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This document provides the steps to follow to post the NOIA for an event.

**When creating the sourcing event, you have to make sure the Allow Send NOIA Notification

option is selected under the Event Settings and Options section.

Create an Event
Event Summary
Business Unit 40300

Event ID NEXT Round 1

Event Type RFx

RF Type[RFP_ V]

Event Status Open Change to Auction
*Event Name |Event Creation
Description |Event Creation with/NOIA and NOA @é

Version 1 Event Format Buy

Origin ;170 |Q Fiscal Year | 2019
Time Zone EDT
Preview Date [10/08/2018 |[5]

Start Date |10/08/2018 [

Time 12:35PM
Time 12:35FPM

Category Purchase Type [Agency Conlract

End Date |10/29/2018 |5 Time 2:00PM
Copy From | v] | 6o
v

Type

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event.

| = Event Settings and Options |
Event Comments and Attachments
Event Header Bid Factors
Add an RFx Document

Required fields reside on pages marked with an asterisk (*) -- you may net save your event until all required fields are filled.

Payment Terms and Contact Info
Event Constraints

Create an Event

Event Settings and Options

Notification To be Ser|1| Only Awarded Bidders w

Business Unit 40300 EventID NEXT Round 1 Version 1 Event Format Buy Event Type RFx
Create PDF on Event Post RoundWersion Display| Display Round and Version v|
Allow Bidder XML Downloads ¥ Sealed Event
[JBid Required On All Lines ealed Even
O Display Bid Factor Weightings
[CMultiple Bids Allowed
[l Allow Edit of Posted Bids
[JDo Mot Use Best Bids on New Rounds O Display Bid Factor Best/Worst
D\splay Bid Factor Ideal Value
| ¥l Allow Send NOIA Notification | “NOIA Report Template | AUC_NOIA_1 Q
Notification to be Sent| Only Responded Bidders v| [¥I Award Only after Notice End
[l Allow Send NOA Notification *Award Template AUC_NOA_1 Q

*Non-Award Template AUC_NONA_1 a,
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2. | Once you are ready to post the NOIA, go to the Analyze page and select which vendor(s) to award
and reject. Save changes.
Analyze Total
Analyze Total
Business Unit: Event ID: Round: Version: Event Name:
40300 DAS0000125 1 1 Event Creation
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx uso 10/29/2018 2:00PM EDT Pending Award v
Bid Analysis and Display Options (2
Analysis
Bidder Name WEAVER DISTRIEUTING Trane U. S. Inc IEH Auto Parts LLC
Co
Event Version Responded To 1 1 1
Bid Number 1 1 1
Total Bid Amount 52 000.00 54,000.00 56,000.00
Total Bid Cost 52,000.00 54,000.00 56,000.00
Total Event Score 100.00 50.00 0.00
Total Header Cost 0.00 0.00 0.00
Total Header Score 30.00 40.00 20.00
Bid Action| Award v Reject v Reject v
Reject Reason Q NOT LowBIlQ 8" NOT LowBIDQ &
Award by Percent 100.000
Hide Bid
Factors
Recalculate Add / Edit Factors
[§l5ave ||[@r Return to Search
Analyze Total | Analyze Line
3. | Go tothe NOIA page. **You can get to the NOIA page from the Event Workbench or the NavBar.

Event Workbench
Search Criteria
Business Unit QL
Event ID [DAS0000125 From Start Date El To Start Date [ Sort With | End Date v
Created By Q From End Date 5 To End Date [5 Sort Order | Ascending v
Event Format A _IEV*’-“t v Category Fiscal Year QOnly show Events | created
ype i
Event Name Item 1D Origin Only show Active Events
o u rch defaults
Event Status v Description , o
Associated With Plan &} Plan Name aQ, Default Search Preferences
Legend
Search Results Find | View All First ‘&) 1of Last
Event ID Name Format Type Origin Buyer Unit Status
DAS0000125 Event Creation By RFx 170 KIWILLIAMS40200 Pending Award © =@ 0O E @
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Notice of Intent to Award

Business Unit: 40300 Event ID: DAS0000125 Event Name: Event Creation NOIA Status: Not Sent
Event Type: RFx Event Round: 1 Event Version: 1 Event Status: Pending Award
Event Format: Buy Currency: uso Event End Date: 10/29/2018 2:00PM EST Notice End Date: E]]

Notification to be Sent

All Bidders ® Only Responded Bidders Specific Bidders
Bidder Details Personalize | Find | View All | 2 =] First ‘4’ 1-90f9 &' Last
Select  Name Bidder Sefid  Bidder ID Bidder Type Bidder Location  Contact Responded Email ID

1 EAVERDISTRIBUTING  g7a7e 0000299746 Supplier 000001 Yes

2 WEAVER DISTRIBUTING  g747g 0000299746 Supplier 000001 1 Yes 15921 @sa0.9a.gov
3 SEAVERDISTRIBUTING 772 0000209745 Supplier 000001 2 Yes f£02tm@sa0.aa.00v
4 WEAVER DISTRIBUTING - g747g 0000299746 Supplier 000001 3 Yes 15921 @sa0.9a.gov
5 Trane U5 Inc. STATE BID0D195623 Bidder 1 Yes

[ Trane U. S. Inc. STATE BID00D19623 Bidder 1 1 Yes fs92irn@sao.ga.gov
7 Trane U. S. Inc. STATE BID0019623 Bidder 1 2 Yes fs92irn@sao.ga.gov
8 |EH Auto Parts LLC STATE BID0032775 Bidder 1 Yes

9 |EH Auto Parts LLC STATE BID0032775 Bidder 1 1 Yes fs92trn@sao.ga.gov

Add Additional Emails

Template Contents

*NOIA Report Template: AUC_NOIA_1 Q@ “View Summary By: | Header A Signatory Contact(s)
Add Altachment Notification Comments
Preview NOIA Send NOIA

Process Monitor

1. Enter the Notice End Date. This should be calculated based on the dollar amount and the
number of days that the NOIA is required to be posted according to the GPM
(http://pur.doas.ga.gov/gpm/MyWebHelp/GPM_Main_File.htm).

2. Select who the notifications should be sent to. By default, the Only Responded Bidders
option will be selected.

3. Select to Add Additional Emails if needed. You can only enter userids for PeopleSoft users.
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Business Unit: 40300 Event ID: DAS0000125 Event Name: Event Creation
Event Type: RFx Event Round: Event Version: 1
Event Format: EBuy Currency:  USD Event End Date: 10/29/2018 2:00PM EST
Notification to be Sent 2,
All Bidders ® Only Responded Bidders Specific Bidders I

NOIA Status:

Event Status:

Not Sent

Pending Award

I Notice End Date: 12/03/2012 |[5]

 —— ey
Notice of Intent to Award

Add Addilional Emails

o

Bidder Details Personalize | Find | View All | = L;Tﬂ First ‘4 1-90fg '} Last
Select  Name Bidder Setid  Bidder ID Bidder Type Bidder Location  Contact Responded Email ID
1 DAVER DISTRIBUTING  gare 0000209746 Supplier 000001 Yes
2 ‘.C-;:'(:EA‘JER DISTRIBUTING STATE 0000299746 Supplier 000001 1 Yes 592t @sao ga.gov
3 NEAVERDISTRIBUTING * g7a7g 0000290745 Supplier 000001 2 Yes 1s92tm@sa0.a.g0v
4 ‘.C-;:'(:EA‘JER DISTRIBUTING STATE 0000299746 Supplier 000001 3 Yes 592t @sao ga.gov
5 Trane U. S. Inc STATE BID0019623 Bidder 1 Yes
8 Trane U. S. Inc STATE BID0D19623 Bidder 1 1 Yes 592t @sao ga.gov
7 Trane U. S. Inc. STATE BID0019623 Bidder 1 2 Yes fs92trn@saon.ga.gov
8 IEH Auto Parts LLC STATE BID0032775 Bidder 1 Yes
9 |EH Auto Parts LLC STATE BID0032775 Bidder 1 1 Yes 3 fs92trn@sao ga.gov
Add Additional Emails
Template Contents
*NOIA Report Template: AUC_NOCIA_1 @, *View Summary By: | Header v Signatory Contact(s)
Add Attachment Nafification Comments
Preview NOIA Send NOIA Pracess Monitar
Notification to be Sent
All Bidders ® Only Responded Bidders ' Specific Bidders
Bidder Details Personalize | Find | view A1l | &) B First ‘4 1-00f8 & Last
Select  Name Bidder Setid  Bidder 1D Fucisies i satcdi i acaii s Emauiis
Add Aditional Emails
WEA ITING
1 WERAVER DISTRIBUTING. | pare 0000209745 Help
2 - E\‘EAVER DISTRIBUTING  qpurp 0000200746 Business Unit: 40300 Event ID: DAS0000125 Event Round: 1 Event Version: 1
P Notification Contacts Personalize | Find | view Al | 2 | (R First ‘4 1off ‘b Last
3 ’ EVgHVER LSRG STATE 0000299746
User 1D Email Type Email ID
WEAVER DISTRIBUTING
9 ’ o BALE bobiirin 1 [KIWILLIAMS |y [Business v | fs92im@sao.ga.gov [+ =
5 Trane U.S. Inc STATE BID0019623 oK Cancel
6 7 Trane L. S. Inc STATE BID0D19623
7 o Trane U.S. Inc STATE BID0019623
8 |EH Auto Pars LLC STATE BID0032775 Bidder 1 Yes
9 v |EH Auto Parts LLC STATE BID0032775 Bidder 1 1 Yes fs92trn@san.ga.g

Select Add Attachment to add the NOIA document. Browse and add NOIA document. Enter the
Attachment Description. Include in NOIA box should be checked.
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Notice of Intent to Award

Business Unit: 40300 Event ID: DAS0000125 Event Name:

Event Creation NOIA Status: Mot Sent

Process Monitor

Event Type: RFx Event Round: 1 Event Version: 1 Event Status: Pending Award
Event Format: Buy Currency:  USD Event End Date: 10/20/2018 2:00PM EST Notice End Date: [12/03/2018
Notification to be Sent
All Bidders ® Only Responded Bidders Specific Bidders
Bidder Details Personalize | Find | View All | = L;_B.j First ‘4’ 1-90f9 '} Last
Select  Name Bidder Sefid  Bidder ID Bidder Type Bidder Location  Contact Responded Email ID
1 EAVER DISTRIBUTING - g77e 0000285745 Supplier 000001 Yes
2 AEAVERDISTRIBUTING  g7arg 0000299745 Supplier 000001 1 Yes =021 @sa0.0a.00v
3 ASAVERDISTRIBUTING - gare 0000299745 Supplier 000001 2 Yes fs92tm@sao.ga.gov
4 EAVER DISTRIBUTING  g77e 0000299745 Supplier 000001 3 Yes f92trm@sa0.ga.qov
5 Trane U. S Inc. STATE BID0D019623 Bidder 1 Yes
] Trane U. S. Inc. STATE BID0019623 Bidder 1 1 Yes s92trn@sao.ga.gov
7 Trane U. S. Inc. STATE BID0019623 Bidder 1 2 Yes fs92trn@sao.ga.gov
8 |IEH Auto Parts LLG STATE BID0032775 Bidder 1 Yes
9 |EH Auto Parts LLC STATE BID0032775 Bidder 1 1 Yes fs92trn@sao.ga.gov
Add Additional Emails
Template Contents
*NOIA Report Template: AUC_NOIA_1 Q, *“View Summary By: | Header r Signatory Contact(s)
Add Attachment h Motification Comments
Notification to be Sent
All Bidders ® Only Responded Bidders Specific Bidders
Bidder Details Personalize | Find | View Al | 1] [ First ‘4 1-9019 ‘% Last
Select  Name Bidder Setid  Bidder ID Bidder Type Bidder Location  Contact Responded Email ID
1 WEAVERDISTRIBUTING gy 0000209746 Supplier 000004
Select File to create as Attachment
2 @ |[WENERBRINEUENG Sigpre 0000290745 Supplier 000001 Help [B5a0.0a.g0v
3 @ (NEAEROEIRBUENG S epre 0000298745 Supplier 000001 || Choose File | NOIA-9-30-11.pdf 530.02.90V
; Upload Cancel
a E[PEACROSTIBUING e 0000299746 Supplier 000004 530.92.90V
5 Trane U.S. Inc STATE BIDOD19623 Bidder 1
8 s Trane U. S_Inc STATE BIDOD19623 Bidder 1 1 Yes f=92imn@san ga.qov
7 v Trane U.S. Inc. STATE BID0DD 19623 Bidder 1 2 Yes =92t @sa0 ga. gov
8 IEH Auto Paris LLC STATE BIDO032775 Bidder 1 Yes
g ’ IEH Auto Paris LLC STATE BIDO032775 Bidder 1 1 Yes fs92irm@sa0.ga.gov
Add Additional Emails
Template Contents
“NOIA Report Template: AUC_NOIA_1 @ “View Summary By: [Header v | Signatory Gontact(s)
Add Attachment Notification Comments
Preview NOIA Send NOIA
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Notification to be Sent

®

All Bidders Only Responded Bidders

Bidder Details

Add Attachment

Attachments (7

Select Name Bidder Setid Bidder ID Bidder Type

1 (IEAVER DISTRIBUTING  grare 0000298745 Supplier

2 HEAVER DISTRIBUTING  g747g 0000209745 Supplier

3 (IEAVER DISTRIBUTING - grare 0000298745 Supplier

4 S AVER DISTRIBUTING - grare 0000298745 Supplier

5 Trane U. S Inc STATE BID0018623 Bidder

6 Trane U. S. Inc. STATE BID0019623 Bidder

7 Trane U. §. Inc STATE BID0019623 Bidder

3 IEH Auto Parts LLC STATE BID0032775 Bidder

9 IEH Auto Parts LLC STATE BID0032775 Bidder
Template Contents

*NOIA Report Template: AUC_NOIA_1 @ *View Summary By: | Header

Specific Bidders

Bidder Location Cont:
000001

000001 1
000001 2
000001 3

1

1 1

1 2

1

1 1

Personalize | ]

Personalize | Fini

act Responded

d | view an | 3| B

Email ID

First ‘4 1-90f9 ¥ Last

fs92trn@sao.ga.gov
s92irn@sao ga.gov

fs92trn@sao.ga.gov

s92irn@sao ga.gov

fs92trn@sao.ga.gov

fs92trn@sao.ga.gov

Add Additional Emails

Signatory Contact(s)

Notification Comments

First ‘&' 10f1 & Last

Attached File Attachment Description

NOIA-9-30-11.pdf NCIA

Include in NOIA

el

View

Preview NOIA Send NOIA

Process Monitor

=

Save the page.

process is successful at sending the email.

Select Preview NOIA to see the email that will be sent to the suppliers

Once all information has been entered and NOIA attachment added, the Send NOIA button can be
selected. A message will be displayed to show that the process has been scheduled.

Once the Send NOIA button has been selected, you can review the Process Monitor to see if the

Template Contents

*NOIA Report Template: AUC_NOIA_1 Q

Add Attachment

Attachments (2

*View Summary By

Attached File Attachment Description
NOIA-9-30-11.pdf NOLA
Preview NOIA | | Send NOIA
[&r Return to Search [=] Motify

- | Header

v

Personalize | ]

Signatory Contactis)

Motification Comments

First ‘&' 1of1 '}/ Last

Include in NOIA

7 View =
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Business Unit: 40300
Event Type: RFx

Event Format: Buy

Notification to be Sent
All Bidders
Bidder Details

EventID:
Event Round:

Currency:

®

DAS0000125

uso

Quick Reference Guide:
NOIA Process

Event Name: Event Creation

Event Version: 1

Event End Date: 10/29/2018 2:00PM

Only Responded Bidders

NOIA Status: Not Sent
Event Status: Pending Award
EST Notice End Date: 12/03/2012 |[j

! Specific Bidders

Personalize | Find | View All | 21| [ First ‘4 19079 ‘& Last

Select  Name Bidder Setid  Bidder ID Bidder Type Bidder Location  Contact Responded Email ID
% }:\E':\VER LRI GHEE NG STATE 0000299746 Message
2 7 “.;v'ngVER DISTRIBUTING STATE 0000299746
Process for sending out notification has been schedule h Process instance 44956196 (18058,8625)
3 7 WEAVER DISTRIBUTING STATE 0000298746
co
8K
4 v gg'A‘VER DISTRIBUTING oy 0000299746 Srrper T = vew TEvTITTSEOTE OV
5 Trane U.S. Inc STATE EID0019623 Bidder 1 Yes
[ 7 Trane U. S. Inc. STATE BID0019623 Bidder 1 1 Yes fs92tm@sao.ga.gov
i v Trane U.S. Inc STATE BID0019623 Bidder 1 2 Yes fs92tm@sao.ga.gov
8 |EH Auto Parts LLC STATE BID0032775 Bidder 1 Yes
g9 v |EH Auto Parts LLC STATE BID0032775 Bidder 1 1 Yes fs92tm@sao.ga.gov

Add Additional Emails

The NOIA status will be updated to Sent once the process completes successfully.

Notice of Intent to Award

Business Unit: 40300
EventType:  RFx

Event Format: Buy

Notification to be Sent
® Al Bidders
Bidder Details

Select  Name

1 TOM GRADDY
ENTERPRISES LLC
2 & TOM GRADDY
ENTERPRISES LLC
3 & TOM GRADDY
ENTERPRISES LLC
4 v TOM GRADDY
ENTERPRISES LLC
5 7 TOM GRADDY
ENTERPRISES LLC
5 & TOM GRADDY

ENTERPRISES LLC
I

Event ID: DAS0000125

Event Round: 1

Currency:  USD

O Only Responded Bidders

Bidder Setid

STATE

STATE

STATE

STATE

STATE

STATE

Bidder ID

0000003921

0000003921

0000003921

0000003921

0000003921

0000003921

Event Name: Event Creation

Event Version: 1

Event End Date:  10/29/2018 2.00PM  EST

O specific Bidders

Bidder Type Bidder Location
Supplier 000001
Supplier 000001
Supplier 000001
Supplier 000001
Supplier 000001
Supplier 000001

Contact

NOIA Statu: Sent

Event Status: Posted
Notice End Date: 12032018 |5

Personalize | Find | View 100 | 21| B8 First (¥ 1-200f215 2 Last

Responded Email ID

No

No f592tm@sao ga.gov
No f592tn@sa0.ga.gov
No 592trn@sao.ga.gov
No 1592tm@sao.ga.gov
No 592im@sao.ga.gov

Last Notified DateTime

Select Save.

Add the NOIA attachment. Select OK.

Go the Award Details page. Select Comments/Attachments from the Go To dropdown.
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Event Warkbench

Search Criteria

Business Unit

a

Show Award Details to Bidders

#| Display bids | Display all bids #| Display bid scores

Award Details (2

Bidder Name WEAVER DISTRIBUTING CO

Award Type | Purchase Order v Award Currency | Event
PO Business Unit
Total Award
Award Number 1
Award Lines
Line Item ID Suppiltem Rel  [tem Description Group ID
1 rd Line 1

Bidder Type Supplier

#| Display ly factors

Analyze Evenis

Do oL Sia il L
= 4 4
Event Comments and Attachments £l
olice

lice of Award
Notice of Intent to Award a
¥ |UsD Review Optimization
Q
52,000.0000
Personalize | Find | View All | Q First ‘4’ 10f1
uom Qu‘lﬁiﬁ Awarded Price Extended Price
EA 1.0000 52,000.0000 52,000.0000

Post Award

Event ID[DAS0000125 From Start Date | To Start Date El Sort With | End Date v
Created By Q From End Date 5] To End Date El sort Order | Ascending v
Event Format v | Event v Category Fiscal Year Only show Events | created
Type N
Event Name Item 1D origin Only show Active Events
o Use my search defaults
Event Status v Description Search Reset
Associated With Plan Q Plan Name Q Default Search Praferences
Legend
Search Results Find | View All First '4
EventID  Name Format Type Origin Buyer Unit Status
DAS0000125 Event Creation Buy RFx 170 KIWILLIAMS40300 Pending Award © mE 0O =
Award Details
Distribution Defaults Award Details Award Summary Review Constraints
Business Unit: Event ID: Round: Version: Event Name:
40300 DAS0000125 1 1 Event Creation
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 10729/2018 2:00PM EDT Pending Award - ¥

b Last

b Last

&
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- _________________________________________________________________________________________________________________
Event Comments and Attachments

EventID DAS0000125

Enter Comments (2 View All First ‘&' 1of1 *' Last
Comments: [+ [=]
P
Send To Bidder Include On Award Standard Comments
Add Attachment
Attachments (7 Personalize | (2! First ‘& 10of1 &' Last
. S Dizplay to Include On Include in
Aftached File Attachment Dezcription Bidder I Notifications
NOIA-9-30-11.pdf NOIA i View =]
OK Cancel

Award Details

Distribution Defaults Award Details Award Summary Review Constraints

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

40300 DAS0000125 1 1 Event Creation

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

Buy RFx usD 10/29/2018 2:00PM EDT Pending Award - v

Show Award Details to Bidders
¥ Display bids #| Display all bids | Display bid scores ¥ Display bid's total bid price #! Display factors
Award Details (7 First (4 10f1 (&) Last
Bidder Name WEAVER DISTRIBUTING CO Bidder Type Supplier Buyer [KIWILLIAMS a
Award Type | Purchase Order v Award Currency | Event ¥ |UsD Terms Q
PO Business Unit Q,
Total Award 52,000.0000
Award Number 1

Award Lines Personalize | Find | View all| 2| & First ‘4) 10f1 ‘&' Last

Line ltem ID Suppiltem Rel  Item Description Group ID uom Qlﬁ;ﬁ'; Awarded Price Extended Price
1 el Line 1 EA 1.0000 52,000.0000 52,000.0000 f

Post Award

[§lSave ||[@h Return to Search [=] Motify

Award Details | Award Summary | Review Consiraints | D« Chart Fields

Once the NOIA period is over and there are no protests, you can proceed with awarding the event.




