |06/30/2022 Supplier  ACORMN FOOD GROUP LLC

Renewal Date

o
Contract Style  Agency - Goods
*Document Type Import Document

Control Type | Business Unit ~

Configurator | SetlD  STATE Contract1D  42700-023-11111-0001
***Mon Standard Coniract
Deserinti DHR Standard Confract | Supplier  ACORN FGOD GROUF LLG
P SPD Agency Equip RentiLease Cn
~ SPD Agency Goods Contract - *Document Type | SPD Agency Goods Contract v
N SPD Agency Services Contract I
*Administrat

SPD Agency Software Contract L PSMITHO1

Sponsor Q
Step 2 ponsde PSMITHO1 Q, PSMITHO1

*Administrator
Department

P

Department Q
Cycle Start Date

Cycle Due Date

*Description  BABY FOOD

] |
.
[ Creste Deeument I[ —— I A @ Current Contract/Document
External Contacts/Signers ments o isor 03
[ Save I Document View Access 2

(Single current contract as fully amended requiring an amendment number. History is optional.)
© Amended Contract and Amendment

(Current contract as fully amended and 2 cument separate amendment summary file. History is
optional.)

O Original and Amendment

(Original contract as originally signed and a current separate amendment summary file. History is
optional.)

Current Version

Basic Info ‘ Details |||.

Type File Name Version Status Status Date

1-1of1 v

Status Time Upload Clear

Sorumant I 10 | Execut ~|  omoizezt [ Upload I Clear
Step 3 Prior Version is not applicabl

Done with Import I [

Cancel

64



Independent Student Exercise

Create a State Entity Contract

1.3
rom a Requisition

Import Decument

SetlD
Supplier

*Document Type
Sponsor

*Administrator

Department

*Description

Import Option

{Current Contract/Di

STATE
ACORN FOOD GROUP LLC

SPD Agency Goods Contract
PSMITHO1
Q
BABY FOOD

® Current Contract/Document

with no formal

Contract1D  42700-023-11111-0001

Q

Q, | PSMITHD1

O Amended Contract

optional )

optional )

[Current Version

E

Type

Contract
Document

Prior Version is not applicable

{Single current contract as fully
O Amended Contract and Amendment

or histery to load. )

an

O Original and Amendment

Basic Info | Details |||p

File Name

Exercise_Document_to_Upload docx

Dene with Import

number. History is optional )

{Current contract as fully amended and a current separate amendment summary file. Histary is

(Or_ig\nal contract as originally signed and a current separate amendment summary file. History is

Version Status

1.00 Execut w

Cancel

Status Date

07/01/2021

Status Time Upload

-

Upload

Are you sure you are dene with impori? {10420 576)

If you choose Yes, system will save the imported files. You may no longer change them. If you choose Mo, you may go hack[%l reload a previously imported file.

65



Independent Student Exercise 1.3

Create a State Entity Contract From a Requisition

Document Management

SetiD  STATE Contract D 42700-023-11111-0001 Retum to Document Search
Contract Style Agency - Goods
Administrator PSMITHO1

Sponsor

Version 1.00 IDocumem Management
Status L

SetlD  STATE Contract|p  42700-023-11111-0001 Retum lo Document Search

. Resel {0 Dispalch -
Creale Amendment

Imported Document

Supplier  AGORN FOOD GROUP LLG
Contract Style  Agency - Goods
Document Type  SPD Agency Goods Contract
View and Edit Options: Description  BABY FOOD

Ad6 Attachments/Related Documents

Spensor Department
Document Version History and Related D:
Version  1.00 Created On  07/01/21 12:00AM
Status  Dispatched Last Modified On  06/08/22 12:37PM SetlD  STATE Contract 1D 42700-023-11111-0001
l Redispatch ]

Supplier  ACORN FOOD GROUP LLG

l Execute Contract ] l Upload a Document Attachment File

Imported Document Attachments

View and Edit Options: Review and Approval: @

Internal Contacts/Signers —

View Document I g Files |g!55,“,,,nﬂ »
External Contacts/Signers

Edit Document Document View Access Allow EmailDispatch  File Name

Step 3

Related D

@ view Al
Related Documents ‘ De |||-

Visible to
Supplier

Allow Email/Dispatch *Source Transaction Ad Hoc ID Internal Document Status.

[m o

Document Management

Supplier  ACORN FOOD GROUP LLG
Contract Style  Agency - Goods
Document Type  SPD Agency Goods Gontract
Description  EABY FOOD
Administrator  PSMITHO1

Sponsor Department
Version  1.00 Created On  07/01/21 12:00AM Document Details
Status  Dispatched Last Modified On  06/08/22 12:43PM

Execute Contract

External Contacts/Signers

Edit Document Document View Acgess Recreate Document
Medify Attachments/Related Documents

Deactivate Document
Document Version History

66



Independent Student Exercise 1.3

reate a State Entity Contract From a Requisition

Document Management

SetlD  STATE Contract1D  42700-023-11111-0001
Supplier  ACORN FOOD GROUP LLC

Contract Style Agency - Goods
Document Type SPD Agency Goods Confract
Description BABY FOOD
Administrator PSMITHO1

Sponsor Department
Version 1.00 Created On  07/01/21 12:00AM Document Details
Status  Executed Last Modified On  06/08/22 12:45PM

I Reset to Dispatch ] Executed On  06/08/22 12:45:34PM

I Create Amendment ]

Imported Document Contract Entry

(Contract
View and Edit Options: Review and Approval: Other Document Actio setld sTATE Contract Version
View Document ] Internal Contacts/Signers Send to C Version 1 Status  Current
- External Contacts/Signers *Status | Approved Approval Due Date

Medify Attachments/Related Documents Document View Access Deactivate
Document Version History AdministraionBuyer P H PEMITHO1

~ Authored Document

Authored Status  Executed Maintain Document

Document Version  1.00 Sponsor
Description  BABY FOOD Department
Amendment 0 Created Date/time  07/01/2021 12:00AM
Document Administrator  PSMITHO1 Last modified date  06/0812022 12:45PM
~ Header (&

Contract Style  Agency - Goods

Process Option  General Contract
Add Comments
Contract Activities
Supplier 1D 0000417845 ACORN FOOD GROUPLLC Primary Contact Info
Primary Contact Gontract Header Agreement
Contract Releases

Supplier ACORNFOODG-001

Supplier Contract Ref
Description BABY FOOD

Retention
Master Contract 1D Activity Log
Begin Date  07/01/2021 Document Status
Expire Date 0613072022 Threshalds & Notifications

Price Adjustment Template
Renewal Date Purchase Order BU Defaulls

Control Type  Business Unit

Tax Exempt
Auto Default Tax ExemptID _STATE OF GEORGIA
Lock Chartfields Fiscal Year | 2022 Corporate Contract

il
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Lesson 1. Summary

@ O O
Creating & Entering Header Adding
Importing an and Line Attachments
Existing Contract Information to the
(Unarmed Security) Contract
4
O

Creating a Contract
from a Requisition
(Baby Food)

4



Poll Question

Select the best choice

The person responsible for creating,
monitoring and updating contracts is the O T T

in the Supplier

MANAGEMENT

a) Step Owner

b) Compliance Officer -
c) Contract Administrator ., d
d) Buyer ' |

e) Verifier

69



Poll Question

True or False

To import an existing contract
into Supplier Contracts

Management you begin on the
Add a New Value tabs.

a) True
b) False

70


http://www.picpedia.org/highway-signs/i/import-duties.html
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/

Poll Question

True or False

In Team Georgia Marketplace™,
you change the SetID from STATE to
the number representing your state
entity business unit.

a) True
b) False

71
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Lesson Two: Create a Contract from

a Team Georgia Marketplace ™
Strategic Sourced Event




Lesson Objectives

By completing this lesson, you will create a contract from a Team Georgia
Marketplace™-Sourced Event




Supplier Contracts — Team Georgia Marketplace™ Sourcing Events

Working with contracts in Team Georgia Marketplace™:

Working with Contracts in Team Georgia Marketplace™

Existing Contracts (Non- Team Georgia
Team Georgia Marketplace™ Sourcing Contract Modifications
Marketplace™) Events

Existing Contracts Amendments

ERETELS
Contracts from

Requisitions

Sole-Source or Exempt Cancelations
Contracts

Closing




Lesson 2 - Exercise 2.0

Create a Team Georgia Marketplace™ Sourced Contract

Scenario: Pete Smith needs to complete the Pest
Control Services sourcing event contract in Team
Georgia Marketplace™. The contract was initiated
with the awarding of the Sourcing Event and the
Contract ID was established then. Much of the
Header information is populated as is the Line
information. The contract has already been signed
and executed.

Also, Thresholds and Notifications will be added.



Lesson 2 - Exercise 2.0

Create a Team Georgia Marketplace™ Sourced Contract

Format of a contract in Team Georgia Marketplace™:

Format of Contracts in Team Georgia Marketplace™

Contract Documents




Lesson 2 - Exercise 2.0

CdlC d Cdl ] -10 .,q Viarkeipia a TM ([

The Contract ID is generated from the Sourcing Event.

Contract Entry . . .
I Search options for finding contracts.
Enter any informaticn you have and click Search. Leave fields blank for a list of all values.
R | The Contract Version will always be 1.
oo o We are not using Version Status.
 Search Criteria
“SetlD | = w STATE Q Q
We can now search by Supplier Name
I Contract ID | contains - . ey .
in addition to Short Supplier Name.
Contract Version | = w
Version Satus [ = v v We can also make our searches Case
Contract Process Option | = v v Sensitive. If this box is checked, the
Supplier ID i ith + Q . .
upplier1D | begis search will look for exactly what is
Short Supplier Name | begins with Q
entered.
Supplier Name | begins with
Contract Status | = w 4
Master Contract ID | begins with Q
] Description | begins with
rs
Supplier Contract Ref | begins with
m Basic Search [ Save Search Grieria
Corporate Contract | = w w
Search Results
Contract Style | begins with Q Viewd Bl
O Correct History [ Caze Sensitive
SetlD Confract|D Confract Version Version Status Contract Process Option Supplier D Short Supplier Name  Supplier Name Expire Date Contract Status Master Contract1D Descripfion Supplier Contract Ref Corporate Contract Confract Style
I STATE 42700-001-DHS0000287-0001 1 Current General 0000010237 ORKIN-001 ORKINLLG ~ (blank) Open (blank) O01PEST CONTROL | (blank) Yes AGENCYSRVC
Search Basic Search [ Save Search Criteria
L
Find an Existing Value | Add a New Value
Find an Existing Value Add a Hew Value
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Create a Team Georgia Marketplace™ Sourced Contract

A lot of information populates automatically from the Sourcing Event.

Contract Entry
Contract

SetlD
Contract ID

*5tatus

Administrater/Buyer
¥ Header (@)
*Contract Style

Process Option

*Supplier
*Supplier ID
Primary Contact

Supplier Contract Ref

Contract Version

STATE
Version
42700-001-DH20000287-0001
Cpen w Approval Due Date
JMORTOND1 Q
J MORTOMOD1
Agency - Services Q

General Contract
ORKIN-001
Supplier Search

0000010237 Q
ORKINLLG

Description | 001Pest Control
Master Contract ID Q
*Begin Date | 07/01/2021 =
Expire Date |06/30/2022 [=]
Renewal Date :
Control Type Business Unit w
Tax Exempt
’ Tax Exempt ID | STATE OF GA
O Auto Default
O Lock Chartfields Fizcal Year | 2022
Group hd
Type ~
* Invoice Options
Invoice Number
AP Business Unit Q
Accounting Template Q
Payment Terms ID | N30 Q

Currency

Rate Date

Gross Amount

Freight Amount

Misc Charge Amount

Sales Tax Amount

Status  Current

Add a Document

Add Comments

Contract Activifies

Primary Contact Info
Conftract Header Agreement
Contract Releases

Retention

Activity Log

Document Status
Thresholds & MNofifications
Price Adjustment Template
Purchase Order BU Defaults

O Corporate Contract
usD Q

0972312018 CRRNT Qa
O Must Use Contract Rate Date

[ Allow Multicurrency PO

O Multi-Agreement

Initial Period

Renewals
O Non-Profit

36,00000 |\

0.00

Header

Information that comes
from the Sourcing Event
is automatically
populated.

The Begin Date will need
to be corrected and the
FY entered. Also the
Maximum Amount will
need to be entered.

0.00

0.00

Migcellanecus Charges
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Create a Team Georgia Marketp

Header

You must review comments and attachments.

rd

Contract Entry

Contract
SetlD
Contract ID
*5tatus
Administrator/Buyer
~ Header (%

*Contract Style

Process Option

*Supplier

*Supplier ID

Primary Contact
Supplier Contract Ref
Description

Master Contract ID
*Begin Date

Expire Date

Renewal Date

Control Type

Type

~ Invoice Options

Invoice Number
AP Business Unit
Accounting Template

Payment Terms ID | N30

Basis Date Type

* Amount Summary (%)

Contract Version
STATE

Version 1

42700-001-DHS0000287-0001 Status  Current
Open v Approval Due Date
JMORTOMO1 Q Add a Document
J MORTONO1
Agency - Services Q
General Confract
ORKIN-001 Add Comments
Supplier Search
0000010237 Q Primary Contact Info
ORKIMLLC Contract Header Agreement
2 Q. MCDOMOUGH162 Coniract Releases
Retenfion
001Pest Control Activity Log
Document Status %
Q Thresholds & Notifications

07/01/2021

06/30/2022

~\

Comments and
Attachments
from Sourcing
Event Header

J

Price Adjustment Template
Purchase Crder BU Defaults

r

Business Unit v

Maximum
Amount is the
total from all
lines

Tax Exempt

Tax Exempt 10|
O Auto Default
O Lock Chartfields Fiscal Year

Group

~

Migc Charge Amount

Sales Tax Amount

VAT Amount

Maximum Amount

usoD

Line Item Released Amount

rate Contract

Q

~\

s CRRNT

se Contract Rate Date
Multicurrency PO
lgreement

eriod

it Renewals

36,000 00

uspD

0.00
000 Miscellaneous Charges

0.00
0.00

lace™ Sourced Contract

Contract Entry
Header Comments

SetiD: STATE  ContractD: 42700-023-DHS0000203-0001 Version:

¥ Retrieve Active Comments Only Retrieve

*Sort Method: | Comment Time Stamp v ~Sort Sequence:

Comments
Use Standard Comments

Find | View All

Sort

From -= SSE 42700-0DHS0000203

OK Cancel Refresh

Comment Status: Active Inactivate
RFg B
P
I#! Send to Vendor ") Show at Receipt | Copy to Purchase Order
) Show at Voucher
Associated Document
Attachment: eRFQ_Template_doc_09_26 D8.doc Aftach View Delete [# Email

First M 1 072 [¥] Last
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Cdl ] -0 Qq Viarkeipia o T™M

Review the comments and attachments from Event

FNSOTRN

Contract Entry
Header Comments

Setll STATE Contract|D: 42700-023-DHS0000115-0001
Retrieve

¥ Retrieve Active Comments Only
= “Sort Sequence: |Ascending ¥]  Sent |

*Sort Method: | Comment Time Stamp
First BN 1 or 1 I Last

Eind | View Al
Copy Standard Comments Comment Status:  Active inactivate |
Tasks &

¥ SendtoVendor [~ Shown at Receipt [~ Shown at Voucher [~ Copy to Purchase Order

Header

E—

A\

Click Email to R

allow for
attachment to
be emailed

J

Associated Document
Attachl Viewl Delete @ ™ Email

2011_Refresh_Calendar_122810.doc

Attachment

From -= SSE 42700-DHS0000115

Cancel Refresh |
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|
o, o, o, A1 CJ LA 1\ A o, / 4

-A

Review the Line information ‘ Lines \

1-10f1 w View Al

Lines

[®)9]

[ Details

‘ Order By Amaount H Item Information H Default Schedule H Release Amounts H Release Quanfities H Line Groupings H Spend Threshold ‘ll»

_ )
Confirm the
Line ltem Description uom Category Mercham:i;i Include for Status L I n e
‘\

information is
correct.

Release
b ——
1 & Q| Pest Contral jo B owow @ s Q 3ncl o0 B R

J

View Category Hierarchy Calegory Search

¥ Active X w ‘

~

Comments
and/or
attachments
from the Event
Lines.

J
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hresholds and Notifications

Contract Entry
Contract

SetlD
Contract 1D

*Status
Administrator/Buyer
~ Header (3
*Contract Style

Process Option

*Supplier
*Supplier ID

Primary Contact
Supplier Contract Ref
Description

Master Contract ID
*Begin Date

Expire Date

Renewal Date

Control Type

STATE

42700-001-DHS0000287-0001

Open ~
JMORTOND1 Q
J MORTOMNO1
Agency - Services Q

General Confract

ORKIN-001
Supplier Search

0000010237 Q
ORKINLLC

001Pest Control

—

07/01/2021

08/30/2022

Business Unit v

Tax Exempt

Contract Version

Version

Approval Due Date

Tax Exempt ID | STATE OF GA

Line Item Released Amount 0.00

O Auto Default
O Lock Chartfields Fiscal Year | 2022
Group
Type v
* Invoice Options
Invoice Number
AP Business Unit Q
Accounting Template Q
Payment Terms 1D | N30 Q,
v
Basis Date Type
~ Amount Summary
Maximum Amount 36.000.00 uso

1 Status  Current

Add a Document

Add Comments

Confract Activities

Primary Confact Info
Confract Header Agreement
Confract Releases

Retention
Activity Log

P
Purchase Order BU Defaults

O Corporate Contract

Currency USD Q

Rate Date  00/23/2013 GRRNT Q
O Must Use Contract Rate Date
O Allow Multicurrency PO
O Multi-Agreement
Initial Period

O Non-Profit Renewals
Gross Amount 36,000.00 usD
Freight Amount 0.00
Misc Charge Amount pop Miscellaneous Charges
Sales Tax Amount 000
VAT Amount 0.00

Header
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hresholds and Notifications

Contract Entry
Contract

SetiD
Contract ID

*Status

Administrater/Buyer

*Contract Style

Process Option

*Supplier
*Supplier ID

Primary Coentact
Supplier Contract Ref
Description

Master Contract ID
*Begin Date

Expire Date

Renewal Date

Control Type

Type

~ Invoice Options

Contract Version

STATE
Version
42700-001-DHS0000287-0001
Cpen k3 Approval Due Date
JMORTONO Q
J MORTOND1
Agency - Services Q

General Coniract

ORKIN-001 Q
Supplier Search

0000010237 Q
ORKINLLG

001Pest Confrol

0740172021

06/30/2022

Business Unit v

Tax Exempt
P Tax Exempt|D |STATE OF GA

O Auto Default

O Lock Chartfields Fiscal Year | 2022

Group

w

Invoice Number

AP Business Unit Q

Accounting Template Q

Payment Terms ID | N30 Q

Basis Date Type

~ Amount Summary

Maximum Amount 36,000.00 usD

Line Iltem Released Amount 0.00

Status  Current

Add a Docume

Add Comments

Coniract Activities

Primary Contact Info
Confract Header Agreement
Contract Releases

Retention
Activity Log

Thresholds & Motifications I

Currency

Rate Date

Gross Amount

Freight Amount

Mizsc Charge Amount

Sales Tax Amount

VAT Amount

Purchase Order BU Defaults

O Corporate Contract
UsD Q

0912372018 CRRNT Q

O Must Use Contract Rate Date
O Allow Multicurrency PO

O Multi-Agreement

Initial Period

R I
O Non-Profit enewEs

36,000.00 uso

0.00

oop Miscellaneous Charges

0.00
0.00

Header
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[ Send Date/&mount Notification

Expand All Collapse All
¢ Date Motification

F Maximum Amount Notification

I ¥ Spend Threshold Notification I

* Notification Assignments
[=][]

MNotification Type User ID

* Amount Summary
Maximum Amount

Total Line Released Amount
Total Category Released Amount

Open ltem Released Amount

Remaining Amount

Remaining Percent

OK... | | Cancel

Thresholds & Motifications

[ %end Threshold Motification

Usger Description

36,000.00 USD

000
.00
0.00

36.000.00
100.00

Email Address

1-1of 1 »

| Wiew Al

+] (-]

Help
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Thresholds and Notifications

Thresholds & MNotifications bl

Help
[ Send Date/&Amount Notification [ %end Threshold Notification

Expand All Collapse All
¥ Date Motification

I F Maximum Amount Notification I

* Notification Assignments
@ -10f1 w | Wiew Al

Motification Type User ID User Description Email Address

JR— n- +) (-]

* Amount Summary

Maximum Amount 36,000.00 USD
Total Line Released Amount .00
Total Category Released Amount 0.00
Open tem Released Amount 0.00
Remaining Amount 36.000.00
Remaining Percent 100.00

Ck... | | Cancel




esson Xercise
Thresholds and Notifications

Thresholds & Motifications b

Help

I [ Send Date/&mount Notification O %end Threshold Motification I

Expand All Collapse All
b Date Notification

F Maximum Amount Notification

F Spend Threshold Notification

I' Motification Assignments I
@ 1-1of1 w | wiew Al

MNotification Type User ID Uzer Description Email Address

IR S +) -]

* Amount Summary

Maximum Amount 36,000.00 UsD
Total Line Released Amount 0.00
Total Category Released Amount 0.00
Open ltem Released Amount 0.00
Remaining Amount 36.000.00
Remaining Percent 100.00

OK... | | Cancel
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Thresholds and Notifications

Thresholds & Notifications x
Help  *
O Send Date/Amount Notification O Send Threshold Notification
Expand All Collapse All
* Date Notification
Hofify user when confract is within specified days of Expire Date.
Expire Date | 06/30/2022 Notify Days Before Expires
Expiration Notification Date  06/30/2022
Mofify user when confract is within specified days of Renewal Date.
Renewal Date H Notify Days Before Renewal

Renewal Notification Date
Hofify user when Mew Contract or Draft is within specified days of Approval Due Date.

Approval Due Date Notify Days Before Approval

Approval Notification Date

» Maximum Amount Notification Ee
» Spend Threshold Notification

* Motification Assignments
@ 1-10f1 w | View Al

Motification Type User ID User Description Email Addrezs

AR | + =]

* Amount Summary

Maximum Amount 36,000.00 UsSD
Total Line Released Amount 0.00
Total Category Released Amount 0.00
Open ltem Released Amount 0.00
Remaining Amount 36.000.00
Remaining Percent 10:0.00

Ok... l l Cancel
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Thresholds and Notifications

Thresholds & Notifications

I Send Date/Amount Netification O Send Threshold Notification

Expand All Collapse All

* Date Notification
user when confract i1s within specified days of Expire Date.

Expire Date |06/30/2022 I\Iotify Days Before Expires

Expiration Notification Date  05/01/2022
Mofify user when confract is within specified days of Renewal Date.

Renewal Date T Motify Days Before Renewal

Renewal Notification Date
Mofify user when New Contract or Draft is within specified days of Approval Due Date.

Approval Due Date Notify Days Before Approval
Approval Notification Date

* Maximum Amount Notification

Motify user when the total contract released amount is either within the specified amount, or within the specified percentage, of
the maximum contract amount.

i 3.600.00
Amount Less than Maximum UsSD

Percent Less than Maximum 10,00

Motification Amount 32.400.00

¥ Spend Threshold Motification
* Notification Assignments

EY

Motification Type User ID User Description Email Address

I1 Expiration PSMITHO1 Q IFSMITHCH

* Amount Summary

Maximum Amount 36,000.00 )

Total Line Released Amount 0.00
Total Category Released Amount 0.00

Open ltem Released Amount 0.00

Remaining Amount 36,000.00
Remaining Percent 100.00

Cancel

| wiew Al

[+]](=]




Lesson 2 - Exercise 2.1

Thresholds and Notifications

Now import the executed contract

Contract Documents

Contract Entry
Contract
SetlD STATE Contract Version
Version 1 Stats Ie t
Contract 1D 42700-001-DHS0000287-0001 us - Lurren
*Status | Open w Approval Due Date =)
Administrator/Buyer JMORTOMO1 Q ~dd a Document
J MORTONO1
~ Header
*Contract Style  Agency - Services Q
Process Option General Contract
ORKIN-001

*Supplier

*Supplier I | 0000010237

Create Document

Primary Contact 2Q . Return fo Document Search
Source Purchasing Confracts
Supplier Contract Ref
SetlD  STATE Contract D 42700-001-DHS0000267-0001 Import Document
Description | 001Pest Con .
Supplier ORKIN LLC SetlD  STATE Contract ID 42700-001-DHS0000257-0001
Supplier  ORKIM LLC
Master Contract ID Contract Style  Agency - Services uppler
*Begin Date 07/01/2021 *Document Typdl | SPD Agency Services Contract  w *Document Type | SPD Agency Services Contract ~
Expire Date | 08/30/2022 Configurator ID | SPD_AGNCY_CHTRCT_SRV Q Sponsor e
SPD - AGENCY STANDARD CONTRAGT - Services ey | HORTONDY @ | J MORTONDY
Renewal Date *Description | 001Pest Control
Department =}
“Description | 001Pest Control
*Administrator
JMORTONDT J MORTONO1
Import Option
Sponsor Q

Department Q

(Current Contract/Docume:

with no.

rmal amendments or history to load.)

ingle current contract as fully amended requiring an amendment number. History is optional.)

O Amended Contract and Amendment

3 o . (Current confract as fully amended and a cumrent separate amendment summary file. History is
R r——— (Cuments 4 8 ~ &

- O original and Amendment
’ Create Document I Import Document Intenal Contacts/Signers (Original contract as originally signed and a current separate amendment summary fils. History is
External Contacts/Signers optional.)

’ Save Document View Access

Current Version

Basic Info ‘ Detazils |||-

Type File Name

Contract
Document

1.0 Execul w 07/01/2021

Upload

Clear

| |
Done with Import I [ Cancel
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Thresholds and Notifications

The contract is imported, but attachments still need to be added.

Contract Documents

Document Management

SetlD  STATE Contract1D #2700-001-DHS0000287-0001 by on 40 pocument Search

Supplier ORKIN LLC

Contract Style Agency - Services
Document Type SPD Agency Services Contract

Once the contract
e e N is imported in, the
documents
associated with the
contract that are
not already linked
b to the Sourcing
e Event need to be
oot i e = attached.

View

Version 1.00 Created On

Status  Execufed Last Modified On

Attachments and Related Documents

| Reset to Dispatch | | Executed On

SeiD  STATE Contract 1D~ 42700-001-DHSDO00267-0001
Create Amendment

l Upload a Document Attachment File

Imported Document

Review and Appro
Internal Contacts/Si

External Contacts/Si
Document View Acc

Related Documents

@ 11of1 v View All
Related Documents. ‘ Details ‘Ih

Visible to
Supplier

u] o AdHoc v STAE Q Q B B B

Attachments
.E IE 1-10f1 ¥

I Files. || Description | |»

Allow Email Dispatch *Source Transaction *SetlD Ad Hoc ID Internal Document it Status.

Allow Email/Dispatch  File Name Title View

CERTIFICATE_OF_INSURANCE docx Certificate of Insurance -
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Thresholds and Notifications

Make sure all relevant attachments are included.

IAttachments and Related Documents

Seti: STATE Contract ID:
Vendor: ADAMS EXTERMINATORS INC

42700-023-DHS0000200-0001

Upload another Document Attachment File |

Attachments
[ Files ][Description

Allow Email/Dispatch  |File Name Title

Contract Documents

Insurance.doc |Insurance Vie =l
Transactional Attachments Custo Find
Email to Vendor |Comment Type Attached File
[v] Header Supplier_Infor_doc.pdf ml
(| Header eRFQ_Template_doc_09_26_08.doc M
[] Line Pest_control_SOW.doc M
¥ Line Pest_control_task_list.doc M

Related Documents Customize | Find |
R:- lated Documents Details

L ‘.l"mhle o *Source Transaction *5etiD Ad Hoc ID Internal Document Status
Email/| Dlspah.h Su ppller

Ad Hoc ~ [sTATE Q

Firs [n1nf1 n Last

[+ =]

OK | Cancel |
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Thresholds and Notifications

Contract is ready to be Executed.

SetlD  STATE I Contractip 42700-001-DHS0000287-0001 Rlum to Document Search

Supplier ORKIMLLC

Contract Style Agency - Services

Contract Documents

Document Type SPD Agency Services Confract
Description  001Pest Control
Administrator J MORTONO1

Sponsor Department
Version  1.00 Created On  07/01/21 12:00AM Document Details
Status  Dispatched Last Modified On  06/08/22 2:37PM
Redispatch

’ Execute Contract ]

Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
View Document ] Intemal Cantacts/Signers Send to Contacts ]

External Contacts/Signers

l Edit Document l Document View Access l Recreate Document l

Modify Attachments/Related Documents I

Deactivate Document ]
Document Version History

Contract Entry

Contract
Contract Version
SetlD  STATE
Version 1
Contract ID_ 42700-001-DHS0000287-0001 Status  Current
*Status | Approved hd Approval Due Date

Administrator/Buyer  JMORTONO1 J MORTOMNO1
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Thresholds and Notifications
System Status is set to Approved

Eo ntract Entry
ontract
SeflD  STATE Contract Version
ContractD  42700-001-DHS0000257-0001 Version | Status  Current
*Status | Approved v Approved Date 06/08/2022
Administrator/Buyer JMORTONO01 J MORTOMNO
* Authored Document
Authored Status  Executed I IMaintain Document
Document Version  1.00 Sponsor
Description  001Pest Control Department
Amendment 0 Created Dateitime 07/01/2021 12:00AM
Document Administrator  JMORTONO1 Last modified date  06/08/2022 2:39PM

~ Header (@
Confract Style
Process Option
Supplier
Supplier 1D
Primary Contact
Supplier Contract Ref
Description
Master Contract ID
Begin Date
Expire Date

Renewal Date

= i - i

Agency - Services

General Confract

ORKIN-001

0000010237 ORKIN LLC
2 MCDONOUGH162

001Pest Control

07012021
06/30/2022

Add Comments

Contract Activities

Primary Contact Info
Caontract Header Agreement
Contract Releases

Retention

Activity Log

Document Status
Thresholds & Nofifications
Price Adjustment Template
Purchase Order BU Defaults

Make sure the
System Status
is set to
Approved, the
Contract Status
is at Executed
and the
Maintain
Document
button is
shown.
Remember to
Savel!




Independent Student Exercise 2.2

Create a Contract From an Existing Contract

Scenario: Contract Administrator Pete Smith
needs to import the Trash Removal contract for
512,000 that was recently executed in July 202X
He completes the Header, Lines, and Contract.

You have 45 minutes to complete the exercise.

Existing Contracts |
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Create a Contract From an Existing Contract

You enter all Contract IDs of contracts in Team Georgia Marketplace™ the

same way.
S \ —
Contract Entry AIways
leave SetID
| Find an Existing Value | Add a New Value | as State.
SetlD |STATE Q
*Contract 1D | 42700-023-12122-0001
Style ID | AGENCYSRVC Q,
*Contract Process Option | General Contract hd

Find an Existing Value | Add a Mew Valus
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reate a Contract From an Existing Contract

Contract Entry

Process Option
*Supplier

*Supplier 1D

Primary Contact
Supplier Contract Ref
Description

Master Contract ID

Contract

SetlD syaTe  Copy From Contract Contract Version

Version
Contract 1D 42700-023-12122-0001
*Status = Open ~ Approval Due Date
I Administrater/Buyer | PSMITHO1 [=}
JHM
“Contract Style  Agency - Services Q

General Confract
400WASTERS-001 Q

*Begin Date

Expire Date

Supplier Search
0000540388 Q

400 WASTE & SCRAPLLC

Q
TRASH REMOVAL
Q

07/01/2021
06/30/2022

Renewal Date

Tax Exempt

Status  Current

Add a Document

Add Commenis

Coniract Activiies

Primary Contact Info
Contract Header Agreement
Conlraci Releases

Retenfion
Activity Log
Document Status

Thresholds & Metifications
Price Adjustment Template

Header

Begin Date is the date the
Contract was first
Executed (the initial begin
date) and the Expire Date
is the date for this
renewal period expiration.

0610872022 CRRNT Q

(7}

Basis Date Type

Maximum Amount 12000 usD

Tax ExemptID  STATE OF GEORC Rate Date
[ Auto Default O
Fiscal Year | 2022 Must Use Contract Rate Date
[ Lock Charifields O Allow Multicurrency PO
Group ~ O Multi-Agreement
Initial Period
Type A Renewals
i —
~ Invoice Options
Invoice Number Gross Amount 000 e
AP Business Unit Q Freight Amount 0.00
Accounting Template Q Misc Charge Amount pop Miscellaneous Charges
IPayment Terms ID Q I Sales Tax Amount 0.00
v VAT Amount 0.00
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Create a Contract From an Existing Contract

Scenario: Pete Smith needs to enter the Line
information for the Trash Removal contract he is
importing into Team Georgia Marketplace™
Supplier Contracts Management.




Independent Student Exercise 2.2

]
C C )11 o O[] o] X ale ()]

Enter the Line information.

Lines

* Contract ltems

Catalog Search Iltem Search Search for Confract Lines

L Enter the Description
(®][]]

I Details H ‘Order By Amount H Item Information || Default Schedule H Rels

1-1of1 » Wiew All
ease Amounts | | Release Quantities | ‘ Line Groupings | | Spend Threshold | 13

The UOM—using the look-up if
Item Description uom Category ""E’“h“”‘li:; elude fo n eed ed
1 ] 'l TRASH REMOVAL 4 8 MON Q | 95898 Q 1000 I (»] ) -] =] L] ] i

Line

View Category Hierarchy

Then enter the Category CD (NIGP
< Coniact caepore Code)—using the look-up if needed

Enter the full amount for the line

Click the + to add more lines if
needed




Independent Student Exercise 2.2

Create a Contract From an Existing Contract

Contract Entry
Contract
SetiD sTaT  Copy From Contract Contract Version
Version 1
Contract 1D 42700-023-12122-0001 Status  Current
*Status | Open ~ Approval Due Date “
Administrator/Buyer |PSMITHO1 Q Add a Document
PSMITHO1
~ Header
*Contract Style | AQENCY - SErvices Q
Process Option _General Contract G .
- 400DWASTE&S-001 Q emments
*Supplier Supplier Search Confract Activities
. Primary Contact Info
ssypplier D | 0000540388 Q
ueelEr 400 WASTE & SCRAPLLG Conlrac Header Ageement Create Document
Primary Contact Q onfractReleases et o D ¢ Semch
Source Purchasing Confracts clurm o Document weare
Supplier Contract Ref
Retention SetiD  STATE ContractD  42700-023-1212122-0001
Description | TRASH REMOVAL Activity Log )
Document Status Supplier 400 WASTE & SCRAP LLG
Master Contract ID Q Thresholds & Notifications

Price Adjustment Template
*Begin Date |07/01/2021 | Purchase Order BU Defaults “Document Type  SPD Agency Services Confract  w I

Expire Date |06/30/2022 Configurator ID | SPD_AGHNCY_CNTRCT_SRV

SPD - AGENCY STANDARD CONTRACT - Services

Renewal Date *Description | Trash Removal

Corgomne Confract

*Administrator | PSMITHO1

PSMITHO1
Sponsor Q
Department Q
O Use Wizard Responses from Document: ( Select Document)
’ Create Document Import Document Internal Contacis/Signers

External G 1ers
[ Save I Document View Access
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Create a Contract From an Existing Contract

Import Document

SetlD  STATE Confract 1D 42700-023-1212122-0001
Supplier 400 WASTE & SCRAP LLC
IDocument Type SPD Agency Services Contract ~ I
Sponsor Q

*Administrator |F=MTHO1 Q | PSMITHO1

Department Q

*Description | Trash Removal

Import Option

® Current Contract/Decument

{Current Contract/Dy
O Amended Contract
- (Single current contract as fully ded requiring an
© Amended Confract and Amendment

with no formal

or history to load.)

number. History is optional.)

iCurrent confract as fully amended and a current separate amendment summary file. History is
optional.}
O Original and Amendment

(Criginal confract as eriginally signed and a current separate amendment summary file. History is
optional }

Current Version

@ 1-1of1 W
Basic Info | Details | |13

Type

File Name Version Status Status Date Status Time Upload

Contract

Clear

1.0 Execult v 0710172021

Clear

Done with Import ’ Cancel

100
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Create a Contract From an Existing Contract

After the contract is imported, it is important to attach ALL of the contract history

and award documents.
‘ Contract Documents I

A

Ermail |

= Coniract_Asgessment_Formdoc  |Conbradt Assessments i vew [=]

3 Task_listdoc scope of work and cuties wew [=] Attach all of the

) Signed_renewal doc [Rengwais view [=]

e : : renewal agreements

=3 Ingurance_update doc |ingurance Cemficabes view [=]

. SRR = il and any related
amendments not

Related Documents Ciggloenizi | Find | View ol | 8 4 of 1 K8

e — uploaded.

Bt}

iﬁu:I Hoc '-'I [state O

ok || _conce |
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Create a Contract From an Existing

SetlD

Supplier
Contract Style
Document Type
Description
Administrator

Sponsor

Version

Document Management

STATE

400 WASTE & SCRAP LLC
Agency - Services

SPD Agency Services Confract
Trash Removal

PSMITHO1

1.00

Reset to Dispatch

Create Amendment

Imported Document

View and Edit Options:

View Document l

locument version

Add Attachmenis/Related Documents

IS10TY

{42700-023-1212122-0001

Contract ID

Department

Created On  07/01/21 12:00AM
Last Modified On  06/08/22 3:12PM
Executed On  07/01/21 12:00:004M

Review and Approval:
Internal Contacts/Signers

External Contacts/Signers
Document View Access

Retun to Document Search

Document Details

SetlD  STATE

Supplier

Contract

Attachments and Related Documents

Contract ID  42700-023-1212122-0001

cription 103

Allow Email/Dispatch File Name Title 1 Delete

MNotice_of Award_{1).doc Hotice of Award

Related Documents

| wiew Al

[ Related Documents H Details |||p

Visible to

Allow Email/Dispatch Supplier

*Source Transaction Internal Document Status

[}




Independent Student Exercise 2.2

Create a Contract From an Existing Contract

Document Management

SetlD  STATE I Contract 1D 42700-023-1212122-0001 I Return to Document Search
Supplier 400 WASTE & SCRAF LLC

Contract Style Agency - Services
Document Type SPD Agency Services Confract
Description  Trash Removal
Adminigtrator  PSMITHO1

Sponsor Department
Version 1,00 Created On  07/01/21 12:00AM Document Details
Status  Dispatched Last Modified On  06/08/22 3:20PM
I Redispatch ]
I l Execute Contract ] I
Imported Document
ontract Entry
View and Edit Options: Review andi™ sntract
View Document ] Internal Con
Exdermal Co Contract Version
l Edit Document l Document V| SetilD  STATE
Version 1 Status  Current
Modify Attachments/Related Documents
Document Version History Approved Approval Due Date
Administrator/Buyer PSMITHO1 PSMITHO1
* Authored Document
Authored Status Dispaiched Maintain Document
Document Version  1.00 Sponsor
Description  Trash Removal Department
Amendment 0 Created Date/time 07/01/2021 12:00AM
Document Administrator PSMITHO1 Last modified date 06/08/2022 3:20PM
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Lesson 2: Summary

©

Creating Contract
from Sourced

Event
(Trash Removal)
® r >
Find an Existing Thresholds &
Value Notifications

(Pest Control)
4



KNOWLEDGE CHECK

Respond in the Chat Box

1. After creating a contract in Team Georgia Marketplace™, you need to return to the Header page and
set the status of the system to:

a) Open
b) Available
c) Approved
d) Read

e) Accepted

2. In Team Georgia Marketplace™, when creating a contract from a Sourcing Event, you must enter all or

part of the . This is generated when the Sourcing Event is awarded.
a) Requisition ID
b) Vendor ID

c) ContractID
d) Master Contract ID
e) Ad Hoc Document ID
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Lesson Three: Agreement Codes




Lesson 3. Team Georgia Marketplace™ Sourced Contracts

Agreement Codes

Agreement codes are used to gather information, documents or agreements that were
made on a contract. Placing agreement codes on a contract allows for easy tracking.

Agreement codes are already in the system, however if you want to set up an agreement
code that is specific to your entity you can by contacting procurementhelp@doas.ga.gov.

c  ia




Lesson 3 - Exercise 3.0

A
-
r
Contract Entry
]_ Contract
SetlD STATE Contract Version
Contract ID 023 - Version 1 Status  Current
I *Status | Open w I Approved Date  06/08/2022
Administrator/Buyer | PSMITHO1 Q
PSMITHO
= Authored Document
Authored Status Executed Maintain Document
Document Version 1.00 Sponsor
Description Unamed Security Department
Amendment 0 Created Dateftime 07/01/2021 12:00AM
Document Administrator PSMITHO1 Last modified date 06/08/2022 11:51AM
* Header (%)
*Contract Style  Agency - Serices Q [y

Process Option _General Confract .
GASECURITY-003 Q Edit Comments

*Supplier Supplier Search
® i 0000041257 Q
supplier (D GEORGIA SECURITY SYSTEMS ING
Primary Contact Q
]_ Supplier Contract Ref
Retention
| & Description |Unammed Security Activity Log
Document Status
Master Contract ID Q, Thresholds & MNotifications

Price Adjustment Template

*Begin Date |07/01/2022 = Purchase Order BU Defaults

Expire Date | 06/30/2023 =

Renewal Date O Corperate Contract




Lesson 3- Exercise 3.0
Adding Agreement Codes

SLA Header X
Help 1
Contract Entry
Contract Header Agreement Assignments
SetlD STATE Contract 5tatus  Open Version 1
Contract 1D 42700-023-12121-0001 Unarmed Security Begin Date  07/01/2022
Supplier GASECURITY-003 Expire Date  06/30/2023
Agreements @ | Tof1 w I View All
*Sequence |10 Include In Contract Document E E
*Agreement Code BONDS Q Compliance Status Mot Set |} W
*Description | Cumrent Bend Information Provided
*Result Type | Yes/Mo W
Megotiated Result | MO v
Notification Comments |N (B
e
253 characters remaining
Financial Implication |536.000.00 e
Clause Assignments fication Assignments
Verification Steps
Aof1 v iew
H[q 1-10f 1 View Al
Details | Commenis 113
*Step Description *Step Owner *Verification Method BI:L;:IStart Hality Activity Status
10 PSMITHO1 Q, On Line Verification with il w 06/08/2022 H Mot Started E E’
I (o] o ] m Cancel




Lesson 3- Exercise 3.0

Adding Agreement Codes

Contract Entry
Contract Header Notification Assignments
SetlD STATE Contract Status Open Version 1
ContractID  42700-023-12121-0001 Unarmed Security Begin Date  (07/01/2022
Supplier GASECURITY-003 Expire Date  06/30/2023
Agreement Sequence 10 Current Bond Information Provided
Agreement Code BONDS b
Notification
@ 1-10of1 ~ | ViewAll
‘ Notification ‘ ‘ Details ‘ [
Sequence *Notification T Verify Ste *User Ty e Recipient Name User ID EEEL *Email Address
q ype P ype Updates P Email
10 Verification Step v 10Q Interna ~ J MORTONO1 Q & JMORTONO1 Q JOHN.MORTON@DOA! B
OK_.. ] l Cancel
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Lesson 3 -Exercise 3.0: Team Georgia Marketplace™ Adding agreement codes
to contract header for e-Verify and Insurance Bonds.

Contract Entry
Contract
SetlD  STATE Contract Version
ContractID 42700-023-12121-0001 Version 1 Status Current
“Status = Open - Approved Date 06/08/2022
Administrator/Buyer |[PSMITHO1 Q
PSMITHO1
¥ Authored Document
Authored Status Executed l Maintain Document
Document Version 1.00 Sponsor %
Description Unarmed Security Department
Amendment 0 Created Date/time 07/01/2021 12:00AM
Document Administrator PSMITHO1 Last modified date 06/08/2022 11:51AM
¥ Header @
*“Contract Style |Agency - Services Q
Process Option General Contract it C ;
it Comments
* - GASECURITY-003
Supplier Q Supplier Search Contract Activities
) . Primary Contact Info
* 0000041257
Supplier ID a GEORGIA SECURITY SYSTEMS INC [ Contract Header Agreement |
Primary Contact Q ontracl Releases




Lesson 3 - Exercise 3.0

Adding Agreement Codes

Agreements

*Sequence
*Agreement Code
*Description
*Result Type

Negotiated Result

Target Date

Notification Comments

Financial Implication

Verification Steps

10
BONDS Q
Current Bond Information Provided
Yes/No ~

No v

07/01/2022

N

253 characters remaining

$36,000

al

Include In Contract Document

Compliance Status PNot Set hd

#~

Clause Assignments Notification Assignments

1of1 v | View All

-




Lesson 3 - Exercise 3.0

Adding

Agreement Codes

Contract Entry
Contract

SetlD STATE

*Status | Open

Administrator/Buyer PSMITHO1

ContractID  42700-023-12121-0001

Contract Version
Version

- Approved Date

1 Status  Current
06/08/2022

PSMITHO1
¥ Authored Document
Authored Status Executed Maintain Document
Document Version 1.00 Sponsor
Description  Unarmed Security Department
Amendment 0 Created Date/time  07/01/2021 12:00AM
Document Administrator PSMITHO1 Last modified date  06/08/2022 11:51AM
[~ Header @
“Contract Style Agency - Services Q
Process Option General Contract .
*Supplier  GASECURITY-003 Q Edit CDmmentg Agreements
PP Supplier Search
* i 0000041257
Suppler ID 2 | GEORGIASECURITY SYSTENS INC “Sequence
Primary Contact Q
*Agreement Code
Supplier Contract Ref
Retention *Description
Description Unarmmed Security Activity Log
*Result Type
Negotiated Result
Target Date

Notification Comments

Financial Implication

Verification Steps

=

BONDS Q
Current Bond Information Provided
Yes/No v

No v

07/01/2022
N

253 characters remaining

$36,000

all

1@ Include In Contract Document

Compliance Status ~ Not Set v

Clause Assignments

| ViewAll

[-]




Lesson 3 - Exercise 3.0

Adding Agreement Codes

Contract Entry
Contract Header Notification Assignments
SetlD STATE Contract Status Open Version 1
ContractID  42700-023-12121-0001 Unarmed Security Begin Date  (07/01/2022
Supplier GASECURITY-003 Expire Date  06/30/2023
Agreement Sequence 20 Current Insurance Certificate Provided
Agreement Code |[NSURANCE %
Notification
@ 1-10f1 | View All
‘ Notification H Details ‘II)
S *Notification Ti Verify St *User Ty s Recipient N User ID Specly | nail Add
equence otification Type erify Step ser Type Updat_es ecipient Name ser Email mai ress
10 Verification Step v 20Q, Interna v J MORTONO1 Q 551 JMORTONO1 Q, JOHN_MORTON@DOA’] E
OK... l l Cancel




Lesson 3 - Exercise 3.0

Adding Agreement Codes

Contract Entry
Contract Header Notification Assignments

SetlD STATE Contract Status Open Version 1
ContractID  42700-023-12121-0001 Unarmed Security Begin Date (07/01/2022
Supplier GASECURITY-003 Expire Date  06/30/2023
Agreement Sequence 20 Current Insurance Certificate Provided
Agreement Code |INSURANCE %

Notification

@ 1-10of1 ~ | ViewAll
‘ Notification ‘ 13

Sequence *Notification Type Verify Step Notify On Status Reminder Number Of Final Reminder

Change Days Prior Days

10 Verification Step v 20Q 0 0 E

OK_ .. l l Cancel

Passed Target Date




Lesson 3 - Exercise 3.0
reement Codes

A

Adding

Contract Entry

Contract Header Notification Assignments

SetlD

Contract ID

Supplier

Agreement Sequence

Agreement Code

Notification
B
‘ Notification H Details ‘ 13
Sequence *Notification Type
10 Verification Step
I OK. I l Cancel

STATE
42700-023-12121-0001
GASECURITY-003

20
INSURANCE

Verify Step

Contract Status

Unarmed Security

Current Insurance Certificate Provided

Notify On Status
Change

10

Approved

Version 1
Begin Date (07/01/2022
Expire Date  06/30/2023

1-1of1 v | View All

Reminder Number Of
Days Prior

30

Final Reminder
Days

10

Passed Target Date




Lesson 3 - Exercise 3.0

Addina Aareement Codes

Contract Entry
Contract

setlD STATE Contract Version

Version
ContractID  42700-023-12121-0001

I *Status | Approved v | I Approval Due Date

Administrator/Buyer

PSMITHO1 PSMITHO1
¥ Header @
Contract Style Agency - Services
Process Option General Contract
Supplier GASECURITY-003
Supplier ID 0000041257 GEORGIA SECURITY SYSTEMS INC

- Primary Contact
Supplier Contract Ref
Description Unarmed Security
Master Contract ID
Begin Date 07/01/2022
Expire Date 06/30/2023
Renewal Date

Control Type
Tax Exempt
Auto Default

Lock Chartfields

Tax Exempt ID STATE OF GEORGIA
Fiscal Year | 2022

Group

Status Current

l Add a Document

s

Edit Comments

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Retention

Activity Log

Document Status
Thresholds & Notifications
Price Adjustment Template
Purchase Order BU Defaults

Corporate Contract

Currency USD
Rate Date 06/13/2022

CRRNT




Lesson 3 - Exercise 3.0
Adding Agreement Codes

Frocurement WorkCenter £ «
| Main || ReportsiCueries ” PCard |
Sy Links Co S —

7 Review Disputes
= Assign SpeedCharts

= Purchasing
Reguisition Sslection
AddfUpdate POs
Approve Amounts
Approve ChartFields
Dispatch POs
AddfUpdate Receipts
Buyer's Workbench

hhhothh

—  Sourcing

Event Details
Event Workbench
Analyze Events
Awvard Events

hhhh

—  Supplier Contracts
&2 Contract Entry




Lesson 3 - Exercise 3.0

Adding Agreement Codes

Search Criteria

setiD STATE Q

I Contract ID | 42700-023-12121-0001| Q I Item Line

*Results to Include Header ltem Line, Category Line

Verification Step Owner

2 nce Status

Search

W

Qa

Q Category Line

| Agreements Retrieved

(=[]

SetlD Contract
STATE 42700-023-12121-0001 - HEADER
STATE

Agreement Sequence and Code

10 - BONDS

|20 - INSURANCE I

Agreement Description

Current Bond Information Provided

Current Insurance Certificate Provided

1-20f2

Compliance Status

Not Set

Not Set

View All




Lesson 3 - Exercise 3.0

Adding Agreement Codes

Update Agreement Statuses

Contract Agreements

Sequence
Agreement Code
Description

Last User to Update
Result Type
Negotiated Result

Actual Result
Target Date

Notification Comments

Financial Implication

Compliance Comments

SetlD STATE
ContractID 42700-023-12121-0001

Contract Status Approved

Unarmed Security

Supplier ID 0000041257 GEORGIASECURITY SYSTEMS INC

20
INSURANCE

Current Insurance Certificate Provided
ROBEMAR

Yes/No
Yes

07/01/2022

254 characters remaining

Version 1
Begin Date 07/01/2022
Expire Date 06/30/2023
EI | 1of1 w [ View All
Include In Contract Document
Compliance Status l MNot Setl\ v
Lo
Last Update 02/22/2019 11:32AM
¥
VA
5 v

Send E-mail I Contract Step Verification




Lesson 3 - Exercise 3.0

Adding Agreement Codes

SetlD
Contract ID

Supplier ID
Agreement Sequence

Agreement Code

Verification Steps

Verification Step

Due Date
*Activity Status

Motification Comments

Upload a File

OK || Cancel

Contract Verification Details

STATE Contract Status Approved Version 1
42700-023-10404-0001 UNARMED SECURITY SERVICES Begin Date 07/01/2016
0000507997 NT SECURITY LLC Expire Date 06/30/2017

20
DOE_INSURANCE

10

0710172016

Current Insurance Ceriificate Provided

Find | View Al First ‘4 10f2 "»/ Last

Description Upload copy of insurance cerificate

Step Owner PSMITHD4

[ Mot Started

Method Aftaching Supporting Document

Fe

254 characters remaining




Lesson 3 - Exercise 3.0

Adding Agreement Codes

Contract Verification Details
setlD STATE Contract Status Approved
Contract ID 42700-023-10404-0001 UNARMED SECURITY SERVICES

Supplier ID 0000507997 NT SECURITY LLC
Agreement Sequence 20

Agreement Code DOE_INSURAMNCE Current Insurance Cerificate Provided

Venfication Steps

vy

Verification Step 20
Description Verify cerificate is valid

*Activity Status | Completed

Version 1
Begin Date 07/01/2016
Expire Date 06/30/2017

Find | Wiew All IFirst Y2012 & L.EISI

Send E-mail

u Due Date 07042048 Step Owner PSMITHD4
Method On Line Verification with Y/N

otification Comments || verified with Insurance Company

e s

|Upload a File
[I | OK || cancel




Lesson 3 - Exercise 3.0

Adding Agreement Codes

Update Agreement Statuses

SetlD STATE Contract Status Approved Version 1
Contract ID 42700-023-10404-0001 UNARMED SECURITY SERVICES Begin Date 07/01/2016
Supplier ID 0000507997 NT SECURITY LLC Expire Date 06/30/2017

| Maintain Document

Contract Agreements Find | View All First ‘&) 10f1 &' Last

Sequence 20 "MMW\EH
Agreement Code DOE_INSURANCE I Compliance Status [ Not Set v|

Description Current Insurance Certificate Provided

Result Type Yes/No
Negotiated Result Yes

Actual Result
Target Date 07/01/2016
Notification Comments | A current insurance cerificate must be provided @@

206 characters remaining
Financial Implication

Compliance Comments g

Send E-mail Contract Step Verification:

Save Return to Contract Status Search




Lesson 3 - Exercise 3.0

Adding Agreement Codes

Update Agreement Statuses ‘ Saved |

SetlD STATE Contract Status Approved Version 1
Contract ID 42700-023-10404-0001 UNARMED SECURITY SERVICES Begin Date 07/01/72016
Supplier ID 0000507997 NT SECURITY LLC Expire Date 06/30/2017

| Maintain Document

Contract Agreements Find | View Al First ‘4 1of1 &' Last
Sequence 20 Include In Contract Document
Agreement Code DOE_INSURANCE I Compliance Status | Compliant M
Description Current Insurance Certificate Provided
Last User to Update JMORTONO4 Last Update 07/18/2012 11:58AM

Result Type Yes/Mo
Negotiated Result Yes

I *Actual Result I
Target Date 07/01/2016
Motification Comments | A current insurance certificate must be provided @@

206 characters remaining
Financial Implication

Compliance Comments g

Send E-mail Contract Step Verification

Return to Contract Siatus Search




Lesson 3: Summary

O

Agreement Codes

4



Poll Question

What is the purpose of Agreement
Codes?

a) Reminder and verification that
the criteria have been met

b) The Buyer and Contract
Administrator agree on payment
methods

c) Requires a designee who will
receiving the notifications

d A&C

This Photo by Unknown Author is licensed under CC BY-SA
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O Allow Multicu rrency PO

Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

SetlD STATE  Copy From Contract
Contract ID 42700-023-10405-0001

*Status [ Open v

I Administrator/Buyer JMORTONO4 Q JMORTONMI

Contract Version

Version 1

Buyer JMCORTONO4
Add Comments

Confract Activities
Primary Contact Info
Contract Header Agreement

Confract Releases

Header (2
*Contract Style Q.
Pr +
*Supplier AIR&WASTEM-00|Q,  Supplier Search
Supplier ID 0000037565 Q. AR & WASTE MANAGEMENT
ASSOCIATION
*Begin Date 07/01/2016 Eﬂ
Expire Date |06/30/2017 5
Renewal Date [
Currency USD |3, |[CRRNT |3,
Primary Contact QContact
Name:
Suppgli
l Descn':tiun TRASH REMOWVAL I
Master Confract ID C
Tax Exempt ID STATE OF GEORGIA
™ Tax Exempt

201

Order Contract Options (7

O Anow Open ltem Reference

O Corporate Contract O Adjust Supplier Pricing First
[ Lock Chartfields [ price Can Be Changed on Order
PO Defaults Add Open ltem Price AdjustmentsPrice Adjustment Template

Voucher Contract Options (%
Invoice Number
AP Business Unit Q,
Accounting Template e}
Basis Date Type

Amount Summary (7
Maximum Al
Line ltem Released A
Category Released Al

Open Item Released A
Total Released A

[IMust Use Contract Rate
[] Auto Default

[ nitial Pericd
[ Non-Profit

VAT Amoun

Misc Charge Amount

Order Contract Options (2

O atiow Multicurrency PO [ atiow Open ltem Reference

O Corporate Contract O Adjust Supplier Pricing First
[ Lock Chartfields [ price Can Be Changed on Order
FO Defaults Add Open Item Price AdjustmentsPrice Adjustment Template

Voucher Contract Options (2

Invoice Number

AP Business Unit &}
Accounting Template Q
*Payment Terms 1D |[N30 &}
Basis Date Type

releases generating from, and referencing, this contract.
Contract ltems

didnaai

[Imust Use Contract Rate Date

Rate Date 07/12/2013

[J Auto Default Group _-
M initial Period Renewals
[INon-profit  []Multi-Ag t Type v
Gross Amount 0.00| UsSD
Freight Amount 0.00
Sales Tax Amount 0.00
VAT Amount 0.00
Misc Charge Amount 0.00
Miscellaneous Charges Retention

Specify purchase order information that will be used to create a new purchase order. The purchase order will be used for all purchase order

e

Lines

Personalize | Find | View All | @l @

Details Order By Amount Item Information Default Schedule Eeleaze Amounts Release Quantities Line Groupings Spend Threshold
ine Iltem Description uom Category Merchandize Amt I"E:'I'S:SE" Status
=3 Q_ [Trash Removal 0 lon|Q [e58e6 Q 10| > O B & R W Active
View Category Hierarchy Categoﬁ Search
Contract Categories
Lines Personalize | Find | View Al | 2| = First ‘&' 10of1 &/ Las
Details Pricing Options Release Amounts Spend Threshold
Line Category Description Status
: Q B T %5 Active ][
I [Flsave ! [=] Notify || &£ Refresh [ % Add || ]| Update/Display

ALY
0.00 I




Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

Contract Entry

Contract
SetlD STATE Contract Version
Contract ID 42700-023-10405-0001 Version 1 Status Current
*Status [ Open v| Approval
Administrator/Buyer JMORTOND4 &} JMORTOND4 Add a Document
w Header (2
*Contract Style Agency - Services aQ, Buyer [JMORTONO4 a
Process Option General Contract Add Comments Activity Log
*Supplier AIR&WASTEM-00|C,  Supplier Search Contract Activities Document Staty c te D t
*Supplier ID [0000037565 @, AIR & WASTE MANAGEMENT  Primary Contact Info Thresholds & N reate pocumen
ASSOCIATION Contract Header Agreement Retum to Document Search
*Begin Date |07/01/2016 El Contract Releases Source Purchasing Contracts
Expire Date |06/30/2017 el SetlD STATE Contract ID 42700-023-10405-0001
R | Dat -
enewal Date & Amount Summary (7 Supplier AIR & WASTE MANAGEMENT ASSOCIATION
Currency |USD |G |[CRRNT |Q
Maximum Amount ency - Services
Primary Contact QContact
Name: Line Item Released Amount
Supplier Contract Ref Category Released Amount Configurator ID | SPD_AGNCY_CNTRCT_SRV Q, SPD - AGENCY STANDARD CONTRACT - Services
Description TRASH REMOVAL Open Item Released Amount o
*Description TRASH REMOWVAL
Master Contract ID Q Total Released Amount
Tax Exempt ID |STATE OF GEORGIA
. i
I Tax Exempt ‘Administrator JMORTONO4 &} JJORTON:
Fiscal Year| 2017 Sponsor Q,

Department (&}

[| Use Wizard Responses from Document: { Select Document)

| | |
| Create Document | Import Document | Internal Contacts/Signers

m External an[aclsjsignerg

Document View Access




Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

Wizard Execution

Wizard Execute - Document Creation

Wizard ID SPD_AGEMCY_CNTRCT

Question Groups

Question Group SPD_AGENCY_CNTRCT
Questions
What type of contract are you creating?

What is the solicitation title for this contract?

What is the solicitation number for this contract?

What State Enfity is this contract for?

How many options to renew for one-year terms?

dollar amount of the performance OR refer to the solicitation if the
performance bond amount fluctuates or cannot otherwise be easily
described (e.q. As Required by the RFX)

bond? If not, please insert 'None’. If so, please insert the bond type
and dollar amount {e_g. Fidelity Bond of $100,000) OR simply state
-As Reguired by the RFX-.

Who is the issuing officer?

Who is the authorized person to receive contract notices for the
contractor?

Total Financial Obligation of the Agency for the First Fiscal Year:

Total Financial Obligation of the Agency for each Renewal Penod if
Renewed:

* Required Question
ANavigational Question

Cancel

Description SPD Agency Confract for Goods

Is a performance bond required? If no, insert -None-. If 50, insert the |None

Is the agency requiring one or more bonds other than a performance |As required by eRFx

First '4' 10of 1
Previous | Finish |
Services v|
Trash Removal Bl
241 characters remaining
1234
DHS EIL 1
251 characters remaining
[4 one-year options to renew v|
JMORTONO4
B3
254 characters remaining
TBD
TBD X
Previous | Finish |
| save for Later

He.l




Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

Favorites - | Main Menu ~ > Supplier Contracts ~ > Create Contracts and Documents ~ » Contract Entry
Home Worklist Add to Favorites Sign out
‘J?zame’&s FS91TRN
Mew Window | Help | Personalize Page
Document Management Return to Document Search
SetiD: STATE Contract ID: 42700-023-53243-0001
Vendor: ABATE WASTE LLC
Document Type: SPD Agency Services Contract
Description: TRASH REMOMWAL
Administrator: PSMITH42
Sponsor: Department:
Version: 0.00 Created On: 09/26/16 3:16PM Document Details
Status: Draft Last Modified On: 09/26/16 3:08PM
View and Edit Options: Review and Approval: Other Document Actions:
| View Document | | Route Internally [ Send to Contacts

Edit Document | Preview Approval Refresh Document

|
| Recreate Document
|

achments/~elated Documents [ Submit for Approval

Document Modification Summary Bypass Approvals Deactivate Document

Document Version History Internal Contacts/Signers Generation Log
External Contacts/Signers

Document View Access

Windows Media Player i




Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

/ [ Contract Entry x \< [ Employee-facing registr, X \< [ Contract Entry x >/ [ Employee-facing registr, X \\ %
< (= | & https://tgmptrn.state.ga.us/psp/fs91trn_6/EMPLOYEE/ERP/c/CONTRACT_MGMT.CS_DOC_MAINT.GBL?Action=U&page=CS_DOC_MAINT&CS_DOC 1D=18317
Favorites - | Main Menu —~ > Supplier Contracts ~ » Create Contracts and Documents ~ > Contract Entry
Home Worklist Add to Favorites Sign out
Q'éamWorés FS91TRN

MNew Window | Help | Personalize Page

Document Management Return to Document Search

SetiD: STATE Contract ID: 42700-023-53243-0001
Vendor: ABATE WASTELLC
Document Type: SPD Agency Services Contract
Description: TRASH REMOVAL
Administrator: PSMITH42
Sponsor: Department:
Version: 0.00 Created On: DO/26/16 3:16PM Document Detalls
Status: Draft Last Modified On: 09/26/16 3:19PM
Checked Out On: 09/26/16 3:19PM
Checked Out By: PSMITHO1
View and Edit Options: Review and Approval: Other Document Actions:
| B | Internal Contacts/Signers Generation Lag
| Check In | External Contacts/Signers

Document View Access
[ Cancel Check Out |

Add Attachments/Related Documents
Document Modification Summary
Document Version History

L1 STATE_42700-023-...X... Show all >




Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

[State of Georgia
Agency Standard Contract Form

Solicitation Title] Solicitation Mumber] Canfract Mumber]
Trash Removal 1234 42700-023-12122-0001C

1. This Contract i entered into between the Agency and the Contractor named below:
Agency's Name - (hereafter called Agency)]
Department Human Services
Contractor's Mame - (hereafter called Contractor)]
ABATE WASTE LLO,

2 Contract to Begin:| Date of Completion: ] | Renewals: ]
July 01, 2016 June 30, 2017 | 4 one-year options to renew
3. Performance Bond, if any:] Other Bonds, if any: ] !
None “As required by eRFX i
4. Maximum Amount of this i Total Financial Obligation of the Agency for Total Financial Obligation of the Agency
Contract: ] ! the First Fiscal Year: ] for each Renewal Period if Renawed: |
12000 : TBLL TBOT
5. Authorized Person to Receive Confract Motices for Agency:]! Authorized Person to Receive Coniract Motices for Contractor: ]
Paul Smith
8. The parlies agree to comply with the terms and condifions of the following attachments which are by this reference made a part of
the Contract:

Aftachment 1 - Agency Standard Contract Terms and Conditions for] Services[
Atftachment 2 - Solicitation (referenced abowve)
Attachment 3 - Contractor's Final Response

IN WITNE 5SS WHEREOF, this Contract has been executed by the parties hereto.

7. Contractor

Contractors Name (If other than an individusl, stafe whether 8 corporation, partnership, sfc)]
ABATE WASTE LLC

By {Authorized Signaturs) Date Signed

Printed Mame and Title of Person Signing

Address]
3250 PENNSYLVANIA AVENUE]

o
EAST POINT,JGA]30344
2 Agency
Agency Mame ]
Department Human Services
By (Authorized Signaturs) | Date Signed
Printed Mame and Title of Person Signing
PSMITH
Address




Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

Favorites - ‘ Main Menu~ > Supplier Contracts ~ > Create Contracts and Documents - Contract Entry
Home Worklist Add to Favorites Sign out
’RzamWor .QS FS91TRN
New Window | Help | Personalize Page
Document Management Return to Document Search
SetiD: STATE Contract ID: 42700-023-53243-0001
Vendor: ABATE WASTELLC
Document Type: 3PD Agency Services Confract
Description: TRASH REMOVAL
Administrator: PSMITH42
Sponsor: Department:
Version: 0.00 Created On: 09/26M6 3-16PM Document Details
Status: Draft Last Modified On: 09/26M6 3:19PM
Checked Out On: 08/26/16 3:19PM
Checked Out By: PSMITHO1
View and Edit Options: Review and Approval: Other Document Actions:
| VBT | Intemal Contacts/Signers Generation Log
i CheckIn | I External Contacts/Signers
- Document View Access
| Cancel Check Out |
Add Attachments/Related Documents
Document Modification Summary
Document Version Histary




Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

Favorites - ‘ Main Menu~ > Supplier Contracts ~ > Create Contracts and Documents = » Contract Entry

SetlD:
Vendor:

Version:

*Comments:

Team Works

FS91TRN

Check In Document

STATE
ABATE WASTE LLC

Contract ID:

'® Minor Version (0.01)

- Major Version (1.00)

Home

Select the desired versioning option and enter a brief description describing the changes. Click the OK butten to proceed and you will then be prompted to enter the
filename for where the file you are checking in resides.

42700-023-53243-0001

Check In:original contract template provided for sourcing event

[—T—

Cancel

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page




Lesson 4 - Exercise 4.0

Creating a Contract Template and Collaboration

View and Edit Options: i ak Other Document Actions:
View Document | || Route Internally I | Send to Contacts

Refresh Document

| |

Edit Document | | Preview Appraval | | |

dd Attachments/Related Documents | Submit for Appraval | | Recreate Document |

Document Modification Summary | Bypass Approvals | | Deactivate Document |
Document Version History Internal Contacts/Signers Generation Log

External Contacts/Signers

Document View Access
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Creating a Contract Template and Collaboration

Internal Contacts / Collaborators

SetlD STATE Contract ID 42700-023-10608
Supplier PRATT RASHAWN R

# Internal Contact Details Personalize | Find | View All | | E First ‘&' 1of1 ‘& Last
User Description Collaborator e Date Time
I 1[JMORTONOS QI v i Initial [+] [=]
¥ Collaboration Instructions
‘ ATTACHED IS THE CONTRACT TEMPLATE FOR YOUR SOURCING E‘».-"ENT.| il

p Collaboration Comments

| Save |I| Sl ||Return fo Document Management
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Creating a Contract Template and Collaboration

Favorites - | Main Menu~ > Supplier Contracts ~ » Create Contracts and Documents ~> Contract Entry
Home | Worklist | AddtoFavorites | Sign out
Team Works FS91TRN
New Window | Help | Personalize Page
Document Management Return to Document Search
SetlD: STATE Contract ID: 42700-023-53243-0001
Vendor: ABATE WASTE LLC
Document Type: SPD Agency Services Contract
Description: TRASH REMOVAL
Administrator: PSMITHA42
Sponsor: Department:
2 Created On: 0972616 3716PM Decument Details
I Status: Pending Collaboration I Last Modified On: 09/26M16 3:36PM

I Collaboration Comments

Other Document Actions:
Generation Log

View and Edit Options: "
View Document Cancel Collaboration

Add Attachments/Related Documents od
Document Modification Summary Internal Contacts/Signers
Document Version History External Contacts/Signers

Document View Access.

B R
LE"I Cancel Collaboration x
— Help

Enter a commentreason in the Comments edit box as to why the collaboration loop i being stopped.

Lmcpimicion intdocumen ansics soc vmcouy o) FComments (Check In: Original contract template provided for sourcing event. @@
.3_1 Collaboration not required_l
TE

161 characters remaining
Ok Cancel

|
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Creating a Contract Template and Collaboration

Document Management

SetlD STATE Contract ID 42700-023-10603 Return to Document Search
Supplier PRATT RASHAWN R

Contract Style SWC - Service
Document Type SPD Agency Services Contract

Description TRASH REMOVAL
Administrator JMORTONDS

Sponsor Department
Version 0.01 Created On 07/19/18 9:49AM
Status Draft Last Modified On 07/19/15 10:17AM Document Management
SetlD STATE Contract ID 42700-023-12122-0002 Return to Document Search
View and Edit Options: Review and Approval: Supplier 400 WASTE & SCRAP LLC
| View Document | B

Contract Style Agency - Services

| Edit Document |

Document Type SPD Agency Services Contract

Add Attachments/Related Documents " N Description TRASH REMOVAL
Document Modification Summary External Contacis/Signers Administrator PSMITHO1
Document Version History Document View Access
Sponsor Department
Version 0.01 Created On 04/16/20 12:03PM Document Details
Status Approved Last Modified On 04/16/20 12:34PM
| Dispatch |

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

| View Document | Internal Contacts/Signers Send to Contacts

| Edit Document | External Contacts/Signers Refresh Document

Document Modification Summary Compare Documents

| |
| |
Add Attachments/Related Documents Document View Access | Recreaie Document |
| |
| Deactivate Document |

Document Version History

Generation Log
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Creating a Contract Template and Collaboration

Document Management Return to Document Search
SetiD: STATE Contract ID: 42700-023-DH50000202-0001
Vendor: ACTIVE PEST CONTROL OF MIDDLE GA INC
Document Type: SPD Agency Services Contract
Description: 02 Pest Control
Administrator: JMORTOMNO1
Sponsor: Department:
Version: 0.01 Created On: 10/19/16 10:23AM Document Details
Status: Approved Last Modified On: 101916 10:38AM
| |}
I Dispatch | I
| |
View and Edit Options: Review and Approval: Other Document Actions:
| Approval Details | Send to Contacts

| View Document

Refresh Document

| Internal Contacts/Signers

|

| Edit Document | |
External Contacts/Signers | Recreate Document |
| |

Modify Attachments/Related Documents
Document Modification Summary

Document View Access Deactivate Document

Document Version History Generation Log
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Creating a Contract Template and Collaboration

Dispatch
SetlD: STATE Contract ID: 42700-023-DHS0000202-0001
Vendor: ACTIVE PEST CONTROL OF MIDDLE GAINC "
Dispatch
Version: 0.01
Administrator: JMORTOND1 SetlD STATE Contract ID 42700-023-12122-0002
Email: fscmitst@doas.ga.gov Supplier 400 WASTE & SCRAP LLC
*Delivery Method: I |Manual 1|r| I
Send as File Type: v Erd Version 0.01 Files To Be Sent
Subject: Administrator PSMITHO1 ¥ Current Document
Documents for Review/Signature - Contract ID: 42700-023-DHS0000202-0001 Email Attachments
Contacts *Delivery Method | Email v| Related Documents
Selected ContactID  Name UiE= Send as File Type | Adobe PDF \ | Freview PDF | ) Set to Checked Qut
¥ Send Copy to Administrator
Select All Contacts Clear All Contacts Subject:
Documents for Review/Signature - Contract [D: 42700-023-12122-0002
| OK | Ccancel
Description:
This email contains documents for contract: STATE 7 42700-023-12122-0002. i |
2
Contacts Personalize | Find | (21| [ First (4) 10f1 (p) Lag
Selected ContactID Name Title Email ID Degcription
|| PSMITHO BUSINESS MAMAG| [PETE.SMITH@DOAS.GA G( [1
Select All Contacts Clear All Contacts
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Creating a Contract Template and Collaboration

Document Management Return to Document Search
SetiD: STATE Contract ID: 42700-023-DHS0000202-0001
Vendor: ACTIVE PEST CONTROL OF MIDDLE GAINC
Document Type: SPD Agency Services Contract
Description: 02 Pest Control
Administrator: JMORTONDA
Sponsor: Department:
001 Created On: 101916 10:23AM Document Details
Status: Dispatched I Last Modified On: A0/19/16 10:41AM

edispatch [

I Execute Confract I

View and Edit Options: Review and Approval: Other Document Actions:
| View Document | Approval Details | Send to Contacts

Internal Contacts/Signers

| Edit Document |

Modify Attachments/Related Documents
Document Modification Summary Document View Access

Document Viersion History Generation Log

|
| Refresh Document |
External Contacts/Signers | Recreate Document |
| |

Deactivate Document
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Creating a Contract Template and Collaboration

Document Management turn to Document Search
SetiD: STATE Contract ID: I 42700-023-DHS0000202-0001
Vendor: ACTIWE PEST CONTROL OF MIDDLE GA INC
Document Type: SPD Agency Services Contract
Description: 02 Pest Control
Administrator: JMORTOMOA
Sponsor: Department:

— Created On: 10/19/16 10:23AM Document Details
Status: Executed Last Modified On: 10/19/16 10:43AM

Executed On: 101916 10:43:14AM

| Reset to Dispatch |
| Create Amendment |
View and Edit Options: Review and Approval: Other Document Actions:
| View Document | Approval Details | Send to Contacts |
Modify Attachments/Related Documents Internal Contacts/Signers | Deactivate Document |
Document Maodification Summary External Contacts/Signers Generation Log

Document Version History Document View Access
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Creating a Contract Template and Collaboration

Contract Entry

Contract
SetlD STATE Contract Version
Con SNEES Version 1 Status Current
Status | Approved v Approved Date D7/19/2018
Administrator/Buyer JWMORTONDG JMORTOMNDS

* Authored Document

Authored Status Executed Document Version  0.01 Amendment 0 | Maintain Document |

w Header (7

Contract Style SWC - Service Buyer JMORTONOS

Process Option General Contract Add Comments Activity Log
Supplier PRATTRASHA-002 Contract Activities Document Status
Supplier ID ED00953793 PRATT RASHAWN R Primary Contact Info Thresholds & Mofifications
Contract Header Agreement
Begin Date 07/01/2016 Contract Releases
Expire Date 06/30/2017

Renewal Date
Currency
Primary Contact

Supplier Contract Ref
Description

Master Contract ID
Tax Exempt ID

Fiscal Year

UsD CRRNT

Contact
Name:

TRASH REMOWAL

STATE OF GEORGIA

»| Tax Exempt
2017

Amount Summary (?

Maximum Amount

Line Iltem Released Amount
Category Released Amount
Open Item Released Amount

Total Released Amount

Remaining Amount

Remaining Percent

12,000.00 USD

0.00
0.00
0.00
0.00

12,000.00
100.00
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KNOWLEDGE CHECK

Respond in Chat Box

True or False
1. Manual and Email are the only Delivery Method for sharing contract documents.
a) True
b) False

2. Wizard Execution creates a contract template
a) True
b) False

3. If you already have an electronic version of a contract, you can import the
document into Supplier Contracts instead of creating a new document.
a) True
b) False
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Lesson Five: Amending and

Modifying Contracts




Lesson Objectives

By completing this lesson you will:

Create amendments to executed contracts
Renew contracts
Extend contracts
Cancel contracts

Close contracts (previously called expired)




Supplier Contracts — Contract Modifications

Working with contracts in Team Georgia Marketplace™:

Working with Contracts in Team Georgia Marketplace™

Existing Contracts (Non- Team Georgia
Team Georgia Marketplace™ Sourcing
Marketplace™) Events

Existing Contracts Amendments

ERETELS
Contracts from

Requisitions

Sole-Source or Exempt Cancelations

Contracts :
Closing




Lesson 5: Amending and Moditying Contracts

When an Amendment is Needed

Amendment Needed Amendment Not Needed

Amending or Editing an Executed
Contract

Renewing an Executed Contract
Extending an Executed Contract

Closing an Expired Contract

Cancelling a Contract for Cause or for
Convenience

Cancelling a Contract due to the
results of a protest or due to

error or supplier has gone out of
business




Lesson 5 - Exercise 5.0
Create an Amendment

Scenario: Pete Smith needs to amend the
newly created Unarmed Security Services
contract to include service to a new
building that has replaced an old building

no longer in use. In addition he needs to

add some additional funds to the
maximum amount.




Lesson 5 — Exercise 5.0

Create an Amendment

Working with contracts in Team Georgia Marketplace™:

Working with Contracts in Team Georgia Marketplace™

Existing Contracts (Non- Team Georgia
Team Georgia Marketplace™ Sourcing
Marketplace™) Events

Existing Contracts Amendments

ERETELS
Contracts from

Requisitions

Sole-Source or Exempt Cancelations

Contracts :
Closing




Lesson 5 — Exercise 5.0

Create an Amendment

There are three types of Amendments in Team Georgia Marketplace™:
* Amend Contract Only: Revision being made to the original contract ---DO NOT USE

* Amend Contract with Amendments: Generates both a separate amendment file and a copy of the last
executed main contract document---DO NOT USE

Amendment File Only: Generates only the amended file
IT IS RECOMMENDED THAT YOU ALWAYS USE THIS ONE.
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Create an Amendment

Return to your executed existing contract

Find an Existing Value

Search Criteria

SetiD

Contract ID 10404

Contract version|= ]

Add a New Value

Version Status[= V|

Contract Process Option | = v|

Supplier ID | begins with s
Short Supplier Name | begins with
Supplier Mame | begins with w

Contract Status|= v|

Waster Contract 1D |begins with s
Description | begins with
Supplier Contract Ref|begins with s

L (Lo L

Corporate Contract[= v

Confract Style|beqins with »

Ceorrect History [ case sensitive

Search Clear

Search Results

View All

Contract Version
Version Status

Contract ID

STATE 4190-050-11110404
STATE 40500-050-14110404 1
STATE 40500-050-12110404 1

Basic Search (@ Save Search Criteria

Confract
Process  Supplier ID
Option

Short Supplier

Current General 0000507997 NTSECURITY-001 NT SECURITY LLC

Current General 0000158543 PERKINELME-003 PERKINELMER HEALTH SCIENCES INC (blank)

06/30/2017 Approved (blank)

Closed

Current General 0000158545 PERKINELME-003 PERKINELMER HEALTH SCIENCES INC 06/30/2014 Open
Current General 0000158548 PERKINELME-002 PERKINELMER HEALTH SCIENMCES INC 06/30/2011 Approved (blank)

(blank)
{blank)

UNARMED

REAGENT RE

(blank)
REAGENTS Al

Search options for finding contracts. The
Contract Version will always be 1. We are not
using Version Status. You can search by Vendor
Name in addition to Short Vendor Name.

We can also make our searches Case Sensitive.
If this box is checked, the search will look for
exactly what is entered.

\
Return to
your existing
contract

A\ J




Creating an Amendment

Change the System Status to Open and go to Maintain Document.

Contract Entry

Contract
SetlD STATE
| _ _4
Admini JIURTUNUS L UMORTOND4
Authored Document
Authored Status Executed
Header (2
*Contract Style Agency - Services Q,

Process Option General Contract
*Supplier NTSECURITY-001|Q,  Supplier Search

*Supplier 1D 0000507997 2, NTSECURITY LLC
*Begin Date [07/01/2016 Eﬂ
Expire Date (083002017 El

Renewal Date =]

Currency |USD |3 |[CRRNT (O

Primary Contact QContact
Mame:
Supplier Contract Ref

Description |UNARMED SECURITY SERVICES
Master Contract ID Q

Tax Exempt ID |STATE OF GEORGIA

I Tax Exempt
Fiscal Year, 2017

Contract Version

Version 1

Document Version 1.00

Buyer [JMORTOND4

Edit Comments

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Amount Summary (7

Status Current

Approved Date 071772013

Amendments

Amendment [I | Maintain Document |I

&'
Activity Log
Document Status
Thresholds & Notifications

Maximum Amount
Line Item Released Amount 0.00
Category Released Amount 0.00
Open ltem Released Amount 0.00
Total Released Amount 0.00

0.00/ usD

Set the System
Status to Open
and SAVE if you
need to enter
information on
the Header or
Line and then
make the
change.

Then click
Maintain
Document.
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Creating an Amendment

Click to Create Amendment

Document Management

SetlD STATE Contract ID 42700-023-10404-0001
Supplier NT SECURITY LLC

Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description UNARMED SECURITY SERVICES
Administrator JMORTOND4

Sponsor Department
Version 1.00 Created On 07/01/16 12:00AM
Status Executed Last Modified On 07/17/18 11:47AM

| Reset to Dispatch | Executed On O7/17/18 11:47:28AM

[ Create Amendment

Imported Document

View and Edit Options: Review and Approval:
| View Document Internal Contacts/Signers
Modify Attachments/Related Documents External Contacts/Signers

Document Version History Document View Access

‘Return to Document Searchi

Document Details

Other Document Actions:

Send to Contacts

Deactivate Document

New Windd

Amendments
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Creating an Amendment

Select Amendment Option, Configurator ID, Major Version or Minor Version and enter

comments.
e Amendments
Create an Amended Version x
Help
Select amendment option, desired version and comment s to why the amendment iz necessary and press OK.  Document(s) will then be generated bazed on
amendment oofion
I Amendment Option [ Amendment Files Only v| 1. Select the Amendment
F Amendment Configurator ID [SPD_AGENCY_CNT_AMNDT Q Option of Amendment
e - Files Only
Version Reset Version back to 0.00
C o 2. Select SPD Agency
i _ Contract Amendment
| © Major Version (2.00) 3. Indicate if this is a Major
? *Comments

or Minor version change.

(Almost always an

I Amendment is a Major

I oK Cancel | ' Version change)

4. Enter a comment to
explain the amendment

5. Click OK
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Creating an Amendment

The Amendments Document must be attached

Document Management

SetlD:

Wendor:

Document Type:

Description:

FSTGMTRN

Eeturn to Document Search

42700-023-ES12122-0001

STATE Contract ID:
ABATE WASTE LLC

SPD Agency Services Contract
TRASH REMOCMWAL

Administrator: PSMITHO1

SpoOnNsor: Department:

Amendment: 1 Created On: 02/01/16 12:00AM Document Details
Version: z.00 Amended On: 02/01/16 11:14AM

Status: Draft Last Modified On: 02/01/16 11:15AM

Includes Imported Docume nt

View and Edit Options:

Wiew Original Document

Other Document Actions:

Review and Approwval:
Send to Contacts

Add to Fawvorites

MNew Window | Help | Cusldl'

| Route Internally

“Wiew Amendment File

Refresh Document

I Preview Approval

Recreate Document

Edit Amendment File

Add Attachments/Related Documents

Document Modification Summary

Submit for Approval

Impaort Prior Document

Bypass Approvals

rmal Contacts/Signers Deactivate Document

Document “Wersion Histors

Generation Log

Please notice the
version change.

win2,"CS_DOC_WRK_CHANGE_PBE”, 0, 0, 'Do...

Savea |

Amendments
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Creating an Amendment

Upload the Amendment attachment(s)

Attachments and Related Documents

SetlD STATE
Supplier NT SECURITY LLC

| Upload another Document Attachment File

Attachments

Files Description | =K

Allow Email/Dispatch File Name

1 Motice_of_Award_(1).doc

Contract ID 42700-023-10404-0001

Title

Motice of Award

Personalize | Find | | @

First ‘&' 1-20f2 ‘&' Last

View Delete

I Wi I I SPD-CP013ContractAmendmentTemplate_ docx

Contract Amendment

| view | [=]
[=]

| vew |

Related Documents
Related Documents Details [F=2H

— Visible to )
Allow Email/Dispatch Supplier Source Transaction
] ] [Ad Hoc

oK | | Cancel |

*SetlD

Contract 1D

v] [STATE |Q

Q

Ad Hec ID

Business Unit PO Number

Q [42700 |Q

Help

Event ID
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Creating An Amendment

Review the Document Version History and then Complete the Approval Step to move
the Amendment through to the next step.

— Amendments
Document Management
SetlD STATE Contract ID 42700-023-10404-0001 Retumn to Document Search
Supplier NT SECURITY LLC
Contract Style Agency - Sernvices
Document Type SPD Agency Services Contract
Description UNARMED SECURITY SERVICES R
Administrator JMORTONO4 Document History
Sponsor Department SetlD STATE Contract ID 42700-023-10404-0001
Supplier NT SECURITY LLC
Version 2.00 Created On
Status Draft Last Modified On Amendment Option Amendment Files Only
[ Reset fo Dispaich | Executed On - . o
Document Action View Source Version History Return to Document Managemen
| Create Amendment |
Document History Personalize | Find | View All | L2 | B First '4' 1-50f6 '»' Last
Imported Document .
Action/Version Comments Document Details | [F=
View and Edit Options: Review and Approll | pateTime Document Action Last User to Take Action Version Amendment View Attachments
View Document \ Internal Contacts/Si
i RS st External Contacts/Sf 07/18/18 3:37PM Modified Attachments JMORTOND4 2.00 1 &
Document Version History BocumentView AR 6711718 11:47AM Executed JMORTOND4 1.00 &
0711718 11:45AM Modified Attachments JMORTONO4 1.00 f
071718 11:38AM Reset to Dispatched JMORTOND4 1.00
0711718 11:30AM Imported Document JMORTONO4 1.00
07/01/16 12:00AM Executed JMORTOND4 1.00 f
Return to Document Managemenll
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Creating an Amendment

Document Management

SetlD STATE Contract ID 42700-023-10404-0001

Supplier NT SECURITY LLC

Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description UNARMED SECURITY SERVICES

Administrator JMORTONO4
Sponsor Department
Version 2.00 Created On 07/01/16 12:00AM
Status Draft Last Modified On 071818 3:37PM

| Reset to Dispatch | Executed On 07/17/18 11:47:28AM

| Create Amendment |

Imported Document

View and Edit Options:
| View Document |

Review and Approval:
Internal Contacts/Signers

External Contacts/Signers

Modify Attachments/Related Documents

Document Version History Document View Access

‘Refumn to Document Search:

Document Details

Document Management
SetlD STATE
Supplier NT SECURITY LLC
Contract Style Agency - Services
Document Type SPD Agency Services Contract
Description UNARMED SECURITY SERVICES
Administrator JMORTOND4

Sponsor

Amendment 1
Version 2.00
Status Drait

Includes Imported Document

View and Edit Options:
| View Original Document |

| View Amendment File |

| Edit Amendment File |

Modify Attachments/Related Documents
Document Modification Summary
Document Version History

Contract ID 42700-023-10404-00041

Department

Created On 07/01/16 12:00AM
Amended On 07/13/158 3:30PM
Last Modified On 07/13/18 3:43PM

Review and Approval:

Internal Contacts/Signers

External Contacts/Signers

Document View Access

Retumn to Document Search

‘Other Document Actions:

Send to Contacts

Refresh Document

Import Prior Document

|
|
| Recreate Document
|
|

Deactivate Document

Generation Log
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Creating an Amendment

Now complete the Dispatch to Contacts step—you will not actually dispatch at this time.

New Window | Help | = |
Document Management Amendments

SetlD STATE Contract ID 42700-023-10404-0001 Return to Document Search
Supplier NT SECURITY LLC

Contract Style Agency - Services e
Document Type SPD Agency Services Contract Amend ment
Description UNARMED SECURITY SERVICES Status is now
Administrator JMORTOMND4 at Approved .
Sponsor Department
You now click
Amendment 1 Created On 07/01/16 12:004M Document Details to Dispatch to
i Amended On 07/13/18 3:30PM
Status Approved Last Modified On 07/18M18 3:46PM move the
| Dispatch | amendment
Includes Imported Document th rOUg h .
View and Edit Options: Review and Approval: Other Document Actions:
| “iew Original Document | Internal Contacts/Signers Send fo Contacts
| View Amendment File | External Contacts/Signers Refresh Document

Import Prior Document

Modify Attachments/Related Documents
Document Modification Summary

| |
| |
| e | Document View Access | Recreate Document |
| |
| |

Deactivate Document

Document Version History Generation Log
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Creating an Amendment

Use the drop-down to change the delivery method to Manual.

Dispatch

SetlD STATE Contract ID 42700-023-10404-0001

Supplier NT SECURITY LLC Amendments
Files To Be Sent
Version 2.00
Amendment 1 Original Executed Document
Administrator JMORTOND4 Amendment Files
Most Recent Only
All
Attachments
Send as File Type Preview PDF Related Documents
[ set to Checked Out
Send Copy to Administrator
Subject:
Documents for Review/Signature - Contract I1D: 42700-023-10404-0001
Contacts Personalize | Find | 2| E First ‘4’ 1pof1 '} Last
Selected ContactlD Name Title Email ID Description
Select All Contacts Clear All Contacts
w Attachments Personalize | Find | &2 E First ‘4 1-20f2 ‘®' Last

Files Description | [F==¥

Comment

Selected Origin Type File Name Title View
Document Motice_of_Award_(1).doc Motice of Award Wiew
Document SPD-CP013ConfractAmendmentTemplate docx Contract Amendment Wiew

I | cancel
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Creating an Amendment

Now Execute the Amendment Document

Document Management

SetlD STATE
Supplier NT SECURITY LLC

Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description UNARMED SECURITY SERVICES
Administrator JMCORTOND4

Sponsor

Amendment 1
Version 2.00
Status Dispatched
Redispatch

Includes Imported Document

View and Edit Options:
| View Original Document |

| View Amendment File |

| Edit Amendment File |

Waodify Attachments/Related Documents
Document Modification Summary
Daocument Version History

I Contract ID 42700-023-10404-0001 I Return to Document Search
Department
Created On 07/01/16 12:00AM Document Details

Amended On 07/13/13 3:30PM
Last Modified On 07/18/18 3:52PM

Review and Approval: Other Document Actions:

Internal Contacts/Signers Send to Contacts

External Contacts/Signers Refresh Document

Import Prior Document

|
|
Document View Access | Recreate Document
|
|

Deactivate Document

Generation Log

Amendments
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Creating an Amendment

Set the system to Approved, and Save.

Contract Entry
Contract

SetlD STATE
C 0o _nnn

JMORTOND4

Administrator/iBuyer JMORTONO4
* Authored Document

Authored Status Executed

¥ Header (7

Contract Style Agency - Services

Contract Version
Status Current

Approved Date 07M17/2018

Version 1

Process Option
Supplier
Supplier ID

Begin Date
Expire Date

Renewal Date
Currency

Primary Contact

Supplier Contract Ref
Description

Master Contract ID
Tax Exempt ID

Fiscal Year

General Contract
NTSECURITY-001

0000507997 NT SECURITY LLC

07012016
0630/2017

UsD CRRNT

Contact
Name:

UNARMED SECURITY SERVICES

STATE OF GEORGIA

~ Tax Exempt
2017

Document Version  2.00 Amendment 1 | Maintain Document
Buyer JMORTONO4
Edit Comments Activity Log

Contract Activities
Primary Contact Info

Document Status
Thresholds & Nofifications

Contract Header Agreement
Contract Releases

Amount Summary (7

Maximum Amount

Line ltem Released Amount
Category Released Amount
Open Item Released Amount

Total Released Amount

o.0p YUSD

0.00
0.00
0.00
0.00
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Renewing a Contract

Working with contracts in Team Georgia Marketplace™:

Working with Contracts in Team Georgia Marketplace™

Existing Contracts (Non- Team Georgia
Team Georgia Marketplace™ Sourcing
Marketplace™) Events

Existing Contracts Amendments

Renewals
Contracts from

Requisitions

Sole-Source or Exempt Cancelations

Contracts :
Closing




Lesson 5 — Exercise 5.1
Renewing a Contract

Steps for Renewing a Contract:
* Find the contract in Supplier Contracts
* Change the system status from Approved to Open and Save
» Change the expire date to the new date
» Optional—enter header comments
* Click to uncheck Initial and click on Renewal link
 Entertherenewal #  of #
 Enter the begin date and end date of this contract period
» Adjust the maximum amount if needed
* Click on Maintain Document at the top right
* Click to Create Amendment
» Select Amendment Template to use
* Enter Major change—information that contract has been renewed
« Attach all renewal documents
« Submit for Approval
 Set Dispatch to manual (or email)
» Execute the amendment
* Click on the Contract Id to return to the Header screen
» Set system status to Approved and Save



Lesson 5 — Exercise 5.1
Renewing a Contract

Scenario: Pete Smith needs to renew the
Trash Removal Contract for another year.
‘ This involves both the Renewal process

AND creating an amendment.

STUDENT INDEPENDENT EXERCISE




Lesson 5 — Exercise 5.1: Renewing a Contract

Locate the contract

Contract Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

w Search Criteria

SetlD STATE Q

Contract ID 42700-023-12127 x
Contract Version

‘ersion Status|= v |
Contract Process Opfion [= v v|

Supplier 1D

Short Supplier Name
Supplier Name
Contract Status = v
Master Contract ID
Description

Supplier Contract Ref

Corporate Contract|= v W

Contract Style|begins with s &'}

[l correct History [J case Sensitive

Rl |LLL

| Search || Clear | Basic Search [E" save Search Criteria

Find an Existing Value | Add a New Value




Lesson 5 — Exercise 5.1: Renewing a Contract

Change the System Status to Open, Save, and change the Expire Date. Renewals

New ‘!\.’maow Help Herscna ize Bage E N
Contract Entry
Contract
SetlD STATE Contract Version
Contract ID 42700-023-10405-0001 Version 1 Status Current
atus | Open d Approved Date 07/13/2018
Administrator/Buyer | JMORTOND4 Q. JMORTONO4
Authored Document
Authored Status Executed Document Version 1.01 Amendment 0 Maintain Docu
Comments are
Header (7 0
: optional
*Contract Style Agency - Services Q, Buyer [JMORTONO4
Process Option General Contract Add Comments Activity Log \
*Supplier AIRSWASTEM-00|Q,  Supplier Search Contract Activities Document Status
*Supplier 1D (0000037565 @ AR & WASTE MANAGEMENT Primary Contact Info Thresholds & Motifications
ASSOCIATION Contract Header Agreement
*Begin Date [07/01/2016 E] Caontract Releases
Expire Date |D6/30/2018 E
= Amount Summary (7
Currency USD |G, [CRRNT |3
I Maximum Amount 24 000.00| USD I
Primary Contact O{:ontact
Name: Line Item Released Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
Description [TRASH REMOWAL Open ltem Released Amount 0.00
Master Contract 1D O\ Total Released Amount 0.00
Tax Exempt ID |STATE OF GEORGIA
M Tax Exempt
Fiscal Year| 2017
Order Contract Options (7
] Allow Multicurrency PO ] Allow Open Iltem Reference [ Must Use Contract Rate Date Rate Date 07/18/2018
O Corporate Contract O Adjust Supplier Pricing First [J Auto Default Group

[ Lock Chartfields [ price can Be Changed on Order

PO Defaulis Add Open Item Price AdjustmentsPrice Adjustment Template I[I Initial Period !
Non-Profit

Multi-Agreement  Type | ~|




Lesson 5 — Exercise 5.1: Renewing a Contract

Uncheck Initial Period to Enter the Renewal Status information.
I Renewals I

Contract Renewals Page x H

Help

| Contract Entry

Select Renewals from\
the drop-down.

Then enter which
renewal this is and the
Renewal From and To

dates Y,




reate Renewa

Amendment

Now create the Renewal Amendment on the contract.

Contract Entry
Contract
Renewals
SetiD STATE Contract Version
Contract ID 42700-023-10405-0001 Version " Status Current
*Status | Open v| Approved Date 07/18/2018 )
Administrator/Buyer JMORTONO4 (&} JMORTONOA YOU may CIICk
Authored Document Add Comments
Authored Status Executed Document Version  1.01 Amendment 0 I | Maintain Document |I to enter any
comments related
Header (7 . .
sgency - Seni a to this action.
*Contract Style Agency - Services Buyer JMORTOND4 o o 0
_ Y I This is optional
Process Option General Contract Add Comments Activity Log
*supplier AIREWASTEM-001Q Supplier Search Contract Activities Document Status When an
*Supplier ID 0000037565 @ AIR & WASTE MANAGEMENT  Primary Contact info Thresholds & Notifications Amendment is
ASSOCIATION Contract Header Agreement Created
*Begin Date [07/01/2016 ] Contract Releases ’
Expire Date |06/30/2018 [E
Renewal Date E] Amount Summary (%
Currency USD CRRNT
v A R Maximum Amount 24,000.00| UsD
Primary Contact OContact
Name: Line ltem Released Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
Description TRASH REMOVAL Open Item Released Amount 0.00
Master Conftract ID Q, Total Released Amount 0.00
Tax Exempt ID |STATE OF GEQORGIA
¥ Tax Exempt
Fiscal Year| 2017




Lesson 5 — Exercise 5:1 Renewing Contract

Creating Renewa

Amendment

Create the Amendment

Document Management

SetlD STATE
Supplier AIR & WASTE MANAGEMENT ASSOCIATION

Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description TRASH REMOWAL
Administrator JMORTOND4

Sponsor

Version 1.01
Status Executed

| Reset to Dispatch |

| Create Amendment |

Imported Document

View and Edit Options:
| View Document

Modify Attachments/Related Documents
Document Version Hisfory

Contract ID 42700-023-10405-0001

Department

Created On 07/01/16 12:00AM

Last Modified On 07/13M18 2:13PM
Executed On 07/1818 2:13:24FPM

Review and Approval:
Internal Contacts/Signers

External Contacis/Signers

Document View Access

iReturn to Document Searchi

Document Details

Other Document Actions:

I Renewals I

Send to Contacts

Deactivate Document




Lesson 5 — Exercise 5:1 Renewing Contract/Creating Renewal

Amendment

Select Major Version, the Configurator ID And enter comments.

yyez
Create an Amended Version x I Renewals I
Help
] Select amendment option, desired version and comment as to why the amendment iz necessary and press OK.  Document(z) will then be generated bazed on
amendment oplion.
q Amendment Option [Amendment Files Only V|
Iﬁ Amendment Configurator ID SPD_AGEMNCY _CNT_AMNDT '

Version () Reset Version back to 0.00
(O Minor Version {1.02)

I ® Major Version (2.00) I

omments (Amendment Created: THE CONTRACT IS RENEWED FOR ANCTHER YEAR ]

]

Ok Cancel




Lesson 5 — Exercise 5.1: Renewing Contract/Creating Renewa

Amendment

Add Attachments relevant to the Renewal.

Document Management
SetlD STATE Contract ID 42700-023-12122 Return to Document Search
Supplier 400 WASTE & SCRAP LLC
Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description TRASH REMOWVAL
Administrator JMORTOND4

Sponsor Department
Amendment 1 Created On 07/01/16 12:00AM Document Details
Version 2.00 Amended On 08/02/18 3:25PM
Status Draft Last Modified On 03/02/18 3:26PM

Includes Imported Document

View and Edit Options: Review and Approval: Other Document Acfions:
View Criginal Decument Route Internally Send to Contacts
View Amendment File Approve Refresh Document
Internal Contacts/Signers Recreate Document

External Contacts/Signers Import Prior Document

Renewals

Attachments and Related Documents

Document Version History Help
SetiD STATE ContractID 42700-023-12122
Upload anoiher Document Atiachment File
personaiize | Find |2 | B Frst @ 10r1 @ Last

Files | Description

Allow EmailiDispatch ~ File Neme Titie View  Delete
W Notice_of_Award_(1).doc NOTICE GF AWARD View =

Related Documents Personalize | Find | View All | £ | B First ‘& 1of1 &) Last

Related Documents | Details

Allow EmailiDispatch ‘2:‘:5: *Source Transaction ~SetiD Contract ID Ad Hoc ID Business Unit PO Number EventID Internal  Document Status.
ml O Q Q Q Q Q B EiE]

oK Cancel

Add the following attachments:
*Contract Assessment form
*Contract Action

*Any renewal letters or
agreements

*Updated Insurance and/or
Bond

*Updated Immigration
document for Public Works




Lesson 5.1: Renewing Contract/Creating Renewal Amendment

Make sure to include the Contract Renewal Document.

(
Georgia-
CONTRACT RENEWAL TEMPLATE 1

The purpose of this document is to provide written notice of the State Entity's decision to exercise its
right to renew the contract identified below for an additional term. To the extent the contract requires the
State Entity to issue a Notice of Award Amendment for purposes of exercising the renewal gption, this
written document shall serve as such Motice of Award Amendment.

STATE OF GEORGIA CONTRACT

State Entity’s Name:

Contractor’s Full Legal
Name:

Contract No.:

Solicitation No./Event ID:

Solicitation Title/Event
Name:

Contract Award Date:

Current Contract Term:
Beginning Date of

New Contract Term:
End Date of

New Contract Term:




Lesson 5 — Exercise 5.1: Renewing Contract/Creating Renewal

Amendment

Complete the Approval and Dispatch Process, and then Execute Contract.

Document Management

SetlD STATE Contract ID 42700-023-12122 Return to Document Search

Renewals

Supplier 400 WASTE & SCRAP LLC

Contract Style Agency - Services
Document Type SFPD Agency Services Contract

Dispatch E
P Hel|
Description TRASH REMOVAL ¢
Administrator JMORTONO4 SetlD STATE Contract ID 42700-023-10405-0001
Supplier AR & WASTE MANAGEMENT ASSOCIATION
Sponsor Department v 200 Files To Be Sent
ersion
Amendment 1 Original Executed Document

Amendment Files
Most Recent Only

Amendment 1 Created On 07/01/15 12:00AM AdministEiar JMORTONOS

Email fs92upk@sao ga.gov

Version 2.00 Amended On 08/02/15 3:25PM Al
" . Attachments
Status Draft Last Modified On 02/02/18 3:32PM ST = Preview PDF Related Documents
Includes Imported Document [ set to Checked Out
Send Copy to Administrator
Subject:
View and Edit Options: Review and Approval: Documents for Review/Signature - Contract ID: 42700-023-10405-0001
Wiew Original Document Route Internally Contacts Personalize | Find | 2] ER  First (4 10f1 2 Last
View Amendment File Approve Selected ContactID Name Title Email ID Description
Edit Amendment File New Window | Help
Select All Contacts Clzar All Contacts

dify AftachmentsiReiated Documents:
Document Modification Summary

Document Version History

External Contacts/Signers

Document View Access

Attachments. Personalize | Find}
Files || Description

Selected  Origin ‘T3;’|')“e'""“‘ File Name Title
Document Agency_Coniract_for_Services xisx Agency Services
Document SPECIAL_TERMS_AND_CONDITIONS docx Renewal Terms

oK Cancel

Document Management

SetlD STATE Contract ID 42700-023-10405-0001
Supplier AR & WASTE T ASSOCIAT

Contract Style Agency - Services
Document Type SPD Agency Services Contract
Description TRASH REMOVAL
Administrator JMORTONO4

Sponsor Department
Amendment 1 Created On 07/01/116 12:00AM
Version 2.00 Amended On 07/23/13 2:55PM
Status Dispatched Last Modified On 0712318 3:03PM

Execute Coniract

Includes Imported Document

View and Edit Options:
View Criginal Document

Review and Approval:
Internal Contacts/Signers
External Contacts/Signers

Document View Access

View Amendment File
Edit Amendment File

Modify Attachments/Related Documents
Document Modification Summary
Document Version History

Return to Document Search

Document Details

Other Document Actions:
Send to Contacts

Refresh Document
Recreats Document
Import Prior Document

Deactivate Document

Generation Log




Lesson 5 — Exercise 5.1: Renewing Contract/Creating Renewa

Amendment
Set the System Status to Approved and Save.

Contract Entry
Contract

Contract Version

SetlD STATE

Co

Status Current

Approved Date 07/30/20138

Version 1

Administrator/Buyer JMORTOMNO4 JMORTOMNDE

W Authored Document

Supplier
Supplier ID

Beqgin Date
Expire Date
Renewal Date
Currency

Primary Contact

Supplier Contract Ref
Description
Master Contract ID

Tax Exempt ID

400WASTE&S-001

Contract Activities

Authored Status Executed Document Version  2.00 Amendment 1 | Maintain Document
w Header (7
Contract Style Agency - Services Buyer JMORTOND4
Process Option General Contract Add Comments Activity Log

Document Status
Thresholds & Mofifications

Fiscal Year

0000540388 400 WASTE & SCRAP LLC Primary Contact Info

Contract Header Agreement
07/01/2016 Contract Releases
06/3020138

Amount Summary (7
UsD CRRNT

Maximum Amount 24,000.00 YSD
Contact

Name: Line Item Released Amount 0.00
Category Released Amount 0.00
TRASH REMOWAL Open Item Released Amount 0.00
Total Released Amount 0.00

STATE OF GEORGIA
+ Tax Exempt Remaining Amount 24,000.00
M7 Remaining Percent 100.00




Lesson 5 — Exercise 5.2 Extending a Contract

Scenario: It is the end of the contract year and Pete
Smith needs to Extend the Unarmed Security Service
contract for 90 days because a new Statewide Contract
for this services has been established and is scheduled

to begin in 3 months. He has informed the supplier
who has agreed to extend the contract for 90 days.




Lesson 5 — Exercise 5:2 — Extending Contract

Working with contracts in Team Georgia Marketplace™:

Working with Contracts in Team Georgia Marketplace™

Existing Contracts (Non- Team Georgia
Team Georgia Marketplace™ Sourcing
Marketplace™) Events

Existing Contracts Amendments

ERETELS
Contracts from

Requisitions

Sole-Source or Exempt Cancelations

Contracts :
Closing




Lesson 5 — Exercise 5.2: Extending a Contract

Steps for Extending a Contract:
 Find the contract in Supplier Contracts
» Change the system status from Approved to Open and Save
» Change the expire date to the new date
» Optional—enter header comments
 Click to uncheck Initial and click on Renewal link and select Extended from
the dropdown options
» Enter the end date of this contract extension period
 Adjust the maximum amount if needed
» Click on Maintain Document at the top right
* Click to Create Amendment
» Select Amendment Template to use
» Enter Major change—information that contract has been extended
» Attach all extension documents
« Submit for Approval
 Set Dispatch to manual (or email)
» Execute the amendment
» Click on the Contract Id to return to the Header screen
» Set system status to Approved and Save



Lesson 5-Exercise 5.2: Extending a Contract

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

Contract Entry
Enter any information you have and click Search. Leave fields blank for a list of all values. Exte n s i o n s

Find an Existing Value Add a New Value

w Search Criteria

Eres=

Contract ID 42700-023- 12121 I

Version Status [= v v]

Contract Process Option|= o v
Supplier ID

Short Supplier Name
Supplier Name

Contract Status[= ~]

Master Contract 1D
Description

Supplier Contract Ref[Degins with v |

Corporate Contract[= v ~

Contract Style | begins with s aQ,

[correct History [ Case Sensitive

Pl L L L

Clear \ Basic Search El Save Search Criteria

Search Results

View All
SetiD Contract ID Con Version Version Status Contract Process Option Supplier ID  Short Supplier Name Supplier Name Expire Date Contract Status Master|
STATE §700-023-12121-0001 1 Current General 0000041257 GASECURITY-003 GEORGIA SECURITY SYSTEMS INC D&/30v2017 Approved (blank’

el

Find an Existing Value | Add a New Value




Lesson 5 — Exercise 5.2: Extending a Contract

Administrator/Buyer | JMORTONO4 Q JMORTONO4

Authored Document

Authored Status Executed

Header (7
*Contract Style |Agency - Services Q
Process Option General Contract
*Supplier[GASECURITY-005 @, Supplier Search

*Supplier ID 0000041257 Q, GEORGIA SECURITY SYSTEMS
INC

Document Version 2.00

*Begin Date |07/01/2015 Eﬂ
Expire Date 09/30/2017 El

Renewal Date

Currency |USD |Q, |CRRNT |Q

Primary Contact OContact
Name:

Supplier Contract Ref
Description UNARMED SECURITY SERVICES
Master Contract ID Q
Tax Exempt ID STATE OF GEORGIA

M Tax Exempt
Fiscal Year| 2017

Order Contract Options (7

O Atow Multicurrency PO O anow Open ltem Reference

[ corporate Contract [ Adjust Supplier Pricing First

*Status | Open ~ Approved Date 07/30/20138

Amendment 1 | Maintain Document |

Buyer [JMORTOND4 a

Edit Comments Activity Log
Document Status

Thresholds & Notifications

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Lo
I Maximum Amount 37000.00 USD I

Line Iltem Released Amount 0.00
Category Released Amount 0.00
Open ltem Released Amount 0.00
Total Released Amount 0.00
Remaining Amount 36,000.00
Remaining Percent 100.00

[IMust Use Contract Rate Date Rate Date 07/30/2018

[J Auto Default Group

[ Lock Chartfields
PO Defaults

[ price Can Be Changed on Order
Add Open Item Price AdjustmentsPrice Adjustment Template I {_Jinitial Period I Renewals I
Non-Profit Multi-Ag t Type | v

IE==N=

Contract Renewals Page

Contract Entry
Contract Renewals

:| SetlD: STATE Contractld: 42700-023-12121-0001

Help

OK || Cancel || Refresh |

% henewal Status: |Extended IRenewal#: of:
]@, IRenewaI from: [06/30/2017 |[5 To:|09/302017 |5 |

183




esson 5 — Exercise 5.2: Extending a Contract

Contract Entry

Contract
SetlD STATE Contract Version
Contract ID 42700-023-12121-0001 Version 4 Status Current
*Status [Open v] Approved Date 07/30/2013
Administrator/Buyer JMORTOMO4 A JMoRTONDA

w Authored Document

Authored Status Executed Document Version  2.00 Amendment 1 II Maintain Document II

w* Header (2

*Contract Style |Agency - Services Q Buyer [JMORTOND4 Q
Process Option General Contract Edit Comments Activity LugI
*Supplier[GASECURITY-003Q, Supplier Search Contract Activities Document @ Nocument Management
*Supplier 1D[0000041257 Q@ GEORGIASECURITY SYsTEMS Primary Contact Info Thresholds SetiD STATE ContractID 42700-02-12121-0001
INC Contract Header Agreement
*Begin Date [07/01/2016 Bl Contract Releases Supplier GEORGIA SECURITY SYSTEMS INC
Expire Date |09/30/2017 [#] Contract Style Agency - Services
Document Type SPD Agency Services Contract
reneelbere N Amount Summary (g Description UNARMED SECURITY SERVICES
lescription
Currency |USD CRRNT
v Q Q Maximum Amount Administrator JMORTOND4
Primary Contact QContact
Name: Line Item Released Amount Sponsor Department
Supplier Contract Ref Category Released Amount
Description UNARMED SECURITY SERVICES Open Item Released Amount A"'e:"“‘?m ;no ACrBﬂdteg g" EES;E 122;340:: Document Details
ersion mende n .
Master Contract ID Q Total Released Amount Status Executed Last Modified On 08/02/18 3:05PM
Tax Exempt ID |STATE OF GEORGIA Executed On 08/02/13 3:05:02PM
M Tax Exempt Remaining Amount Create Amendment
Fiscal Year| 2017 Remaining Percent

Includes Imported Document

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

| View Criginal Document | Internal Contacts/Signers ‘ Send to Contacts |

| View Amendment File | External Contacts/Signers \ Impart Prior Document |
Document View Access \ Deactivate Document |

Modify AttachmentsfRelated Documents
Document Modification Summary Generation Log

Document Version History

184



Lesson 5 — Exercise 5.2: Extending a Contract

Create an Amended Version ®
Help
o Select amendment option, desired version and comment as to why the amendment is necessary and press OK.  Document(s) will then be generated based on
04 amendment option.
0 - )
o Amendment Option Amendment Files Only
Amendment Configurator ID [SPD_AGENCY_CNT_AMNDT a,
Version (O Reset Version back to 0.00 Document Management
o Minor Version (2.01 SetlD STATE Contract ID 42700-023-12121-0001 Return to Document Search
Supplier GEORGIA SECURITY SYSTEMS INC
®) Major Version (3.00) _
L Contract Style Agency - Services
(o] ] .
- Comments |Amendment Created: 80 day extension of contraci] @ Document Type SPD Agency Services Contract
ig Description UNARMED SECURITY SERVICES
a Administrator JMORTOND4
Sponsor Department
Amendment 2 Created On 07/01/16 12:00AM Document Details
Version 3.00 Amended On 08/02/18 4:08FM
Status Draft Last Modified On 08/02/18 4:09PM
Includes Imported Document

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

| View Original Decument | | Route Intemally | Send to Contacts

| iew Amendment File | | Approve | Refresh Document

External Contacts/Signers Import Prior Document

| |
| |
| Edit Amendment File | Internal Contacts/Signers | Recreate Document |
| |
| |

Document View Access Deactivate Document

Document Versien History Generation Log

185



Lesson 5 — Exercise 5.2: Extending a Contract

Attachments and Related Documents

SetlD STATE Contract ID 42700-023-12121-0001

Upload another Document Attachment File

achments Personalize | Find | 2| & First ‘4 1-30f3 */ Last
Files Description

by Allow EmailiDigpatch File Name Title View Delete
f ] Notice_of_Award_(1).doc Notice of Award | view | =]
f ] Insurance_Bond.docx Insurance | view | [=]
i Wl SPD-CP013ContractAmendmentTemplate docx Amendment | View | =
b
c| Related Documents Personalize | Find | View Al | 2] H First ‘4 10of1 ‘b Last
] Related Documents Details
Allow EmailiDispatch Vsizi:};ﬁet? *Source Transaction *SetiD Contract ID Ad Hoc ID Business Unit PO Number Event ID Internal Document Status
] a v Q Q Q Q Q B HE
oK | | cCancel |

186



Lesson 5 — Exercise 5.2: Extend

Document Management

SetlD STATE Contract ID 42700-023-12121-0001

Supplier GEORGIA SECURITY SYSTEMS INC

Contract Style Agency - Services
Document Type SPD Agency Services Contract
Description UNARMED SECURITY SERVICES
‘Administrator JMORTOND4

Sponsor Department

Amendment 2
Version 3.00
Status Draft

Created On 07/01/16 12:00AM
Amended On 08/02/13 4.08FPM
Last Modified On 02/02/13 4:18PM

Includes Imported Document

View and Edit Of d
| View Original Document |

Review and Approval:

[ View Amendment File |

| Edit Amendment File |

External Contacis/Signers

Modify Attachments/Related Documents;
Document Modification Summary

Document View Access

Document Version History

Return fo Decument Search

Document Details

Dispatch

Document Management
SetlD STATE
Supplier GEORGIA SECURITY SYSTEMS INC
Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description UNARMED SECURITY SERVICES
Administrator JMCRTOND4

Sponsor

Amendment 2
Version 3.00

Status_Aporoved
I Dispatch I

Includes Imported Document

View and Edit Options:
| View Original Document |

| View Amendment File |

[ Edit Amendment File |

Modify Attachments/Related Documents
Document Modification Summary
Document Version History

SetlD STATE
Supplier GEORGIA SECURITY SYSTEMS INC

Version 3.00

Amendment 2

Email fs82upk@sac ga.gov

Administrator JWMORTONO4

ing a Contract

Contract ID 42700-023-12121-0001

Files To Be Sent

Original Executed Document

Amendment Files

Most Recent Only

All
Attachments
Send as File Type Preview PDF
Contract ID 42700-023-12121-0001 Related Documents
[ set to Checked Out
Send Copy to Administrator
Subject:
Documents for Review/Signature - Contract ID: 42700-023-12121-0001
Contacts Personalize | Find | (3] = First (4 1of1 &) Last
Selected  Contact!D Name Titie

Department

Created On 07/01/16 12:00AM
Amended On 02/02/18 4:.08PM

Select All Contacts

Attachments
Last Modified On 08/02/18 420PM Files || Description
Selected Origin
Document
Review and Approval: e
Internal Contacts/Signers Document
External Coniacis/Signers Document

Document View Access

Email ID Description

Clear All Contacts

Comment
Type

File Name

Notice_of_Award_(1).doc

Insurance_Bond.docx
SPD-CP013ContractAmendmentTemplate docx

SPD-CP013ContractAmendmentTemplate.docx

Personalize | Find | | @

Title

Notice of Award
Insurance
Amendment

Amendment #2

First

1

14074

View

View

View

View

View

b Last

Deactivate Document

Generation Log

187
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Document Management

SetlD STATE I Contract ID 42700-023-12121-0001 I Return to Document Search

Supplier GECORGIA SECURITY SYSTEMS INC

Contract Style Agency - Services
Document Type SPD Agency Services Contract

Description UNARMED SECURITY SERVICES
Administrator JMORTONO4

Contract Entry

Includes Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
| View Original Document | Internal Contacts/Signers Send fo Contacts
| View Amendment File | External Contacts/Signers Refresh Documnent

Import Prior Document

Modify Attachments/Related Documents

|
|
| Edit Amendment Fils | Document View Access | Recreate Document
|
| Deactivate Document

Document Modification Summary

Document Version History Generation Log

Contract
Sponsor Department SetlD STATE Contract Version
Contract ID_42700-023-12121-0004 Version Status Current
Roprovedibete B
Amendment 2 Created On 07/0
N Administrator/Buyer JMORTONO4 JMORTONO4
Version 32.00 Amended On 08/0 Authored Document
i Last Modified On 02/0 _—
Status Dispatched Authored Status Executed Document Version  3.00 Amendment 2 Maintain Document
: Redispatch i
I | Execute Contract | I

188




Lesson 5 — Exercise 5.3 Closing a Contract

Scenario: It is 90 days later and Pete Smith
needs to close the Unarmed Security Services
contract because it has been replaced by a new

SWC.




Lesson 5 — Exercise 5:3 — Closing Contract

Working with contracts in Team Georgia Marketplace™:

Working with Contracts in Team Georgia Marketplace™

Existing Contracts (Non- Team Georgia
Team Georgia Marketplace™ Sourcing
Marketplace™) Events

Existing Contracts Amendments

ERETELS
Contracts from

Requisitions

Sole-Source or Exempt Cancelations

Contracts :
Closing




Lesson 5 — Exercise 5.3: Closing a Contract

Steps for Closing a Contract:

* Find the contract in Contract Entry

* Change the system status from Approved to Open and Save if you need to
change any information on the header

» Optional - change the expire date to the new date if applicable

« Enter header comments explaining why the contract is being closed

* Optional - click on Maintain Document at the top right ifyou need to add any
additional attachments. Note you will have to Reset to Dispatch to do so

* Click on the Contract ID to return to the Header screen

» Set system status to Closed and Save




Lesson 5 — Exercise 5.3: Closing a Contract

Enter a comment explaining your action.

New Windaw | Help | Cus]

I Closing I

Contract Entry
Contract
SetiD: Contract Version )
e ST Version: 1 Status: Current YOU WI" enter a Comment
Contract ID: 42700-023-E511111-0001 ' : ) ’ ’
New Version . to explain the action bein
“Status: | Approved 3 | —l Approved Date: 10/23/2012 p . g
taken. Provide as much
Administrator/Buyer: PSMITHO FSMITHO . . .
o Sr—T— information as possible
Authored Status: Executed Document Version: 300 Amendment: 2 Maintain DUCUmeml
Payment Terms ID: N30 Buygrg =0
Process Option: General Contract Edit Comments Activity Log
VILE o
Vendor: ASECURTY-001 0 Lal Document Status
Primary Contact Info Thresholds & Motifications
Vendor ID: 0000201891 A1 SECURITY AND SAFE INC
--------------------------- Contract Header Agreement
Beqgin Date: 0gi02012 Confract Releases
Expire Date: 0973002013
Amount Summary
Renewal Date:
UsD
Maximum Amount: 37,000.00
Currency: UsD CRRNT e o
==




Lesson 5 — Exercise 5.3: Closing a Contract

Enter comments explaining why the contract is being closed.

r =
Contract Comments X
i Help I CIOSing I
i Contract Entry
H Header Comments Enter the comments
; SetlD STATE Contract ID 42700-023-12121-0001 Version 1 )
I If you decided to attach a
i WlRetrieve Active Comments Only |  Refrieve | recent Contract Assessment
*Sort Method [ Comment Time Stamp v “Sort Sequence [Ascending v | Sot | form DO NOT DO SO HERE.
H Comments Find | View All First ‘4 10f1 b/ Last
:- Use Standard Comments Comment Status Active | Inactivate ¥ Instead, go to Maintain
ontract is being replaced with SWC. [l Document and attach that
MORTOND4 08/06/2018 .
form on the contract itself.
[ send to Supplier [ show at Receipt O Copy to Purchase Order
(] show at Voucher

Associated Document

Attachment Attach View Delete Email

From -= CNT STATE-42700-023-12121-0001

| ok || cancel || Refresh |




Lesson 5 — Exercise 5.3: Closing Contracts

The System Status for contract not being renewed or not eligible for renewal is Closed.

Contract Entry

Contract
SetlD STATE Contract Version
Contract ID_42700-023-12121-0001 Version 1 Status Current
tatus [Closed v Approved Date 07/30/2018
Administrator/Buyer JMORTONO4 JMORTONO4
Authored Document
Authored Status Executed Document Version 3.00 Amendment 2  Maintain Document

Header (7
Contract Style
Process Option

Supplier
Supplier ID

Begin Date
Expire Date
Renewal Date
Currency
Primary Contact

Supplier Contract Ref
Description

Master Contract ID
Tax Exempt ID

Fiscal Year

Order Contract Options (2

Allow Multicurrency PO

Agency - Services

General Contract

Buyer JMORTOMND4

Edit Comments Activity Log
Contract Activities
Primary Contact Info

Document Status
Thresholds & Notifications

GASECURITY-003
0000041257 GEORGIA SECURITY SYSTEMS
07/01/2016
09/30/2017

usp CRRNT

Contact
Name:

UNARMED SECURITY SERVICES

STATE OF GEORGIA
+/| Tax Exempt
2017

Allow Open Item Reference

Corporate Contract Adjust Supplier Pricing First
Lock Chartfields Price Can Be Changed on Order
PO Defaults Add Open ltem Price AdjustmentsPrice Adjustment Template

Voucher Contract Options

-

Contract Header Agreement
Contract Releases

Amount Summary (2

Maximum Amount 37,00000 YUSD
Line Item Released Amount 0.00
Category Released Amount 0.00
Open ltem Released Amount 0.00
Total Released Amount 0.00
Remaining Amount 37,000.00
Remaining Percent 100.00

Must Use Contract Rate Date Rate Date 07/30/2018

Auto Default Group
[nitial Period Renewals
COnon-profit  [IMulti-Ag t Type A

Closing

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!




Lesson 5 — Exercise 5.4 Canceling a Contract

Scenario: It is December 10, 20XX and Pete Smith
needs to Cancel the Pest Control contract for poor
performance (for cause). He has tried to work with
the supplier for months and has seen no
improvement. He has an updated Contract
Assessment form, a Supplier Performance Report,
a Cure letter, and a document containing several
emails to support this action.




Lesson 5 — Exercise 5:4 — Cancelling a Contract

Working with contracts in Team Georgia Marketplace™:

Working with Contracts in Team Georgia Marketplace™

Existing Contracts (Non- Team Georgia
Team Georgia Marketplace™ Sourcing
Marketplace™) Events

Existing Contracts Amendments

ERETELS
Contracts from

Requisitions

Sole-Source or Exempt Cancelations

Contracts :
Closing




Lesson 5 — Exercise 5.4: Canceling a Contract

Steps for Canceling a Contract:

* Find the contract in Contract Entry

» Change the system status from Approved to Open and Save

» Change the expire date to the date the contract can no longer be used

* Enter header comments indicating why the contract is being canceled.
Indicate all documents will be in the document management section

» Click to uncheck Initial and click on Renewal link. Select Canceled from the
dropdown options

 Enter the date the contract cancellation goes into effect

* Click on Maintain Document at the top right

* Click to Reset to Dispatch

« Attach all documentation explaining or supporting the cancellation

» Execute the amendment

» Click on the Contract ID to return to the Header screen

» Set system status to Canceled and Save




Lesson 5 — Exercise 5.4: Canceling a Contract

Find the contract to be canceled.

Contract Entry

Currency:

Primary Contact:

Vendor Contract Ref:
Description:
Master Contract ID:

|# Tax Exempt
Fiscal Year| 2017

UsD|@ ~ [CRRNT|q

1@ contact RACINGREED2031@HOTMAIL. COM
Name:

03 Pest Control

STATE OF GA

Maximum Amount:
Line ltem Released Amount:

Category Released Amount:

Open Item Released Amount:

Total Released Amount:

Remaining Amount:
Remaining Percent:

Contract

SetiD: STATE Contract Version

Contract 1D: Version: 1 Status: Current
*Status: [ Open v Approved Date: 0372002018
Administrator/Buyer: PSMITHO1 Q PSMITHO1

= Authored Document

Authored Status: Executed Document Version: 1.00 Amendment: 0 | Maintain Document |
= Header
*Payment Terms 1D: N30 aQ, Buacoc Dora o Q

Process Option: General Contract Edit Comments Activity Log

Vendor: ADAMSEXTER-001 Vendor Search HHHELEALEVIES Document Status

0000010645 Primary Contact Info Thresholds & Notifications

Vendor ID: Q ADAMS EXTERMINATORSING vt tioner agreement
*Begin Date: 07/01/2016 Contract Releases

Expire Date: D3/01/2018 [5)

Renewal Date: ™ Amount Summary

356,000.000 USD

0.00
0.00
0.00
0.00

36,000.00
100.00

I Cancelations I

—_—

Change the System Status to Open
Change the Expire Date to contract
end date

Add comments explaining why the
contract is being cancelled

On the contract page, add all
documents

Unclick Initial Period and in the
Renewal screen, click on Cancelled-
enter the date

Change the System Status to
Cancelled




Lesson 5 — Exercise 5.4: Canceling a Contract

Enter a comment indicating the reason for canceling.

Ut Iy
Header Comments .
Cancelations

Seti:  STATE  ContractID: 42700-023-DHS0000200-0001 Version: 1
7| Retrieve Active Comments Only Refrieve | Indicate the reason for
*Sort Method: Comment Time Stamp - *Sort Sequence: Ascending - Sort Canceling the contract.
Comments Find | View Al Fist B 1 of2 I Last SUEEEE ?I’ld Sl

— — comment. Indicate that all

Use Siandard Comments Comment Status: e nechate | applicable documents are

B¢ attached to the contract.

Caontractis being cancelled as of 12/3000( due to poor perfarmance. All documents and supporting documentation can be
found in the contracts section

Send to Vendor [*] Show at Receipt ["| Copy to Purchase Order

[] Show at Voucher

Associated Document

AtACH | View | Delete | [V Email

Attachment: Supplier_Infor_doc.pdf

From -= 33E 42700-DHS0000200

0K | Cancell Refresh |




Lesson 5 — Exercise 5.4: Canceling a Contract

Enter the Maintain Document section to attach cancel documents.

R
Contract Entry

Contract
Contract Version

SetiD: STATE
Contract ID: 42700-023-DHS0000200-0001 Version: 1 Status: Current
e Approved Date: 0812612013 :
Status: Open A

P Cancelations
Administrator/Buyer: PSMITHO Q PSMITHOA

~ Authored Document

Authored Status: Dispatched Document Version: 1.00 Amendment: 0 Maintain Document |

*Payment Terms ID: N30 Q Buyer PSMITHO1 Q
Process Option: General Contract Edit Comments Activity Lo
Vendor: ADAMSEXTER-001 Vendor Search Contract Activities Document Status
Primary Contact Info Thresholds & Motifications
*Vendor ID: 0000010645 | Q ADANS EXTERMINATORS INC
19012013 mo T Contract Header Agreement
*Begin Date: Contract Releases
Expire Date: 12/30/2013 El
,7@ Amount Summary
Renewal Date: ] 36,000.00 1sp
Currency: usD Q@ CRRNT Q) Maximum Amount:
Line Item Released Amount: 0.00
Primary Contact: [1QLContact RacINGREED3031@HOTHAL COM
Name: Category Released Amount: 0.00
Vendor Contract Ref: | Open Item Released Amount: 0.00
Description: |F‘est Contral Total Released Amount: 0.00
. Q
Master Contract ID: | Remaining Amount: 36,000.00
Tax Exempt |STATE OF GA

o1 Remaining Percent: 100.00
Fiscal Year

~ Order Contract Options

[T Allow Multicurrency PO [C] Allow Open tem Reference [CI Must Use Contract Rate Date Rate Date: 08/26/2013




Lesson 5 — Exercise 5.4: Canceling a Contract

Reset to Dispatch to attach documents.

New Window | Help | Customizd|

Document Management Return to Document Search

SetiD: STATE Contract ID: 42700-023-DHS0000200-0001 I I
Vendor: ADAMS EXTERMINATORS ING

Document Type: SPD Agency Services Contract
Description: Pest Contraol
Administrator: PSMITHO
Sponsor: Department:
Version: 1.00 Created Om: 08/26/13 12:00AM Document Details
Status: Dispatched Last Modified On: 08/26M13 1:46PM
I Redispatch

Execute Contract |

Imported Document

View and Edit Options: Review and Approval: Other Document Actions:
View Document | Internal Contacts/Signers Send to Contacts |
Edit Document | External Contacts/Signers Recreate Document |
Document View Access Deactivate Document |

Modify Attachments/Related Documents

Document Version History




Lesson 5 — Exercise 5.4: Canceling a Contract

Attach all relevant documents.

View and Edit Options:

View Document

Edit Document

Review and Approval: Other Document Actions:
Internal Contacts/Signers | Send fo Contacts
External Contacts/Signers | Recreate Document
Document View Access | Deactivate Document

‘ SetlD STATE Contract ID 42700-023-DHS0000275-0001
Supplier ORKIN LLC

| Upload another Document Attachment File

Attachments Personalize | Find | 2] B First ‘&) 120f2 &) Last
Files | Description

Allow Email/Dispatch File Name Title View Delete

| PEST_CONTROL_CONTRACT_CANCELATION.docx. Cancelation Document] X

Related Documents
Related Documents | Details

Allow Email/Dispatch ‘gﬁ:’;: “Source Transaction *SetlD Contract ID Ad Hoc ID Business Unit PO Number

] O STATE |Q Q Q [42700 |

a

Cancelations

Aftachments and Related Documents
Help|

Personalize | Find [ViewAll @) BB Fist @ 1011 @ Last

EventID

Internal Document Status




Lesson 5 — Exercise 5.4: Canceling a Contract

Return to contract Header.

Document Management Retum to Document Search
satiD: STATE Contract ID: I 42700-023-DH50000200-0001
Vendor: ADANS EXTERMINATORS INC
Document Type: SPD Agency Senices Contract
Description: Pest Contral
Administrator; PSMITHO
Sponsor; Department;
Version: 100 Created On: 08/26/13 12:00AH Document Details
Status: Executed Last Modified On; D8/26H3 2:42PM
Resetto Dispatch | Executed On: 0812613 34212PN
Create Amendment |
Imported Document
View and Edit Options: Review and Approval: Other Document Actions:
View Document Internal Contacts/Signers Send to Gontacts

Modify Attachments/Related Documents

Document Version Histary

AL Bk

I Cancelations I

There is no Amendment
created for a canceled
contract.

External Contacts/Sianars Deactivate Document

Document View Access




Lesson 5 — Exercise 5.4: Canceling a Contract

Change Renewal Status to Canceled.

= _ I Cancelations I

36,00000 ysp

Maximum Amount:

Line ltem Released Amount: 0.00
" Category Released Amount: 0.00

Open Item Released Amount: 0.00

Total Released Amount: 0.00

Remaining Amount: 36,000.00

Remaining Percent: 100.00

Must Use Contract Rate Date Rate Date: 08/26/2013
Auto Default

[ mitial Period N repewals

Non-Profit Multi-Agreement

Gross Amount: 0.00 UsD
Freight Amount: 0.00

te

Contract Entry

Contract Renewals

Setll: STATE Contractld: 42700-023-DH30000200-0001

I Renewal Status: Cancelled v papewal#: of:

Renewal from: Gl To: 1213012013 [

| L)

0K | Cancell Refresh |

change the Renewal Status to
Cancelled and enter the date
the contract was canceled in

Uncheck Initial Period to

the To field.




Lesson 5 — Exercise 5.4: Cancelling a Contract

Change the System Status to Canceled.

| Cancelations I

You will get a message
that your action will
cancel the contract.

Click OK . If you want to
be able to re-award,
This action will cancel the entie contract Continue? (10400,463) indicate so.

The action thatyou are taking will cancel the entire Contract. Ifyou do notwant
to cancel the contract, then you cannot perform the action at this time.

Cancel |




Lesson 5 — Exercise 5.4: Cancelling a Contract

You must determine if you want to re-award the contract.

X

Wiauld yau like to put the contract gquantity hack to the related sourcing award?

(10400,537)

Yes Ma




Lesson 5 — Exercise 5.4: Cancelling a Contract

The document is either Dispatched or Executed, setthe Status to Canceled
may not he appropriate. (10430443

The Authored Document has heen Dispatched or Executed
Status to 'Canceled' may not be appropriate.




Lesson 5 — Exercise 5.4: Cancelling a Contract

= Woucher Contract Options
Invoice Number:

P Business Unit:

ccounting Template:

Basis Date Type:
From Line: To Line:
Item 1D: QL
Description:
Vendor Item ID: &}
Vendor's Catalog: Q

| Search | | cancel Search | | Clear Results

= Contract [tems

Catalog Search Item Search
Lines
Details | Order By Amount || Item Information Default Schedule

Line Item Description UoM

1 B Pest control 3, MON

“iew Category Hierarchy

+ Contract Categories

Lines
Details Pricing Cptions
Line Category

1

Category Search

BReleass Amounts || Spend Thrashold

Description

&, Return to Search [=] Notify || ks Refresh

Release Amounts

Gross Amount: o.op USD

Freight Amount: 0.00

Sales Tax Amount: 0.00

VAT Amount: 0.00

Misc Charge Amount: 0.00

Miscellansous Charges

Retention
Category: Q
Manufacturer ID: Q
Mfg Item ID: Q
Group ID: Q

[_] Bypass Search Results (¥ Warn Before Autosaving

Search for Contract Lines

Personalize | Find | View Al | G | B First B 4 o ¢ B Last

Release Quantities || Line Groupings || Spend Threshold

Include for

Merchandise Amt Release

Status

wO0000 B T B & R Y

Cancelled

Personalize | Find | View Al | B0 | B First 8 4 o 1 B Last

Status

B > % Cancelled

Es Add Update/Display & Correct History




Lesson 5 — Exercise 5.4: Cancelling a Contract

New Windaw | Help I

[ Contract Y Create Release | Review Releases | If this message appears when you
[Cancelea ~| attempt to Cancel a contract, you will
i B N not be able to cancel the contract until
Contract ID: SWCS000546-043 all POs have been dispatched and
paid.

Administrator: EASONEH Q Elizabeth H Eason 404.657 5877

i) When this happens, change the
Status to Open and change the Expire
' Cannok cancel contrack, AE l=ast one active transaction is referencing this contract, (10400,286) . date to the Cancelation date, and then
*
Process Option: General Contract set the system status to Approved---
ol R until the PO process is completed.
T ‘ Once the PO process is completed,
endor b noonei=7es Contract Aareerent return and change the status to
Begin Date: 04101/2000 Amount Summary | canceled
Expire Date: 0G/30/2010 Maximum Amount; 0.00 USD
CIy USD  CRRNT Line Released 0.00
Ehary Ee . Open Item Relsd: 5,270.76
] |
VSMEOCIT. B Total Released Amount; 5.270.76

Description:

Master Contract ID;

I Tax Exempt | Fiscal Year: I




Poll Question

True or False

Renewing a contract requires an
amendment.

a) True
b) False

210



Poll Question

Select the best option

Which three of the
amendment types should you
always use?

a) Amend Contract Only

b) Amend Contract with
Amendments

c) Amendment File Only

211



Lesson 5: Summary

O O

Extending a Canceling a
Contract O Contract
(Unarmed Security (Pest Control)
Services) Amending a
Contract y
y (Unarmed Security
Services)

© O
4

Closing a Contract
(Unarmed Security
Services)

Renewing a Contract
(Trash Removal)



Agency Contracts — Public Queries

Queries that are helpful in monitoring Supplier Contracts:

J 0SC003_CONTRACTS_BY_AGENCY
= Lists Supplier Contracts by Agency Business Unit (BU) that are not
closed/cancelled.
] 0SC002_CONTRACTS_BY_BUYER
= Lists all contracts that are not closed/cancelled for a business unit and
buyer.
] 0SCO03C_ACTIVE_CNTRCTS_MAXAMT

= Lists Active Contracts with maxamt by business unit and expiration date
(>, greater than entered date) specified.

J 0SC003D_ACTIVE_REQ_BY_CONTRACT
= Lists Active Requisitions linked to a Contract Id. Prompts for the Agency
BU, and Contract ID [entered as a wild card (Like %)].

] 0SC048_ AGENCY_INFLIGHT_PO - Lists In-Flight POs on Agency Cntrct provided
at Prompt.

213



Course Summary

O O O

Closing and Creating Contracts Adding attachments
Cancelling from Requisitions to contracts
Contracts

y y y
@ O @

Creating Contracts Renewing and

from Sourcing Amending Contracts Extending
Events Contracts






Test Taking Troubleshooting Guide

Best Practices

* Close multiple browsers, browser windows, browser tabs or device — CLOSE ALL BUT ONE BEFORE
TAKING THE COURSE THROUGH TO COMPLETION

e Launch one test at a time

* Actively launch in one window

* You are timed out after five (5) minutes. If you leave the computer for more than five (5) minutes, when you
return, close the window and re-launch

« If your internet connection is lost, close the course window, and establish a stronger connection before re-launching

* The Activity Tracking Window must remain open

e Check/Update Browser
e Chrome 50 or higher 9 O
* Mozilla Firefox 45 or higher 7~

» Safari 9 or higher
Additional Tips: ‘ l l \

* Clear browser’s cache or temporary Internet Files .
* Disable Browser Extensions/Plug In’s
« Disable Pop-Up Blockers




Course Evaluation

Enter this link in your web browser address field:

https://www.surveymonkey.com/r/SPDvirtualtraining



https://www.surveymonkey.com/r/SPDvirtualtraining

SPD Newsletters

Buyer’'s Digest

The Buyer’s Digest provides relevant information
to the buyer’'s community. Find updates on
policies, new and current statewide contracts,
Team Georgia Marketplace, and available
opportunities in the procurementindustry. Learn
how to maximize your purchasing power in the

best state for business! Wa nt tO Stay i nfo rm ed ?
Email to subscribe! Click Here!

Traini ng D igeSt Purchasing@doas.ga.gov

Want to advance in your procurement career?

Eager to learn how to navigate the procurement
process successfully? Browse the latest training
news, events, and courses available. Complete a
state certification to be featured in an upcoming
Training Digest issue. Subscribe now and learn
the secrets to becoming certified and successful
procurement professionals.

Georgia Department of Administrative Services


mailto:Purchasing@doas.ga.gov
mailto:Purchasing@doas.ga.gov
mailto:Purchasing@doas.ga.gov
mailto:Purchasing@doas.ga.gov
mailto:Purchasing@doas.ga.gov
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Management
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(® Department of Administrative Services

GE'DTBRI.' Improving efficiency, compliance and warkforce perdormance

200 Piedmont Avenue, S.E. 404-653-1658 georgia.learning@doas.ga.gov

Suite 1308, West Tower
Atlanta, Georgia 30334
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