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

1.  **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. 
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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. 

 

3.  Go to the NOIA page.  **You can get to the NOIA page from the Event Workbench or the NavBar. 
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4.  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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5.  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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6.  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.   

Save the page. 

Once the Send NOIA button has been selected, you can review the Process Monitor to see if the 
process is successful at sending the email. 
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7.  The NOIA status will be updated to Sent once the process completes successfully. 

 

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

Add the NOIA attachment. Select OK. 

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

 


