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Awarding a Sourcing Event to a Bidder

This document provides the steps to follow when awarding a sourcing event to a bidder.

1. | Once you have analyzed the event and determined a winner(s), run public query
0S004_BIDDER_RESP_TO_EVENT to see if the company you plan to award to is a bidder.

[0 0SSO03_EVENT_INVITATIONS EVENT EMAIL NOTIFICATIONS  Public Edit  HTML weel XML Schedule
O 0SS004_BIDDERS_EVENT_STATUS Check Status of Bidders Resp Public Edit  HTML wcel XML Schedule
] IDSSOEM_BIDDER_RESP_TO_EVENT Check Bidders Resp to Event Public I Edit  HTM Excel XML Schedule
O 0SS005_EVENT_AWD_LN_DETAILS Details of Confract Public Edit HTML Excel XML Schedule
[] 0SSO06_ACTIVE_EVENTS_BY_BU T SOURCINGEVENTS  pypjc Edit HTML Excel XML  Schedue

2. | Review list and see if company is listed.

055004_BIDDER_RESP_TO_EVENT - Check Bidders Resp to Event

Event ID:: SPDO000144
Business Unit:; 99389

View Results

Download results in : Excel SpreadSheet CSV TextFile XML File (2 kb)

View All First H 1-50of & ] Last
Unit  EventlD Round vi‘r’:g‘n Name Status] Company Name Bid;';‘[’;f‘d Bidder User ID | Bidder ID F‘?;‘s:' 5‘““13““

199999 SFDODOOY41 1 gnoste Instiuments ang T |omEUsA Fosted DMEUSA BID0036127 Bidder  |CKSIMS
gnostic Instruments an S ibbon G = - BID0035818 B

2 99989 SPDO0D0141 1 annshicisment=and i LS el Rbboalenidball Posted USMATERIALS |BID0035818 Bidder  |CKSIMS
essores Materials Gp

3 99999 SPDO0D0141 1 i'liz:r'fe‘q“mméws and T [Medvendi LLC Posted GSSMED BID0032438 Bidder  |CKSIMS

499999 SPDO0D0141 1 ge'lzsu:r'fe‘q“w””é"'s &d T |Mational Medical Supplies. LG Posted MANDYMSGOMY 8ID0031057 Bidder  |cKSIMS

5 00099 SPDO0D0141 1 7 Diagnostic Instruments and T |Medfinity Posted BMWHONDA | BID0013343 Bidder  |CKSIMS

Accessories

If company is not listed, then the company is an existing vendor in the system and you can proceed
with awarding the event (after the NOIA period is over).

4. | If the company is listed, then the company is a bidder and will need to have a vendor profile created.
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5. | Collect the necessary forms from the bidder (W9, Vendor Management, etc). Have the bidder
download and complete the most recent Vendor Management Form located on SAO Vendor
Payment Management Page and submit the form back to you along with the other requested

information.

6. | Once you receive the documents from the bidder, submit all required documents to your agency
contact that is responsible for creating new vendors.

7. | Wait 48 hours to confirm that the vendor profile is created and approved. You can ask the agency
contact or you can access the vendor profile in PeopleSoft to see if it is approved.

8. | To search for the vendor profile, go to Vendors = Vendor Information = Add/Update = Vendor

Perform a search on the vendor name and select the correct entry from the search results.

Vendor Information

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

Find an Existing Value

« Search Criteria

SetlD: = - STATE Q
Vendor ID: begins with
Persistence: = - Regular -
Short Vendor Name: begins with Q
Our Customer Number: hegins with - Q,
Hame 1: contains  w |administrative aQ
[[include History [l Case Sensitive

Search Clear |Basic Search Save Search Criteria
Search Results
View All First H 177 HJl Last
SetlD Vendor 1D Short Vendor Name Our Customer Number Name 1 Persistence
STATE 0000475369 10THJUDICI-001  (blank) 10TH JUDICIAL ADMINISTRATIVE DISTRICT Regular
STATE 0000010791 ADMIMISTRA-008  (blank) ADMINISTRATIVE OFFICE OF THE COURTS Regular
STATE 0000314553 ADMIMISTRA-006  (blank) ADMINISTRATIVE SERVICES INC Regular
STATE 0000498080 BENEFITADM-001  (blank) BEMEFIT ADMINISTRATIVE SERVICES Regular
STATE 0000256278 BENEFITSAD-001  (blank) BEMEFITS ADMINISTRATIVE SYSTEMS LLC Regular
STATE 0000134268 EIGHTHJUDI-001  (blank) EIGHTH JUDICIAL ADMINISTRATIVE DISTRICT Regular

GADEPT OF ADMINISTRATIVE 8VC3 Regular

TATE 0000000061 GADEPTADMI-002

oA 2 A AUNI-ULL ) 1o AL =] v =3 oo Wl eguiar
STATE 0000461639 GAADMIMIST-001  (blank) GEORGIA ADMINISTRATIVE SERVICES INC Regular
STATE 0000130048 HYPERBARIC-001  (blank) HYPERBARIC ADMINISTRATIVE SERVICES LLC  Regular

STATE 0000190003 MANAGEMENT-014 (blank) MANAGEMENT & ADMINISTRATIVE SERVICES INC Regular
- - e - T OUTSOURCED ADMINISTRATIVE SYSTEMS Regular



https://sao.georgia.gov/vendor-payment-management
https://sao.georgia.gov/vendor-payment-management
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9. Open the vendor profile and look at the status. It should say Approved and the persistence should be
Regular.
Summary dentifying Information Address Contacts Location Custom
SetlD: STATE
Vendor ID: 0000000061
Vendor Short Name:  GADEPTADMI GADEPTADMI-003
Vendor Name: GADEPT OF ADMINISTRATIVE SVCS
Order: GADEPTADMI-003 Remit To: GADEPTADMI-003
SUPPORT SERVICES SUPPORT SERVICES
ATLANTA, GA 30334 ATLANTA, GA 30334
Status: Approved Last Modified By: CFAULK
Persistence: Regular Carla J. Faulk
Classification: State Agency - PeopleSoft Last modified date: 071072017 12:27PM
HCM Class: Created By:
Open for Ordering: Yes Created Date/time:
Withholding: Mo Last Activity Date: 0702017
B Save ||/ Returnto Search [=] Motify A Include History
Summary | ldentifying Information | Address | Contacts | Location | Custom
10. | Once the vendor is approved, proceed with awarding the sourcing event.




