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Purpose of This Guide

This User Guide is designed for users of eSource. Users of
eSource are normally issuing officers who need to post
procurement events. This user guide assists issuing officers
in understanding how to use eSource to post, modify,
evaluate, and award an event.

In addition to the eSource User Guide, there is a companion
guide available for suppliers.

Training on the use of eSource is also available for users and
provided by the Professional Development staff of the
Georgia State Purchasing Division (SPD). Suppliers also have
access to online training available from the SPD website.

Issuing Officers — Training Courses

The following courses are available to issuing officers
interested in using eSource.

List of Course Description Prerequisites
Courses Name
3010L eSource Electronic 1000W
for RFQs procurement system | 1002W
for posting of 1010L
Request for Quotes 3000L
(RFQs),
3025L eSource Electronic 1000W
for RFPs, procurement system | 1002W
RFls, for posting of 1010L
RFQCs Request for 3000L
Proposals (RFPs), 3010L
Request for 3022w
Information (RFIs), 3015w
and Request for 5000L
Qualified
Contractors
(RFQCs).
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Suppliers — Training Courses

The following courses are available to suppliers interested in
responding to events posted in eSource.

Course Name \ Description
Responding to an RFQ in | Online tutorial of instruction
eSource
Responding to an RFP in | Online tutorial of instruction
eSource
Responding to an RFQC Online tutorial of instruction
in eSource
Responding to an RFI in | Online tutorial of instruction
eSource

How to Use This Guide

To make it easier for you to identify certain sections within this
user guide, we have created a list of icons. These icons illustrate
tasks, timeframes, and dependencies.

% Notes are preceded with this icon. Notes are used to
call your attention to facts regarding the topic being
discussed.

é Warnings, Alerts and Exceptions are preceded with this
icon.

W

A reminder.

% Information indicates to review other documentation
available on the topic.
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Introduction to eSource

eSource is a web-based, procurement sourcing and
solicitation tool that enables state Issuing Officers to
electronically solicit bid or proposal opportunities.

Issuing Officers can post the following solicitation types using
eSource:

e Request for Quotes (RFQs)

o Request for Proposals (RFPs)

¢ Request for Information (RFIs)

e Request for Qualified Contractors (RFQCs)

eSource is part of the Georgia Procurement Registry (GPR)
which is a web-based system used by the state of Georgia to
post and advertise all solicitations. The GPR receives
solicitations from eSource, Team Georgia Marketplace™, and
is directly posted to the GPR. These solicitations posted
directly to the GPR are normally paper-based solicitations or
sole-source notices.

Essentially, eSource replaces the use of a fax or paper-based
event and is designed for state entities that are not Team
Georgia Marketplace™ users. Team Georgia Marketplace™ is
a PeopleSoft-based system designed for state entities that
are State Accounting Office (SAO) PeopleSoft users. Team
Georgia Marketplace™ state entity users process solicitations
using Team Georgia Marketplace™ instead of eSource.

When state entities process RFQs using eSource or Team
Georgia Marketplace™, the solicitation does not have a dollar
limitation. RFQ events are used as a method of procurement
where cost is the only consideration for selecting the winning
supplier. However, when issuing officers process RFPs using
eSource or Team Georgia Marketplace™, the state entity is
bound by its Delegated Purchasing Authority (DPA). This
applies to all state entities bound by the rules and regulations
of the purchasing section of the Official Code of Georgia
Annotated (0O.C.G.A.) and the Georgia Procurement Manual

(GPM).

In addition, there is no dollar limit associated with using
eSource as a procurement solicitation tool for the following:
e For purchases that are deemed to be exempt. These
purchasing exemptions as described in this manual.
e For any city, county, K-12 public school or other non-

eSource User Guide
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state governmental entity not bound by the rules and
regulations of the purchasing section of the Official
Code of Georgia Annotated (O.C.G.A.) and the Georgia
Procurement Manual (GPM) that opts to use eSource as
a procurement tool.

Benefits of Using eSource

eSource provides the following benefits to the state:

Enables the contacted suppliers to electronically
respond to solicitation opportunities, therefore,
eliminating the need to use paper to respond to an
event.

Helps participating suppliers prevent simple arithmetic
errors when working with RFQs.

Assists issuing officers maintain communication with
suppliers regarding new events and existing events
that require updates. Suppliers receive online updates
of any event changes and/or addenda via email
notifications, thereby making it much easier to manage
the entire event process.

Once the supplier submits his/her eSource response,
the supplier receives immediate confirmation of the
response submission and is still able to make edits
between the posting of the solicitation and closing
time.

After the event closing date and time, issuing officers
are able to evaluate the submitted responses, make
award decisions, and notify all responding suppliers of
the award decision via eSource. However, issuing
officers are not able to see the actual responses to the
solicitation until close date.

Generates a unique eSource event number that allows
the tracking of documentation, reporting, and open
records requests.

When to Use eSource

You can use eSource to process:

Requests for Quotes (RFQSs)
Requests for Proposals (RFPs)
Requests for Information (RFIs)

eSource User Guide
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o Requests for Qualified Contractors (RFQCs)

% All events posted in eSource display automatically on
the public side of the Georgia Procurement Registry (GPR).
Once you post an event on eSource, you do not need to post
it on the GPR. eSource is part of the GPR.

el
p
Do not use eSource for:
e Any Sole-Source purchases
¢ Non-maintenance/Non-repair construction

How to Get Help

For information on how to register new GPR and eSource users
or for system issues with GPR or eSource, contact the State
Purchasing Division (SPD) helpdesk by:

e Sending an email to the Help Desk at
ProcurementHelp@doas.ga.gov

or
e By calling the Help Desk at 404-657-6000.
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Accessing eSource

To use eSource, the Issuing Officer must be registered on the
Georgia Procurement Registry (GPR).

The Agency Procurement Officer (APO) or College/University
Procurement Officer (CUPO) for each state entity or
Procurement Director/Manager for non-state entities is
responsible for providing access to users of eSource. This
official is responsible for the following functions:

e Registering new users to eSource

e Assigning a security level to access eSource.

% Users already registered with the GPR are automatically
able to use eSource. These users receive the same security
level to use eSource as the one already assigned to use the
GPR.

The following table provides the different levels of security for
eSource users:

Security Position System Access
Level
Level 6 APO or Senior GPR and eSource with
Manager access to all agency bids
Level 2 Agency GPR and eSource with
Procurement access to their own events
Supervisor made by Level 1 staff
Level 1 Agency Buyer GPR and eSource with
access to their own bids
Level O Buyer for small eSource system only with
value items or access to their own bids

services only

% Levels 3, 4, 5, 7, and 8 are designated for State
Purchasing Division (SPD) staff.

To access eSource, display the DOAS website at
http://www.doas.georgia.gov.

10
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2 Click on the State Purchasing icon listed under the section
State & Local, located on the top, left side of the screen.

B Mobie 5 Swemap @ Careers % Contac

Ere— o L T
o reh

Department of Administrative Services

CUSTOMER FOCUSED, PIRFORMANGE DRIVEN

Click on the
State
Purchasing

H Marketplace
\ging the way we do business!

i rew Look, Even Better Service . . .

- .. It's & new virtual world for DOAS!

B Tesm Geargia Marketplace

* Mar 20: B comprehensive Loss Control

* Mar 17: 6/ Purchasing Card Frogram

A Purchasing Training

Events - wITa vetmm & Howdat..?

— “me~h Sy Webinar _‘—__‘::_:’_""“'.’.ﬁ"———_-___—'_‘-—._.___‘_
ymbinar "—emdig?

3  When the State Purchasing screen displays, click on Logon to
GPR for State and Local Entities link listed under the
section titled Direct Links.

STATE PURCHASING

Foatures

BE Team Georgia Marketplace

matching
uyers with

The cantar for
Geargia gove
sellers

Contracts st the statewide and agency level offer state and local | [ Official Forms & Documents -
governments ety of products and s at competitive prices.
Access to Tea raie Market Pace an et indenes.

» Learn More. B Furchasing & Travel Cards -

A Purchasing Training -
MNews Direct Links
s How do 1. 7 -
> Mar 30: DOAS Launch gt » Login to GPR for State & Local £
Ertitims

(M How's my Service? -

* Mar17: st = n wi ; Univarsity (@) srate Purchasing Help Desk
A Y

Cvents

® Apr 1G: Siate Furchasing Web Sae Webinar

= Apr 21:

The Georgia Procurement Registry (GPR) System log in screen
displays. eSource is part of the GPR.
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Team
g e,
Georgia Procurement Registry
BROWSE FOR BIDS CONTACT US

Georgia Procurement Registry System

Please anter your 6 to & diglt alpha or numeric password to login,

Farget password?
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Logging Into eSource

1 To log into eSource, type:
a. Your email address in the User ID field.
b. Your password in the Password field.

% If this is your first time accessing the system, type the
word Password in the Password field.

2  Click on the Login button.

----------

Georgia Procurement Registry

MHOWSL LR DS

CONTACT US

Georgia Procurement Registry System

Please enter your 6 to 8 diglt algha or num

Fargatpassword?

eric password tg

First, type your user
email address and
! password in the

T (30 vt e corresponding fields

.......

If this is the first time you are logging into the GPR, eSource
prompts you to complete required information and provide
your own password. The prompt to change your password
displays at the bottom of the screen.

2 Once you enter your new password, this screen displays to
confirm that you have successfully changed your password.
Click Proceed to continue.
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Edit Buyer Profile Notice

FORSTER, GAYLE
was updated successtully.

Yo will sutcenatically be logged off the System. Log in using your iaw passwond

FRDCEED {Click PROCEED to continuej

3 The next screen requires that you sign on to eSource. This
time you must use your User ID and new Password. Then
click the Login button.

Team

A ®
Georgia Procurement Registry
BROWSE FOR BIDS

CONTACT US

Georgia Procurement Registry System

Please enter your & to 8 diglt alpha or sumeric password to login.

Click to
login

4  Once you have logged in, eSource displays a list of events that
your state entity has posted and that are still in a pending
status (re: need approval by SPD or need awarding by the
state entity). You will not be using this screen in eSource,
therefore, bypass this screen and continue with eSource Main
Menu. Click on the Main Menu link to proceed.
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W G C
Georgia .
BE 2 Marketplace Georgia®

Bids Needing State Purchasing Approval

; i or
Click Main Awarding by the Agency
Menu to Siick an tha Bid Title te view the bid sesting.
bypass this Bz with = “Precess Nesdsd” of “apRroval” tan NOT be viewsd by the public.

Cligk an the “Pleass Award” to Award the bid or complete the RFI.

screen

HUMBER BID TITLE [CLOSE DATE Process Bid
ITimE

|3::GB--9

|Bursle Hooded Jackets T

|oe-:-oocesesm Sole Sourte Lavard

anding

|uu:e4:u-.-: Bactechoicel Sl lingretes

|elmnss

|Svcamccd

CELELD Constouction of Aaad KT Elaazm
Avear

|c3:::c-:-5.u [anlsswurss ovarhen pare

|::Ja Blarcc Imciats [zo09

L — _—..._u_:
=-dapded lackats S lninage

5 Clicking the Main Menu displays the GPR menu. When this
screen displays, click on the link eSource Menu.

% It is important to understand that you access eSource
through the GPR Menu, which varies depending on the user’s
security level.

Team

Zeam
G ®
Georgia Procurement Registry

SUBSCRIPTION LIST BROWSE FOR BIDS CONTACT US

Departmaent of
Admministratlve Service

Help
The Georgia Bid Posting System

Many of the Bid Documents contained herein are available in Portable Document Format (POF) files. The
Adobe Acrobat Reader is required to view and print POF files, Download the free Adobe Acrobat Reader from
the Adobe Web site. if necessary.

POSTING BID NOTICES AND DOCUMENTS

%} Although the eSource menu displays based on user’s
selected security level, the difference in menus is not an
important factor. For this reason, only the Level 6 menu
displays here. All levels of users enter eSource using the same
method.
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-
E‘DJ éee%rgia (.

Marketplace _
o Georgia®

Georgia Procurement Registry ——

Administrative Services

eSource Menu

Post New eSource

Review and Maintenance of eSource

View Intended Award that triggered NOTA
eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buysr
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Posting a New Event

To post an event in eSource, you must review the Georgia
Procurement Manual (GPM) and follow the guidelines and
recommendations for posting times.

In addition, it is recommended that you organize the
information and gather all necessary forms before you attempt
to post an event in eSource.

Posting Guidelines

The length of time to post an event depends on the amount of
the purchase and refers to the length of time the event
remains open to suppliers so that they can respond to the
requirements of the event.

In selecting the appropriate posting period, consider the
complexity of the solicitation and an appropriate period of time
for a supplier to review the solicitation, ask questions, and
prepare a sufficient response.

The GPM provides guidelines on how long to post the
solicitation. The table below provides the minimum and
recommended length of time to post the solicitation. You must
follow at least the minimum guidelines.

It is important that you follow the recommended posting time.
Following these guidelines increases the possibility of receiving
competitive responses from the suppliers.

Type of Minimum and Rationale
Purchase Recommended

Posting Time

Sole-Source | 3 business days Cannot use eSource
Solicitation
Solicitations | ¢ Minimum: 3 Must receive written
valued from business days approval from SPD to
:g 15:3(;39 99 e Recommended: 3 Enoi?ﬁr:cqorrrlless than

’ ) business days um.
Solicitations | ¢ Minimum: 7 Must be justified and
from must receive written

eSource User Guide
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$10,000.00-
$49,999.99

calendar days

¢ Recommended:
10 calendar days

approval from SPD to
post for less than
minimum.

Solicitations
from
$50,000.00-
$99,999.99

e Minimum?: 8
calendar days

¢ Recommended:
15 calendar days

Must be justified and
must receive written
approval from SPD to
post for less than
minimum.

Solicitations
from

e Minimum: 10
calendar days

Must be justified and
must receive written

B100.00000 | ocommendea: | SPreVE) from SFD
$249,099.99 | 20 calendardays | i im.
Any e Minimum: 15 e Must post for the
solicitation calendar days required number of
;{3';06%88 00 | * Recommended: Idays (Mandated by

q ,b ) 30 calendar aw).
and above days e Cannot obtain approval

for less than miminum.

% If you include a Supplier’s Conference as part of the
event, you must include an additional 5 business days between
the date of the Supplier’'s Conference and date of the event
closing.

If you need to use the minimum posting time, you must
indicate a reason for doing so in your documentation. You
should also indicate this same reason in the Comments section
of the event.

A Should there be a situation whereby you are in a position
of having to post for less than the minimum number of days
indicated by the GPM, you must submit a written request to the
State Purchasing Division (SPD) with a detailed justification
and receive written approval from SPD prior to posting the
solicitation.

gl
v . _
If your request is approved, keep the written approval
and justification as part of the procurement file.

18
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Getting Organized Prior to Posting

Prior to posting a new event in eSource, follow these steps to
help simplify the process.

1 Locate all documents you plan to attach to the eSource and
save them in an easily retrievable location on your computer.

2  Determine all descriptions and comments you plan to include
in your eSource and create them in a separate Word
document from which you will be able to cut and paste onto
your eSource. This is recommended because eSource does
not have the spell check capability.

3  Decide on which NIGP Codes you plan to use in your event.
The NIGP Code was developed by the National Institute of
Governmental Purchasing to bring efficiency to automated
purchasing. NIGP Codes provide a coding structure for
standardizing purchasing.

4 Because you are using eSource to post an RFQ, RFP, RFI or
RFQC to the GPR, determine what other requirements you
need as part of the event. This would allow you to be
prepared to include additional documents as part of your
specifications/requirements.

Below is a list of items that you could include as part of your
event in eSource:

o Well-defined specifications or a clear description of
scope of work

e Additional contractual terms and conditions

e Delivery requirements

¢ Quality expected, including performance requirements

e Samples required, if necessary

e Packaging requirements

¢ Warranty information

¢ Insurance and/or bonds requirement, if applicable

e Pre-bid conference or site visit information, if
applicable, (must not be less than 5 business days
before eSource closing date)

e References required, if necessary

e Training requirements

¢ Maintenance or installation requirements

e Whether or not you are going to ask suppliers to

submit
Discount options for early payment
o Asking suppliers to specify the length of time their

eSource User Guide 19
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pricing is good for (since eSource allows for re-
awarding)
e Asking the supplier if the P-card is accepted

Posting an Event in eSource

1 To post a new event in eSource, start at the eSource Main
Menu.

-
Py, L, ©
=4

Marketplace
Georgia Procurement Registry

Georgia

Dapartrmant of
Administrative Services

eSource Menu

- . .
Foien seud o sollchation
Post New eSourg] a2 g 3 A
- . . new solicitation in
Review and Maintenance of eSource
View Intended Award that triggered NOTA eSource

eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buyer

An event in eSource contains three distinct sections:
e Bid Process selection
e The Header Panel
o If a Request for Quote (RFQ), it contains line items.
Otherwise, it contains attached documents that
represent the requirements, questions, cost, etc.

As a result, you perform the posting process by completing
two steps:
e Step 1: Completing the eSource Bid Process.
e Step 2: Completing the Header Panel Information.
e Step 3: Adding Line items (RFQ) or required
documents (RFQ, RFI, RFQC, and RFP).

Step 1 - Completing the eSource Bid Process

20 eSource User Guide
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Once you click on Post New eSource, this screen displays.
The eSource Bid Process allows you to identify the following
information for the event you are about to post:

e Bid Process — whether it is a Request for Quote (RFQ),
Request for Proposal (RFP), Request for Information
(RFI1), or Request for Qualified Contracts (RFQC).

e The Purchase Type — whether it is a State Entity
Contract or an Open Market.

e The Category Type — whether it is Goods,
Infrastructure, IT, or Services. These categories are
based on the four category types identified by the
State Purchasing Division (SPD).

-
R S, o
- |

Marketplace '
Georgia

Georgia Procurement Registry

Departmant of
Administrative Services
BROWSE FOR BIDS CONTACT US

eSource Bid Process

Return To Menu |

Please select Bid Process for the bid that you are about to Post.

Bid Process " I — Bid Process — 'l
Purchasing Type ** I ~ Purchase Type - 7]

Category Type % I - Category Type - j

Submit |

EQ_bid_process

1 Drop down the list of selections under the Bid Process field.
This allows you to select the method of procurement
appropriate for the event.
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Team
Georgia
k2l Marketplace

Georgia Procurement Registry

BROWSE FOR BIDS CONTACT US

eSource Bid Process
Retum Tao Manu I Select the
approprlate
Please selact Bid Process for the bid that ywou are about Lg B|d Process
w0
Purchasing Type = [EERRNTT ST

Category Type

B3 _bid_process

Click on the Purchase Type and select the appropriate type
which represents your event.

Ti=arm
Gesorgia (.
b Sl Marketplace Georgin
TR

Georgia Procurement Registry —

BROWSE FOR BIDRS CONTACT LIS

eSource Bid Process

Roatum Te Menu

Select the
appropriate
Purchase Type

Maease select Bid Process for the bid that you are abaul o P

nid Proceas

Purchasisg Tyee " | . Purchass Type -

State Entity Contract
D Markst

Catlmgary Typm  *°

Click on the Category Type and select the appropriate
category type for your event.
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- -

Te=am

Georgia (.
k& 2 marketplace

Gaargia

Georgia Procurement Registry K——i

BREOWSE FOR BIDS CONTACT US

eSource Bid Process

Ratum To Manu

Flease select Bid Process for the bid that you are about to Pos Select the

B Precess  ** [TBd Process - 5] appropriate
Pwrchasing Typs " 'm Category Type

Category Type ¢ | Category Type - j
Catogory Typs
Information Tachnology
Goods
Seracos/Spacial Projects

Infrastructune BQ_bid_procsas

Once you have selected the appropriate Bid Process,
Purchasing Type, and Category Type, click Submit to
continue.

@ éee%rrngia (.

Marketplace :
Georgla

Georgia Procurement Registry

Administrative 5

BROWSE FOR BIDS CONTACT US

eSource Bid Process

Return To Menu |

Please select Bid Process for the bid that you are about to Post.

Bid Process ek RFQ

-

Purchasing Type ** I State Entity Contract =

ok
Category Type IGDDdS j

EQ_bid_process

Once you click Submit, the next screen displays the Header
Panel. The Header Panel contains general information about
the entire event. That is, the information in this section
applies to the entire event and not to individual line items
contained in the event.

Step 2 - Completing the Header Panel for the Event

The following steps assist you in completing the Header
Panel.
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On the Header Panel, enter the following information:
e Your name
e Your contact information
e Select the appropriate Fiscal Year from the drop down
box.

To complete the Header Panel follow these steps.
1 Provide an easily-recognizable title for the event.

2 Include a summary description of the event.

%If you would like the supplier to submit discount
information for early payment (for example, net 30), this is a
good place to include that information.

Determine is a Supplier’'s conference will be conducted.
Include information such as date and time, location any
special details related to the conference.

3 Enter the estimated amount of the event.

% The supplier is not able to see this estimated amount.

4 Select the date when the event is to close. The screen
includes a chart containing the posting event guidelines.
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Team
Georgia
Marketplace

Georgia Procurement Registry

_{f‘equote Competitive Solicitations G

Competitive Solicitations Guidelines
[E stil - 5 = Recommended
Value Minimum Posting Period Posting Period
Solicitations valued 1 : [\ Tinimum of Three
esource n| |up to 5250800 P T dE (3) Business Davs
Solicitations valued
Bid Proce | loom $10,000.00t0  [Minimum of seven (7) Calendar days é’hﬂ“’f“[?f Te“ (10
Purchasin| [548.990 59 endar Days
Category | [Seolicitations valued . R
Aeemew | oM $30.00000 0 [Mininum of eight () Calendar days ?1h<}mc1£13:—§§:
gency 590 900 99 B -
cContact N| [Solicitations valued . ;
brom S100,000.00to  [Minimum of ten (10) Calendar davs ?,ho}“c’:‘e’;;’;:[‘;:?s‘-‘
Contact | [5249.090.09 _ i
Anv solicitations [ finimum of Fifteen (15) Calendar Days AND
Contact E 'alzled 2t 5250.000.00 [Notice of the eRF(Q must be posted to the GPR  |Minimum of Thirty
X Y [Syvstem (mandated by Georgia law and cannot bel(30) Calendar Days
Fiscal Yea| [and above educed o
eSource T
Descriptic Done ,7 ,7 ’7 ,7 lili |i:J Local intranet H100% -~ g

=
Estimated
Contract Value

[ .00

Competitive Solicitations Guidelines

[ [
IU'I 'l: 00 =] thh:mm) © amM € pm

' keyword Search {0 Humeric Search

Closing Date
Closing Time

NIGP Code Selaction:

Use the calendar that displays to select the date when the
event is to close. Only dates that display in black are
available. Once you click on the date, it populates the date in
the appropriate field.

% You must click the calendar twice to be able to
populate the date.

Select the time when the event is to close. The time must be
between 8:00 am and 5:00 pm.

%Remember to indicate AM or PM once you select the
time.

The next step in the process is to indicate whether your event
will include an offeror’s conference. The purpose of an
Offeror’s Conference is to provide the supplier community
with an opportunity to ask questions specific to the event
and/or view the location in which the services are to be
rendered or delivered.
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Entering Offeror’'s Conference Information in your Event

You can conduct an Offeror’s Conference for an event. The
purpose of an Offeror’s Conference is to provide the supplier
community with an opportunity to ask questions specific to
the event and/or view the location in which the services are
to be rendered or delivered.

It is recommended that the decision to hold an Offeror’s
Conference be made at the initial posting. However, if holding
an Offeror’s Conference is determined after the posting, but
prior to the close of the event, the issuing officer may still
alert the suppliers participating in the solicitation by editing
an event and updating the Header Panel.

1 Determine if the offeror’s conference is to be mandatory or
optional by highlighting the appropriate selection.

2 Click on the Offeror’s Conference Information button to
enter additional information.

TTCAT T [20TT =]

eSource Title

IDigitaI Printers

Description Procure Digital Printers and Cables for State ;I

exployees.

Click to enter

Offerors’
E:ﬁ::::ﬂ-ame I 50000 .00 agency RFG_DPA: Unlimited Conference
Competitive Solicitstions Guidelines Information

tlosing Date [pgraizoin | E
tlosing Time g o (o0 | ; = Fe

Enter Offerars' Conference Infarmation

Select conference
status

DOfferors' Conference

bbb O Mumeric Search

Chedk to delete NIGP
MIGPs that are assignd

Hnit
e deleted

I 20479 --- Printers, Digital.

¥ 20476 --- Printers, Inkjet,

[T 0072 --- Multi-Function Office Machines [Combination of Fax-Copier-Scanner-Printer, eto ),

Assign NIGP Codes

Documents: Please complete the required eRFQ docurnent and attach it ko this

Event via the Attach eRFQ Termplate buttan,

Attach eRFCQ Template

3 Enter all information to the fields contained with this screen.
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When you have completed the entry of information, click on
Save offerors’ Conference information and return to
eSource Posting button.

VA_‘ You must conduct an offerors’ conference no later than
5 days preceeding the close of the event. For example, if the
close of the event is to occur on January 10™, you must hold
the offeror’s conference no later than January 5™.

%The calendar selection of the Offeror’s Conference date
field will not allow you to select a date within the 5-day
window to the closing of the event.

-
Team
@ Georgia (.
J Marketplace .
Georgia

Georgia Procurement Registry

Department af
Administrative Services

Offerors’ Conference Information

Mandatory Conference

Offeror’s conference
dateS are Controlled in Save offerors’ Conference infarmation and return to eSource Pasting |
relation to the event
close date

Offerors' conferences can not be schadulad during the last five calendar days before the eSource dosing, I

eSource Closing Date 08312010

Offerors’ Conference date I E /2 Calendar - Windows Inte; . ] 3]

Conference Start ime ljm <. [~ P € | httpiffssl.doas,stabe. ga.us/PRSapptrain2/fic *

Conference Location I Im Z0L0)=

Street Mo Tu We Th Fr Sa Su
1

City 2 3 4 &5 & 7 8B
9 10 11 12 13 14 15
System denies 25 24 25 26 27 25 28
30 31
access to dates

T day | €D mmkernet FA00% v
window to close
date of event

4 Click Save offerors’ Conference information and return
to eSource Posting button.
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Last, click to save
the information
and return to the

Header Panel

First, enter
all required
information

Team
Georgia
Marketplace

¥y

Georgia Procurement Registry

Offerors’' Conference Information

o®

Georgia

Mandatory Conference

Sawe offerors' Conference information and return to eSource Posting

Cfferors' conferences can not be scheduled during the last five calendar days before the eSource dosing,

eSource Closing Date

Conference Start time

Conference Location

Street

City

zip Code

Comments

Offerors’ Conference date DszB;‘lED‘I 1 IEI

08/31/2010

ID‘I vl: oo 'l (hhzmm)  am © pM

|13U8 West Tawer

[200 Piedmont Ave., SE.

|Atlanta
IGA
|3E|51 8

IPIease he prompt. Entry is barred at 1:15 P

The following sc

ES_Prebid_Form

reen displays the information that suppliers

view related to the offeror’s conference information. You can
attach additional documents or include additional information
in the Description field related to the offeror’s conference.

Close Window

Bid Title

Bid Number

Agency

Contact Person
Contact Phone Number
Contact E-mail Address
Bid Process

Purchase Type
Category Type

Date Posted

Bid Closing Date/Time
Bid Status

This is the
information
suppliers view

G Type
Fiscal Year

Bid Information

Concrete Blocks
42500-10-000090RFP
42900-GEORGIA DEPARTMENT OF ECONOMIC DEVELOPMENT
Marci Clark
4046758500
MarciClark@georgia.org
RFP

Open Market

Goods

Jul 15, 2010

Jul 30, 2010@1:45 PM
Open

state

11

[Prebid Conferance

Attendance ||[Mandstory

|Prabid Conferance

Date/Time [Jul 23, 2010 @ 2:00 &M

I [Prebid Location

[Ge=orgia conference hall

|Prebid Street

[z00 Piedment ave

[Prebid city [atlanta
[Prebid State [ea
|Prabid zip Code [z0z244

[Prebid Comments

[ Any comment that the agency buyers wants to post

Description Information:

L ki

d with prebkid conference infor that is manday=tory

The next step in the process is to enter the NIGP codes. The
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NIGP Commodity/Services Code is an acronym for the

National Institute of Governmental Purchasing Commodity
Services Code. The NIGP Code is a coding taxonomy used
primarily to classify products and services procured by state
and local governments.

The classification system was developed in the mid 1980s as
a result of efforts by public procurement officials in Texas,
Oklahoma, Florida, lllinois and other states, cities and
counties to provide a mechanism to classify the products and
services that used in public procurement. The NIGP Code is
now the standard taxonomy for classifying vendors and spend
data for 33 states and thousands of local entities within North
America.

Assigning NIGP Codes to the Header of an Event

Because the NIGP codes apply to the entire event, you select
and assign NIGP Codes at the Header level. There is no limit
to the number of 5-digit NIGP Codes that you can assign to
an event in eSource.

You can assign NIGP Codes to your eSource using the
following methods:

¢ Using the keyword search technique

¢ Using the numeric search technique

Assigning NIGP Codes Using the Keyword Search Method

If you do not know the NIGP Code number of the items/services

you

are trying to purchase, you use the Keyword Search method

to assign NIGP Codes to your event.

1

Make sure to activate the Keyword Search button. Then, type
in the word or words describing the purchase. This example
uses pants for the search.
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-
Team
@ Zeam
Eyd Mgcr)lzgltzlace ch’gia

Georgia Procurement Registry owanmaar

Ade

NIGP Key Word Search

The NIGP descriptions at both the 3 digit and 5 digit level will be searched.

Please enter key word or phrase in the appropriate box.

Partial word search criteria may be used.

Words and phrases are NOT case sensitive.

Up to three words or phrases connected by "and" or "or" may be used for each search.

NIGPSEARCH | Reset |

EQ_keyword

2 The following is the result of the search using the keyword
pants.

E E%%Tgia (.

Marketplace

Georgia Procurement Registry =N

A

eSource 5 Digit NIGP

Back |

MIGP codes are assigned to lines at the S digit level. Below is the list of the three(3) digit NIGP
codes and five(S) digit NIGP codes related to your search,

Select 5 digit code as applicable.

R, WEATHER RELATED, WORK
[T 20044 Pants, Slacks, Trousers, Shorts, Jeans, etc
34000 FIRE PROTECTION EQUIPMENT AND SUPPLIES

[T 24024 Fire Protection Clathing (Turnout Coats, Bunker Pants, Hoods, Glaves, eta)

Assign b Digit Codes | Reset |

3 At this point, place a check mark next to the NIGP Code you

will be using for your event. In this example, 20044 was
used.

4 Once you have selected all applicable NIGP codes, click on the
Assign 5 Digit Codes button to assign the selected NIGP
codes. You can assign additional NIGP codes using this same
method. For example, shirts (20077) and socks (20151).
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eSource inserts the selected NIGP Codes into the Header
section of your event.

Once the NIGP codes are correct and complete, click the
Attach eRFQ Template button.

eSource Posting

eSource Number ES-RFQ-84700-72

Solicitaion Process RFQ

Purchasing Type State Entity Contract

Category Type Goods

Agency Name I 234700-FLINT RIWER TECHMICAL COLLEGE

Contact Name

IAcey, Stacy

Contact Phone |EBB-666-6666

Contact Email

Isacey@flintrive rtech.adu

Fiscal Year 2011 -

eSource Title

|CIDthing—Bookst0re

Description Sweatpants, all sizes

Estimated
Contract Yalue I 35000 .00 Agency RFG_DPA: Unlimited

Cormpetitive Solictations Guidelines

Closing Date [verzzenin | B8
Closing Time Im vl= oo vl (hhimm) C aM @ pu

Offerors’ Conference XS - Enter Offerors' Conference Information

NIGP Code Selection Keyword Search ' Numeric Search

Check to delete MIGP codes and click Submit
MIGPs that are assigned to Lines will not be deleted

l_ 05567 --- Mounting Hardware, Automotive: Laptops, GPS, Cameras, Electronic Devi CIICk to

[T 20044 --- Pants, Slacks, Trousers, Shorts, Jeans, etc., Complete the
RFQ template

Assign NIGF Codes |

Documents: Flease complets the required eand attach it ko this

Event via the Attach eRFQ Ternplat e

Attach eRFQ Template |

It is recommended that you complete the RFQ template prior
to the posting process. However, if you have not previously
completed this step, you can make the necessary
changes/additions and/or deletions to the the RFQ template
at posting time by clicking on the blue hyperlink titled
document.

When completing the RFQ template at posting time, the
following screen displays. Make all changes indicated in the
grey fields of the document, follow the instructions in text
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highlighted in geen. Then, save the document on your PC and
name it appropriately to make it easier to be found for
upload.

- Make necessary
(. changes to the
Georgia based on the
State of Georgia highlighted text

State Entity: Enter State Entity's Name

Electronic Request for Quotes (“eRFQ")

Event Name: Enter the Sourcing Event Name

RFQ (Event) Number: Enter Sourcing Event Number

1. Introduction

1.1.  Purpose of Procurement
Pursuant to the State Purchasing Act (Official Code of Georgia Annotated §§50-5-30 et. seq.). this
electronic Request for Quotes ("eRFQ") is being issued to establish one or more contracts with one or mare
qualified Offerors who will provide Enter the Sourcing Event Mame to the Enter State Entity’s Name
(hereinafter, “the State Entity”) as further described in this eRFQ

This eRFQ is being conducted by the Department of Administrative Services, through its State Purchasing
Division, on behalf of the State Entity. Motwithstanding any reference herein tothe contrary. the State
Purchasing Division will be the official peint of contact forthis eRFQ and. in conjunction with the State
Entity, will facilitate all of the state actions identified in this eRFQ.

Assigning NIGP Codes Using the Numeric Search Method

1

If you know the NIGP Code(s), use the numeric search. Then,
click the Numeric Search button.

The first screen shows 3-Digit NIGP Codes. You select the 3-
digit NIGP Code first. Then, you select the 5-digit NIGP code
that you will use in your event. The 5-digit NIGP code
narrows down the search to a more specific description of
what you need. This example shows the purchase of clothing
and clothing accessories. Therefore, search and select the
200 and 201 codes.
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T 1S5 BUILDINGS AND STRUCTURES: FABRICATED AND BREFABRICATED
T 150 BUTCHER SHOP AND MEAT PROCESSING EQUIBMENT
T 185 CAFETERIA AND KITCHEN EQUIPMENT, COMMERCIAL
T 175 CHEMICAL LABORATORY EQUIPMENT AND SUPPLIES

I 180 CHEMICAL RAW MATERIALS (IN LARGE QUANTITIES PRIMARILY FOR MAMUFACTURING JANITORIAL
AND LAUNDRY PRODU

I 190 CHEMICALS AND SOLVENTS, COMMERCIAL ([N BULK)
I 182 cLEANING COMPOSITIONS, DETERGENTS, SOLVENTS. AND STRIPPERS - PREPACKAGED

T i3z CLINICAL LABORATORY REAGENTS AND TESTS (ELOOD GROUPING, DIAGNOSTIC, DRUG
MONITORING. ETC.)

¥ 200 CLOTHING. ATHLETIC, CASUAL, DRESS. UNIFORM. WEATHER RELATED. WORK

¥ 201 CLOTHING ACCESSORIES (SEE CLASS 800 FOR SHOES AND BEQOTS)

I 2058 COMPUTER HARDWARE AND PERIPHERALS FOR MINI AND MAIN FRAME COMPUTERS
I zo07 COMPUTER ACCESSORIES AND SUBPLIES

I zo0s COMPUTER SOFTWARE FOR MICROCOMPUTERS (BREFROGRAMMED)

T 203 COMPUTER SOFTWARE FOR MINI AND MAINFRAME COMPUTERS (PREPROGRAMMED)

T 210 CONCRETE AND METAL CULVERTS, PILINGS, SEFTIC TANKS, ACCESSORIES AND SUPPLIES

T, INDICATING. MEASURIN AENTS AND

2 Next, scroll to the bottom of the screen and click the 5 Digit
NIGP Selection button to view and obtain the 5-digit NIGP
code.

l_ 981 RENTAL OR LEASE OF EQUIPMENT - GEMERAL EQUIPMENT

[T 283 RENTAL OR LEASE SERVICES OF EQUIPMENT - CLOTHING, JANITORIAL, LAUNDRY, LAWN, PAINTING,
SPRAYING, AND

[T 984 RENTAL OR LEASE SERVICES OF COMPUTERS, DATA PROCESSING, AND WORD PROCESSING
EQUIPMENT

[ 285 RENTAL OR LEASE SERVICES OF EQUIPMENT - OFFICE, PHOTOGRAPHIC, PRINTING,
RADIC/TELEVISION/TELEPHOME E

[ 388 ROADSIDE, GROUNDS, RECREATIONAL AND PARK AREA SERVICES
S$89 SAMPLING AMD SAMPLE PREPARATION SERVICES (FOR TESTING)

930 SECURITY, FIRE, SAFETY, AND EMERGENCY SERWVICES

352 TESTING AND CALIERATION SERVICES
Click to view 338 SALE OF SURPLUS & OBSOLETE ITEMS
the 5-Digit r

NIGP Codes / | SDIGIT NIGP SELECTION Reset

[ .|

3  When you click the 5 Digit NIGP Code Selection button, the
eSource 5-digit NIGP screen displays to allow you to select
the appropriate 5-digit NIGP code(s) for your event.

4  To assign the applicable 5-digit NIGP code(s) to your event,
you follow the same steps in the Keyword Search technique
described in the previous section.

Deleting NIGP Codes from your Event

1 To delete an NIGP Code, simply check the box next to the
code you want to delete. Then, click the Submit button.
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|1 = L L e L s 1
NIGP Code Selection (% .,y search € Nurneric Search Check the box
Check to delete NIGP codes and click Submit
MIGP = that are asszigned to Lines will not be deleted neXt to eaCh
|\7 05567 --- Mounting Hardware, Automotive: Laptops, GPS, Cameras, Electronic Devices, eto., deSIred 5-d|g|t
[T 20044 --- Pants, Slacks, Trousers, Shorts, Jeans, etc., COde yOU Want
to delete.
Agsign NIGP Codes | Click Submit
Documents: Add/Delete Documents |

2RFQ Templste

When you click the Submit button, a prompt displays to verify
if you want to delete the selected code(s).

Adding Documents to the Header of an Event

You can add an unlimited number and types of documents to
the Header section of your event in eSource with the only
limitation being that the documents cannot exceed 50
megabytes.

é Do not add documents that include an RFQ number.
The eSource number replaces the RFQ number.

% The Add Documents function allows you to add
documents such as Terms and Conditions or a state-entity
specific contract.

1 To add a document, click the button Add/Delete
Documents.
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IR 1= LI S T D S I T T

NIGP Code Selection (. oo € Nurneric Search

Check to delete NIGP codes and click Submit
MIGPs that are assigned to Lines will not be deletad

W osse7 --- Mounting Hardware, Automotive: Laptops, GPS, Cameras, Electronic Devices, et

[T 20044 --- Pants, Slacks, Trousers, Shorts, Jeans, etc.,

Assign NIGF Codes |

Documents:

Add/Delete Documents

2RFQ Template

Sulmit |

The following screen displays. Click the Browse button to
locate the file you want to add to your event.

@ Teeam ( 9
Ceorgila .
| *3 J Marketplace

Georgia Procurement Registry s

State of Georgia eSource System

Add Docuwments

Click Browse
to locate the
file on your

PC

aSourcs MNumberl ES-RBFQC-84T00-32

afource Titla: Landscape and Srounds Contract

Documants

Select bid document to be posted from your
compatar,

Entar tha title you want ralated with thig [
ABEUmEnT,

Sasbimit thae Do curmant

Crocasmants submitied

Clizk on deswemant Fitle e view Fhe desument

When you click Browse, the following screen displays. This
screen allows you to select the document or file you wish to
add to the Header section of your event.

Find and select the document you want to add. Then, click
Open.
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Team .
Georgia (.
L J Marketplace .
GEDYB]Q

Georgia Procurement Registry

Look, in: Ibt\assloom Toals j e ? B '

JES-RFI-84700-14, docc
Locate the file
on your PC

Departrant of
Administrative Servic

Browse...

Then, click
Open

File: hamme: I j
[~

Files of type |anFiles 7]

eSource uploads the selected file and displays it next to the
Browse button.

4 Name the document. Then, click Submit the Document.

é Do not use any special characters such as * or # when
naming the document.

@ éee%Tgia (.

Marketplace :
Georgia’®

Georgia Procurement Registry T

Administrative

iees

State of Georgia eSource System

Add Documents

eSource Mumber: ES-RFI-84700-14

eSource Title: K@ Training services

Uploaded
the file

Documents

Select bid document to be posted from your IC:\DocumemS and Seftii  Browse... |

computer.

Enter the title you want related with this |Kg Training Specifications Name the
document. document

CIle Submlt the Submitthe Document |
Document once
Return |

you give it a name
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5 Once you click Return, the following screen displays showing
the assigned NIGP Codes and the attached document.

-—
P, =, @
> |

Marketplace .
Georgia

Georgia Procurement Registry

Capanmant af
ministrative Seev

Ae

State of Georgia eSource System

Add Documents

ES-RFI-84700-14
eSource Title: K@ Training services

eSource Number:

Documents

Select bid document to be posted from your I Browse...

computer.

Enter the title you want related with this I
document.

Submitthe Document

If you wish to
delete the
document, click in

Th|S iS the added Document Title |Selec1' document for Deletion the bOX adjacent
dOCUment, You can 19 Training SpeC'."caT'Dn5'| r to the document

click the link to ensure then click Delete
you are attachlng the Delate selected Document Selected
Document

correct document )

Documents submitted

Click on decument title to view the document.

eSource Posting

ES-RFI-84700-14
RFI
Type For Information No Contract Issued

Category Type Goods

Agency Name [84700—-FLINT RIVER TECHNICAL COLLEGE =l
Contact Name

IAcey. Stacy

Contact Phone |678'ESE'6666
Contact Email

Isacey@ﬂintrivenech edu

Fiscal Year Iﬁmﬂ =
eSource Title IKB Training services
Description pp— |

Closing Date

J28] 1
NIGP C_Ode Closing Time [07=] . [00 =] thnimmn) € am & om
for this NIGP Code Selection: o search € numeric Search

event

Assign NIGP Codes |

Attached
document

Add/Delete Documents

Submit I

6 Click the Submit button to return to the Header Panel, now
in light blue, showing the assigned NIGP Codes and the
attached document(s).
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Marketplace

-
Ry, @
2|

Georgia

Georgia Procurement Registry

Administrative Services

eSource Review

Header Information

eSource Mumber: ES-RFI-34700-14

Bid Process: RFL

Purchaze Type: Request For Information No Confract Issued

Category Type: Goods

Agency Mame: 84700 FLINT RIVER TECHMICAL COLLES

Contact Mame: Acey. Stacy

Contact Fhone: 678-666-6666 NIGP Code
Contact Email: sacey@flintrivertech.edu fOf thIS
Fiscal Year 2010

eSource Title K3 Training services event
eSource Description test

Clesing bate 05/28/2010

Closing Time -
NISP Code Selection: 68033 — Canine (K

eSource General Documents: I XS Training Specifications

Attached
document

Update Header |

Save eSource to release later |

Save & Release |

Cancel eSource |

@ Because the Terms and Conditions linked to eSource
are very general, it might be necessary and is strongly
recommended that you add event-specific terms and
conditions or a state-entity contract to the event.

-l
v _
The supplier must agree to the Standard Terms and
Conditions included in the event or any additional terms.

Remember that both the state entity and the supplier must
sign the Standard Terms and Conditions. The Issuing Officer
should include the ability for the supplier to submit
exceptions to the Standard Terms and Conditions with his/her
response to the event requirements. You can approve and
incorporate exceptions to the contract or the Terms and
Conditions when you post the award.

%Non—state governmental entities can add terms and
conditions specific to their organization.
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Updating the Header Panel of an Event

1 To update the Header Panel, simply click Update Header. By
clicking Update Header, you display the exiting Header to allow
you to add or delete NIGP Codes, add or delete documents,
and/or change closing dates/times, etc.

-
@ E%?)Tg ia (.
|

Marketplace "
Georgla

Georgia Procurement Registry

eSource Review

Header Information

eSource Number: ES-RFI-54700-14

Bid Process: RFL

Purchase Type: Request For Information No Contract Tssued
Category Type: Goods

Agency Mame: 84700 FLINT RIVER TECHNICAL COLLEGE
Contact Name: Acey, Stacy

Contact Phone: 6T E-5006-0000

Contact Email: sacey@flintrivertech.edu

Fiscal Year 2010

eSource Title K9 Training services

eSource Deseription test

Closing Date 05/28/2010

Clesing Time 1:00 PM

MI&F Code Selection: 68033 — Canine (K

o I B

K2 Training Specifications

Update Header

Save eSource to release later |

Save & Release |

Cancel eSource |

On this screen, you can also Save this event to release at a
later date, Save and Release (if you are ready to post on the
GPR), or Cancel the event in its entirety.

Saving an Event in eSource to Release Later

You can save an event in eSource for up to 30 calendar days
and retrieve it later. You can save an event once you have
completed the Header Panel of the event.

1 To save an event in eSource, click Save eSource to Release
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Later.

Team
I Georgia

Marketplace

Georgia Procurement Registry

eSource Review

Header Information
eSource Number: ES-RFI-54700-14
Bid Process: RFT
Purchaze Type: Request For Information No Confract Issued
Category Type: Soods
Ageney Name: 84700 FLINT RIVER TECHNICAL COLLEEGE
Contact Mame: Acey. Stacy
Contact Phone: ETE 6666666
Contact Email: sacey@ flintrivertech.edu
Fizcal Year 2010
eSource Title K2 Training services
eSource Description test
Closing Date 05/28/ 2010
Closing Time 1:00 PM
MNISP Code Sclection: 68033 — Canine (K

K9 Training Specifications
Update Header I

Save eSource to release later I

Save & Helease I

Cancel eSource |

Once you click Save eSource to release later, this screen
displays to inform you that the event has been saved for 30
calendar days.

2  Click Return to Menu to display the eSource main menu.

-
R oo, o
=4

Marketplace .
Georgla

Georgia Procurement Registry e

Your eSource solicitation has been saved, you have to release this eSource solicitation
within 30 days from the last edited date. After 30 days the eSource solicitation will be
deactivated.

Feturn ta Menu |

Accessing a Saved Event to Release Later

To access a saved event in eSource, display the eSource main
menu.

1 Click Review and Maintenance of eSource.
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_
Ry eom @
&

Georgia Procurement Registry

Marketplace .
Georgla

Departmant of
Administrative Service

eSource Menu

Click to access
P e saved events to

Revigw and Maintenance of eSource retrieve later

Wigw Intended Award that triggered NOTA
eSaurce Reports denu

Just for testing
eSource List to hard close a quate
g5ource NOTA fast forward

Return To Main Menu

EQ_rnenu_buyer

The following screen displays to allow you to select events
with the following status:

All events (closed, open, etc.)

Events that are open

Events under evaluation

Events that have been awarded

Events that have been canceled

Events that were closed by the Issuing Officer
RFQC or RFI events that have been completed

2 To access the saved events to retrieve later, click Saved
eSource Bids.

%Notice that the status selection defaults to Open.

3 Click Next.
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-
Team
Georgia (.

| JMarkethace L
. . Georgia
Georgia Procurement Registry

Admbalstrathve Services

eSource Review & Maintenance

Select Status
All eSource Bids

Open eSource Bids

Saved eSource Bids I

Under Evaluation eSource Bids

Awarded eSource Bids

Cancelled eSource Bids

Closed eSource Bids(No responses received)

Completed eSource Bids(RFQC & RFI)

EQ_rnaintanence

4  When the list of saved events displays, find the correct Saved
event and click on it to open it.

E’j E%%Tgia (.

Marketplace :
Georgla

Georgia Procurement Registry

Departmant of
Admbnistrathvs Seevices

List of Saved eSource Events

Click on eSource Number to Update

Click on the |¢50ur‘c¢ Number BSource Title |Ag¢ncy |¢50ur‘c¢ Status

event you [ES-RFI-84700-44 k-2 Training 4700 [saved
want to [ES-RFQ-64700-38 [echnical Books for Dental Tech Program [34700  [saved

update [ES-RFQ-84700-50 Fostamalogy Supplies 4700 [saved

Return to Menu |

Posting a Request for Information (RFI)

You use a Request for Information (RFI) to obtain
supplemental information or obtain all the necessary
information to create the requirements of an anticipated
event.
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AWhen you use an RFI, you simply request information,

you do not request price. Therefore, you cannot award using

this method.

To post an event in eSource, you must review the Georgia
Procurement Manual (GPM) and follow the guidelines and
recommendations for posting times.

In addition, it is recommended that you organize the
information and gather all necessary forms before you
attempt to post an event in eSource.

To post an RFI, follow the steps for Posting an Event in
eSource.

Follow the steps to:
e Step 1 - Completing the eSource Bid Process. Select
RFI.
e Step 2 - Completing the Header Panel for the Event
o0 Enter Offeror's Conference Information in your
Event
0 Assign NIGP Codes Using the Keyword Search
Method, or
0 Assign NIGP Codes Using the Numeric Search
Method
0 Add Documents to the Header of an Event

Once you finish completing the Header Panel, click Submit.

Click Save and Release to notify the selected suppliers of
this event.
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6

Purchase Type Request For Information Mo Confract Issued
Category Type Goods

Agency Name 84700 FLINT RIVER TECHMICAL COLLEGE
Contact Name Acey, Stacy

Contact Phone G66-666-0666

Contact Email sacey@flintrivertech.edu

Fiscal Year 2011

eSource Title Golf Carts-Service Vehicles

eSource Description Electric powered with enclosed carga cab
Closing Date 08/27/2010

Closing Time 100 P

NIGP Code Selection 07020 - Motor Sconters and Trucksters, Electric Powered (Tncluding

Golf Carts and All Terrain Vehicles)

07153 --- dotorscooters and Trucksters (Incl. All Terrain Types, Galf

Carts, etc.)
97538 --- Golf Cart Rental or Lease

eSource General Documents

Update Header

List of desired components

Save eSource to release later |

Save & Release

Click Save & Release
to notify the suppliers
about this event

Cancel eSource I

Once you click on Save & Release, the following screen

displays.

Click Next to continue with the p
following screen displays.

osting of the RFI. The

Team
; Georgia

! Marketplace

Georgia Procurement Registry

]
Georgia

nent af

ve Services

eSource Supplier Selection

Based on the NIGP code(s) selection, the eSource system has generated the supplier list.

There are a total of 7 Team Georgia Marketplace Suppliers registered for the selected NIGP code

(s). If you would like to increase the total number of
receiving notification of this eSource, please click on
header to add more associated NIGP code(s). If you

Team Georgia Marketplace Suppliers
the "Back” button below and update eSource
do not want any additional Team Georgia

Marketplace Suppliers, please proceed with your eSource by clicking the "Next” button.

BACK |

Click on Accept Supplier List to
process.

Click Next ?

EQ_Vendor_selaction|

complete the posting
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Team
Georgia

@ Marketplace
Georgia Procurement Registry

eSource Supplier List
NIGP Code(s) Assigned

38206 --- Animal Carz, Animal Shelter, Animal Production Services, etc..

-
Georgia

Dapanmant of
Admibnlsirative Services

Supplier
Selection

Supplier Name

’E

Certified
Minority

Ethnic
Classification

,l-_li.Dﬁ.MS TRANSFER & STORAGE CO INC  ||System selected

[

[nom

[z |[ALPHACORP T System zelected

[

[nom

[z [coRuELIUS & assOCIETES System selected

i

[nom

[+ |ovearem

System selectad

[n

[nom

[ [scr

System selected ethnic

Y

ASA

Click on Accept

’6_|S¢.ILORS ENGINEERING ASSOCIATES INC |System selected

[

[nom

Supplier List to

’?_|'\-‘.'HITU'JG-TUR['JER CONTRACTING CO System selected

[

o accept the list of

Accept Supplier List

suppliers elected

The next screen shows the supplier names of all who have

been contacted regarding this event.

Team
Georgia

Lﬁ ‘£ Marketplace
Georgia Procurement Registry

eSource Supplier List

NIGP Code(s) Assigned

S6206 --- Animal Care. Animal Shelter, Animal Production Services. stc..

-
Georgia
Departmant of
ninistrative Servic

Adem

Supplier
Selection

Supplier Name

Iﬁ

Certified
Minority

Ethnic
Classification

1 |¢.DL.MS TRAMSFER & STORAGE CO INC |S','5tem selected

N [nom

[z [aLPHACORE INC [system selected

N [nom

3 |[CORNELIUS B ASSOCIATES [5ystem selected

N [nom

[+ [ercarem

[5ystem selected

N [nom

[ [zcr

[5ystem selected ethnic|[v

[asa

6 |[SAILORS ENGINEERING ASSOCIATES INC |S','5tem selected

N [nom

Click Accept

7 |[WHITING-TURNER CONTRACTING CO |S','5tem selected

N [nom

Supplier List to

AcceptSupplier List

accept

Once you have accepted the Supplier list, the next screen
provides the eSource Bid Summary Information, which
contains the listing of those suppliers that will be contacted
for this event.
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7 Click Notify to notify the selected suppliers. If you select
Exit, eSource clears the list of selected suppliers.

eSource Bid Summary Information

eSource Number ES-RFI-84700-18

Bid P 2 RFI

Purchase Type: Reguest For Information Mo Contract Issued
Category Type: Goods

Agency Nama 84700 FLINT RIVER TECHNICAL COLLEGE
Contact Nama [acay, Stacy

Contact Phone 777-777-7777

Contact Email sacey@flintrivertech.edu

Fiscal Year 2010

eSource Title

=Scurce Description g =clutions for law enforcement canines. To indude but limited to drug
=nforcement, ssarch and rescus and sxplosives trainin ER

Closing Date o0s/21/2010

Closing Time 1.00 PM

Estimated Contract Value |0

NIGP Code Selection: 96206 --- Animal Care, Animal Shelter, Animal Production Services, stc..

[Documen ts [

mo- |[Supplier Name [t e riscation
i SS;::::‘US B ASSOCIATES Click notify to
e continue supplier
7 WHITING-TURNER CONTRACTING CO Systam salact.
Yo s n s e ise To neuty sussliers | Notify |
Or, click Exit to clear the
Exit list of suppliers and
return to the Main Menu
S—

8 By clicking on Notify, eSource displays the following screen.
This is your final decision point. If you are satisfied with your
selections, click Notify Suppliers.

@ Eee%rrngia (.

Marketplace :
Georgla

Georgia Procurement Registry

AdmbnitFatlve Sefviced

eSource Notify Suppliers

This is the final decision point. If you select "Notify Suppliers”, your solicitation will be processed
] i and e-mails are automatically distributed. "Return to Menu" will save the eSource but undo all
Click Notify the supplier selection process and take you back to the main menu.

Suppliers to

continue
Natify Suppliers |

Retum 1o Manu |‘ Clicking on Return to Menu will
save the eSource but clear the

list of suppliers you selected

EQ_notifyl
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Posting a Request for Proposal (RFP)

You use a Request for Proposal (RFP) when you
¢ Anticipate multiple solutions to your solicitation.
e Want to use a weighting process to rate the supplier’s
response to the requirements of the solicitation.
¢ Want to negotiate.

To post an event in eSource, you must review the Georgia
Procurement Manual (GPM) and follow the guidelines and
recommendations for posting times.

In addition, it is recommended that you organize the
information and gather all necessary forms before you
attempt to post an event in eSource.

Most state entities have a Delegated Purchasing Authority
(DPA) of $250,000.00 for processing RFP solicitations. DPA is
the maximum dollar value assigned to state entities for
purchasing. The State Purchasing Division (SPD) assignes the
DPA to each state entity. This DPA may change depending on
several factors depending on whether the state entity follows
the GPM, audit results, protests, attendance to training,
completion of certification requirements, etc.

When the dollar value of the RFP solicitation is below the DPA
of your state entity, the state entity can process the
solicitation.

However, when the dollar value of the RFP solicitation
exceeds the state entity’s DPA, the state entity has two

choices:
e Engage SPD to assist in the processing of the
solicitation.

o Complete and submit the One-Time Request to Exceed
DPA Form to receive authorization to process the
solicitation.

Therefore, when processing RFP solicitations, you must
determine the following:
e The RFP dollar value is below the state entity’s DPA.
o The RFP dollar value is above the state entity’s DPA.
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Posting an RFP Below the State Entity’s Delegated Purchasing Authority (DPA)

1 To post an RFI, follow the steps for Posting an Event in
eSource.

2 Follow the steps to complete Step 1 - Completing the eSource
Bid Process. Select RFP.

3 Once you finish completing the eSource Bid Process, click
Submit.

If you are processing an RFP for excempt items or services,
you can indicate this on the DPA Exception screen. This
screen displays a Yes and a No button to indicate whether the
RFP is being processed for excempt items or services. The No
button is the defualt value.

w

Consult the GPM to understand excempt purchases.

4 Because this is not an exempt purchase, click No.

-
P, 2, ®
i

Marketplace E
Georgial

Georgia Procurement Registry

Administrative Services

BROWSE FOR BIDS CONTACT US

DPA Exemption

Return Ta Menu

Your agency is regulated by the Delegated Purchasing Authority(DPA). However saome bids are
exempt fram this regulation. Is the bid you are about to post exempt from the DPA regulation?

Continue

EQ_DPA_exempt]

If you determine that this purchasing event is for an exempt
item, then drop down the list of pre-defined reasons and
select the appropriate one for your event.
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BROWSE FOR BIDS CONTACT US

DPA Exemption

Return To Menu

Your agency is regulated by the Delegated Purchasing Authority(DPA). However some bids are
exempt from this regulation. Is the bid you are about to post exempt from the DPA regulation?

First, select
from the
list of pre-

defined

reasons

Please select one statement that best fits the situation for this bid

Technical Books

Second, enter
an explanation
of why your
purchase is
exempt

Justification for DPA Regulation Exemption

Exempt per O0.C.G.A

| Third, click Continue

EQ_DPA_exempt

Once you enter the requested information on the DPA Exemption
screen, click Continue.

5 Follow the steps to complete Step 2 - Completing the Header
Panel for the Event:
¢ Entering Offeror’s Conference Information in your

Event

e Assigning NIGP Codes Using the Keyword Search
Method, or

¢ Assigning NIGP Codes Using the Numeric Search
Method

6 Click Attach eRFP Template to attach a completed State
Entity eRFP Template — form SPD-SP020 form.

%You must complete the eRFP template before you attach
it to this solicitation.
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eSource Posting

saSource Numbar ES-REP-84700-22

Bid Process RFE
Purchasing Type State Entity Contract
Category Tvpe Services/Special Projects
Agency Nama [24700-FLINT RIVER TECHNICA

Contact Nama

[reey. Stacy

Cantact Phana 777777

Contact Cmasil

[sacey@fintivertech.edu

Fizcal Year [2670 =1

afourc - Titls

[K-2 Training Pragrams

Famcription Iraining scluticns for law enforcement and rescues =]
canines.

Estimated —

Contract valus [ 2E5000 .00

Clasing Dats o]

Closing Tima [07 =] [00 =] thbirmmy © am & em

NIGP Code Selaction: ¢ o ard Search N rrmrie Search

Assign NIGP Codes I

Click to attach
Flaaze fill aRFEe document and attach it back the eRFP
Attach e RFP Template template

7  Click Attach eRFP Template to find it on your PC and attach
the completed eRFP template to your solicitation.

eSource Posting

=Source Number ES-RFP-84700-22

Bid Process RFE

Purchasing Typs State Entity Contract
Catepory Typs Sarvices/Spacial Projects

Agmncy Hame [84700-FLINT RIWVER TECHMICAL COLLEGE

Contact Namas

[acey. Stacy
Cantact Phane [F77-777-7777

Contect Email

[sacay@fintrivartach adu

2070 "I

[Fo Traiming Programs

Training ssluzieons for law enforsement and ressue =]

Estimatad
Contract Valus

Clasing Date

Closing Time o1 =] . |OD =] chbimeny © am

NIGP Code Selectioni

Assign MIGE Codes |

Pleass fill aRFP Beguirsments Degument and attach it bak under afFP

maquiramants.

Atach aRFP Requiremants |

8 Click on Attach eRFP Requirements to attach the eRFP
Requirements worksheet(s). This includes the spreadsheet
containing all your Mandatory requirements, the spreadsheet
containing all your Mandatory Scored requirements, and/or
the spreadsheet containing all your Additional scored
questions.
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Documents
attached to
the
solicitation

10

11

12

Repeat the steps to upload files as many times as necessary.

After attaching each worksheet, click Submit the Document
and assign the appropriate name to the file. The next screen
shows all the documents attached.

If you want to delete an attached document, click next to the
file under the Select document for Deletion column.

Attach the Cost sheet(s). Name the file appropriately, and
click Submit the Document.

Once you attach all required documents, eSource allows you
to submit the eRFP for posting. To continue the posting
process, click Submit.

%You can not post the RFP until you upload all required
documents.

Click here to
add other
documents

Assign MIGE Cedes |

Ad/Deleie Documents |

Click here to
continue the
posting process

When you click Submit, this screen displays.
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@ Taam
Georgia
[ |

Marketplace

Georgia Procurement Registry

eSource Heview

eSource Mumber: ES-RFP-84700-22
Bid Process: RFP
Purchase Type: State Entity Contract
Category Type: Services/Special Projects
Agancy Mama: 84700 FLINT RIVER TECHMNICAL COLLEGE
Contact Mama: Acey. Stacy
Eontact Phone: TITTITTTIT
Contact Email: sacey® flintrivertech.edu
Fisocal Year 2010
eSource Title K-2 Training Programs
aSourca Da an Traini lutions for low forcement and
e cosemmnn S Documents
Click here if you i I attached to
want to save the MNIGP Coda Salaction: nimal Shel the
solicitation for 30 aSwies Sansat Sestmagtst R s E Tenoiore B solicitation
days £RFP CostSheet
Update Header |
. Save eSource to ralaase Iatar . .
Click here to post Click here if you
and notify S | want to cancel
suppliers XTI N this solicitation

N\

13 Click Save & Release, to notify the selected suppliers of the
posting. Once you have notified the suppliers, the following
screen displays.

14 Click Next to proceed with the supplier notification.

-
Team
@ Georgia (.
&_ J Marketplace i

Georgla

Georgia Procurement Registry

Depariment of
Administrative Services
eSource Supplier Selection

Based on the NIGP code(s) selection, the eSource system has generated the supplier list.

There are a total of 7 Team Georgia Marketplace Suppliers registered for the selected NIGP code
(s). If you would like to increase the total number of Team Georgia Marketplace Suppliers
receiving notification of this eSource, please click on the "Back”™ button below and update eSource

header to add more associated NIGP code(s). If you do not want any additional Team Georgia
Marketplace Suppliers, please proceed with your eSource by dicking the "Next” button.

_Back | Click Next

EQ_Vendor_selection]

15 When you click Next, this screen displays. Click Accept
Supplier List. The list of supliers selected for this solicitation
display.
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16

Team
@ Team
LJ MZ?Izglt?Jlace
Georgia Procurement Registry

eSource Supplier List
NIGP Code(s) Assigned

S6206 --- Animal Care. Animal Shelter, Animal Production Services, etc..

Salaction Minarity |Classification
[t |[ADAMS TRANSFER & STORAGE CO INC ||System selacted [ [nom
[z |[aLPHACORP INC [system selected [ =
[z |[cornELIUS & ASSOCIATES [system selected [ [nom
[+ |[Ercarem [System selacted [ [nom
5 [ecr [System =elected sthnic[¥ [asa
[¢ [SAILORS ENGINEERING ASSOCIATES [NC[System selected [n [nom
[ |[WHITING-TURNER CONTRACTING CO  ||System selacted [ [nom

Ne. [Supplier Name Supplier Certified [Ethnic

Accept Supplier List |

EQ_vendors

Click Notify to complete the posting process.

Georgia Procurement Registry

eSource Bid Sumumary Information

AFD-B4700-22

|c- ]

£t

Click to complete the
posting of the RFP

é To cancel the posting process, click Exit. By clicking
the Exit, eSource saves your solicitation, but it does not send
notification to the suppliers.

Clicking on Notify displays the following screen.
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-
T, S @

Marketplace :
Georgla

Georgia Procurement Registry

Administratlve Services

eSource Notify Suppliers

This is the final decision point.  If vou select "Notify Suppliers”, vour salicitation will be processed
and e-mails are autamatically distributed. "Return to Menu” will save the eSource but undo all
the supplier selection process and take you back to the main menu.

Noify Suppliers |- Click to notify

suppliers and

Retumto Menu | complete the posting

EQ_notifyl

17 By clicking on Notify Suppliers, you completed the posting of
the RFP event. Click on Return to Main Menu.

-
% gf}%rgia (.

Marketplace »

. N Georgia’
Georgia Procurement Registry —
eSource Notification List

Your eSource has been processed and the selected suppliers have been notified.

Reference Number ES-RFP-84700-22

No. Supplier Name Supplier Certified Ethnic
Selaction Minority | Classification

[ |[ADAMS TRENSFER & STORAGE CO INC ystemn selected [ [nom
[z |[aLeHACGORP INC ystemn selected [ [nom
[ |[aLeRACORP INC ystemn selected [ [nom
[+ |[comrmELIUS & ASSOCIATES y=tem selacted [ [nom
[5 |[nysaFem ystemn selacted [ [nom

ystemn selected ethnic ¥ [asa
[7 [5AILORS ENGINEERING ASSOCIATES INC ystem selected [ [nom
6 |[WHITING-TURNER CONTRACTING CO ystemn selected [ [nom
[s |[WHITING-TURNER CONTRACTING CO ystem selected [ [nom
[t0 |[WHITING-TURNER CONTRACTING CO ystem selected [ [mom

[ETHNIC GROUP [count

[Asian American [

[Hen Minority [s

[Tetal number of Suppliers 7

[Total number of Supplier Contacts|[10

Return to Main Menu | C“Ck '[O I'e'[urn tO
the main menu

EQ_final_notified_list
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Posting an RFP that Exceeds the State Entity’s Delegated Purchasing Authority (DPA)

Most state entities have a DPA for processing RFP solicitations
per procurement event. However, there are some state
entities whose DPA are different.

%If you are unsure as to what the DPA limit is for your
state entity, eSource will show the DPA limit at the header
panel level.

If the value of the RFP solicitation exceeds the DPA limit
assigned to your state entity eSource will notify you and
request a justification. When this is the case, the state entity
has two choices:
e Engage SPD to assist in the processing of the
solicitation.
¢ Complete and submit the One-Time Request to Exceed
DPA Form to receive authorization to process the
solicitation.

e . .

As soon as you anticipate posting an event that
exceeds your state entity’s DPA, complete and submit the
One-Time Request to Exceed DPA Form to SPD. You can find
this form on the SPD website under the Operational Forms.
Once completed, email the completed form to
CCMrouting@doas.ga.gov. Below is a sample One-Time
Request to Exceed DPA Form to SPD.
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One-Time Request to Exceed Delegated Purchasing
Authority Prior to Posting an RFX

State Entity Information

State Entity Mame:
State Entity Code (3-Digit Codels
State Entity Procurement Officer (APO S CUPO}:

State Entity APO 7 CUPD eMail Address;
Has APO 7 CUPO Approved This Request? Current DP&:
O YES O mo

Requester Information

Reguester’'s Mame;

Requester’s Title; Date of Request: mm/dd/ yyyy

Requester's eMail Address; Requester's Phone; ooe-moe-
X

Requisition Mumber (IFApplicable):

Description of Goods/Services to Purchase:

Approximate Dollar Value;

Commuodity Cluster O Goods

[(Check One}: O Information Technology

O Infrastructure
O Professional Services and Special Projects

Approval Criteria Information

Justification for Request:

Purpose of Procurement:

Method of Procurement; O RFP OO0 Other

Reguester's Years of Procurement Experience:

Requester's Certifications Earned: Requester's Other Certifications
[Ligt}s

Introduction to State Purchasing
Fundamentals of State Purchasing

Legal Issues

Writing Basic Specifications

eQuote

Writing RFPs

How to Conduct aSelf Audit (Compliance])
How to Conduct aSelf Audit (P-Card }
Requester's Other Procurement Classes Attended:

State Entity Historical Information (Last Fiscal Year) |

Requester's SPD Classes
Attended (Last 3
calendar years

Ooooooooon

Number of Mumber Approved; Dates When Approved:
Previous mm/ dd S yyyy
Requests to Mumber Denied: Dates When Denied:
Exceed DPA; mm dd S ¥yyy

To process the One-Time Request to Exceed DPA request,
SPD reviews the event documentation to determine the type
of authorization to grant the entity for processing the RFP
solicitation. There are three types of authorization or
processing RFP solicitations:

e Full Authorization to Proceed — With this authorization
type, your entity has full authorization to process the
RFP without assistance from SPD.

o Conditional Authorization to Proceed - With this
authorization type, your entity must work with SPD
throughout the entire RFP process. With conditional
authorization, your entity processes the RFP with
assistance from SPD. Consequently, your state entity
and SPD work a collaboration process for
reviewing/participating in the RFP template
development, the requirements development, the cost
sheet(s) development, the evaluation process, the
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award process, etc.

e SPD Control - With this authorization type, SPD gains
control of the RFP and is responsible for processing the
event on behalf of the state entity. That is, your state
entity does not process the RFP.

After completing the One-Time Request to Exceed DPA form
and submitting it to SPD for review and approval, you receive
an email notification within 5 business days from the
appropriate SPD Group Manager.

If SPD grants authorization to process the RFP solicitation to
the state entity, the issuing officer can post the RFP.
However, the issuing officer must indicate in the Justification
field:
e That “SPD has granted authorization to the state entity
to post the RFP.”
e The authorization number that SPD provided with the
authorization.

If you do not submit the One-Time Request to Exceed DPA

Form before posting the RFP, eSource prompts you for the

justification and reminds you to submit the form. Although

the same process described above occurs by submitting the
form at this time, doing so delays the posting and awarding
of the RFP.

If you post an RFP at an amount below the state entity’s DPA,
but the award is above the state entity’s DPA, you must
submit the One-Time Request to Exceed DPA form to SPD
prior to making the award in order to obtain approval to
proceed with the award.

To post an RFP, follow the steps for Posting an Event in
eSource.

Follow the steps to complete Step 1 - Completing the eSource
Bid Process. Select RFP.

Once you finish completing the eSource Bid Process, click
Submit.

Leave the default response (No) on the DPA Exemption
screen to indicate that the RFP is not for procuring excempt
items or services.
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5 Click Continue.

-
Team
g . o
Georgia Procurement Registry

BROWSE FOR BIDS CONTACT US

DPA Exemption

Return To Menu |

Your agency is regulated by the Delegated Purchasing Authority(DPA). However some bids are
exempt from this regulation. Is the bid you are about to post exempt from the DPA regulation?

Indicate the
exemption status

Click to
continue

— Continue |

EQ_DPA_exempt

If you determine that this purchasing event is for an exempt
item, then drop down the list of pre-defined reasons and
select the appropriate one for your event.

CONTACT US

BROWSE FOR BIDS

DPA Exemption

Return To Menu

Your agency is regulated by the Delegated Purchasing Authority(DPA). However some bids are
exempt from this regulation. Is the bid you are about to post exempt from the DPA regulation?

First, select
from the
list of pre-

defined

reasons

Please select one statement that best fits the situation for this bid

Technical Books

Second, enter
an explanation
of why your
purchase is
exempt

Justification for DPA Regulation Exemption

Exempt per G.C.G.E

Once you enter the requested information on the DPA Exemption
screen, click Continue.

7 Enter the estimated dollar amount value of your RFP
solicitation.
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@ Team
[ | f\;l‘::;g;?ﬂarﬁ
Georgia Procurement Registry

eSource Posting
Create new based on p RFP s "I

wSource Number ES-RFP-84700-21

Bid Process RFP

Purchasing Type State Entity Contract
Category Type sarvices/Spacial Projacts

Agency Hamas I:"-.-'I::: FLINT RIWER TECHNICAL COLLEGE

Contact Nama

|Acey. Stacy

Contact Phana I

Contact Dmail

|zacay@fintrivartech.adu

Fiscal Yasr |;)u1[1 -l

aZourca Titls I

Dascription

Ir.um.r.d ) [ oo

Closing Date I_ﬂi | - ) Enter
Closing Time [07 =1, [00 =] thmimmy € AH. em estimated

WIGE Coda Selaction! (™ 4 uord Sesrch ' Numaric Sesre h

value

Assign NIGF Cades |

Once you enter an estimated contract value in the Estimated
Contract Value field, eSource validates that it is below the
DPA assigned to your state entity. If it is greater than the
DPA assigned to your state entity, the following screen
displays.

9 Click OK to continue.

Solicitalon Hrocess RFP
Purchasing Type State Entity Contract

Category Type Services/Special Projects

Agency Name | 84700—FLINT RIVER TECHMICAL COLLEGE j
Contact Name IACE’Yo Stacy

Contact Phone [666-566-66E6

Contact Email Isacey@flintrive rtech.edu

Fiscal Year 2011 -

esource Tide

IK—9 Training Programs

Description |Trﬁ1‘n1‘nn Anlurtinna for law enforcement and reacues Al

Windows Internet Explorer |

' : The estimated contract walue of the bid is greater than your agency DPA, Please enter a rationals For this event.
.

E:
C« Ok |

10 Enter the justification.
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Enter the

justification and
the authorization
number received

from SPD

Description Training solutions for law enforcement and rescue |~
canines.

Estimated

Contract Value I 2750000 00  agency RFP_GPA ($250000)
Justification for estimate over DPA
Prior authorization received from SFPD. ‘I
huthorization # 1234

Closing Date ﬁ

11
12

13

14

15

16

Closing Time IEI : IEI thhm) & am O pm
Offerors’ Conference IN#'A vl Enter Offerars' Conference Information I

NIGP Code Selection

' Keyword Search 0 Numeric Search

Check to delete MIGP codes and click Submit
MWIGPs that are assigned to Lines will not be deleted

T s&z06 --- Animal Sare, Animal Shelter, Animal Production Services, ete.

Assign NIGF Codes

Documents: Flesse complete the required eRFP_docurnent and sttach it to this
Event wia the Attach eRFP Docurnent button

Aftach eRFF Document

Enter the closing date and time.

Indicate whether or not you will be holding an offeror’s
conference By following steps described in Entering Offeror’s
Conference Information in your Event section.

Determine the NIGP Code selection search method by
following the steps described in either:

e Assigning NIGP Codes Using the Keyword Search
Method, or Assigning NIGP Codes Using the Numeric
Search Method

¢ Adding Documents to the Header of an Event

Click Attach eRFP Document to attach the RFP completed
eRFP template.

%The eRFP template must be completed before you attach
it to this solicitation.

Find the completed eRFP template document on your PC and
attach it to your solicitation.

Review that the completed eRFP Template is now attached to
the event. If a document is attached, it displays under the
Documents section of the screen.
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eSource Posting

wSource Number ES-RFP-84700-22
RFP

Purchasing Ty State Entlty Contract

Bid Process

Category Type Sarvicas/Spacial Projects
Agmncy Name [84700--FLINT RIVER TECHMNICAL COLLEGE =]

Contact Nams

[Acey. Stacy
Contact Phona FF7777-7777

Contact Email

[sacay@fintivanach adu

Viscel Yaar lm

wSource Title

K-8 Traiming Programs

Dascriptinn =

raining soluticns for law enforsement and rescus =]

-]

stimated
Comiracs walus [ 265000 .00

eatitive Solizitatizng Suldellnes
Closing Date remy

DE/25/2010
<losing Tims |G1 =]. |DO =1 (hheemmy © am C pm

NIGP Code Selection

0 Wayword Sesrch € Numaerlc Search

Review the
documents
attached

Chaek be delete
N1GEs that are =

Azsign NIGP Codes |

Plaas= fill «RFP Bsauiremaents Desumaent and attach it back under =RFP
va

Raquiramen

Atach sRFP Requitements |

17 Click on Attach eRFP Requirements to attach the eRFP
Requirements worksheet(s). This includes the spredsheet
containing all your Mandatory requirements, the spreadsheet
containing all your Mandatory Scored requirements, and/or
the spreadsheet containing all your Additional scored
questions.

% ;I'_!:"\am

AEe0rgla

A A Markétplace

Georgia Procurement Registry

State of Georgia eSource System
L1 x]

5 o riem Add Documants

urce Mumb ES-RFP-84T00-22

uree Title: K-8 Training Programs

Select the
requirement

Sheets and ad eRFP Requirements Document
i from your computer. [~ | fiowse I
name them ' -

approp ri ate|y Submit the Document

bocumants submitted

Decumants

T Blick on document Hitle to view the docoment

|48 Fies .11

| hant Titia |Select documant for Balation |

RFF Te mglate |~

Dalate selectad Documant I

18 After attaching the worksheet, click Submit the Document
and assign an appropriate name to the file. The next screen
displays the documents attached.
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-
g o o
orgia
|

Ges
Marketplace .
Georgia

Georgia Procurement Registry

State of Georgia eSource System

| 7]
[ (5 Classroom Tools R A Add Documents
451 eRFF Cost_Shests_ K9_Services.xlsx roe Number:  ES-RFP-24700-22

=1\ eRFP Requirsments KS_Sarvices.xlsx

9] £ 5-RFL-84700-14.docx urce Title: K-9 Training Programs

Documents

load eRFP CostSheet Document

Hfromyour computer.[— || Browss
Submitthe Document

Documents submitted

lick on document title to view the document.
File name; | =] Open

Flles of ype: [fries ) = Eancel J tnt Title  |Seleet document for Deletion

eRFP Template -
2RFP Reguirements | [~

Delete selected Document

If you want to delete an attached document, click next to the
file under the Select document for Deletion column.

19 Repeat the steps to upload the requirements documents as
many times as necessary.

20 Attach the Cost sheet(s). Name the file appropriately, and
click Submit the Document.

[Aecay. Stacy
Efzme=mrrid

[sacayafintrivanash adu

[=ovc =]

ET 3 -
< o i:'_‘_llm P -
ST e e T —
Documents Assign MIGP Codes | Click if you want
attached to AdmDeists Dasuments to add other
the documents

solicitation ]

21 Once all required documents are attached, eSource allows
you to post the RFP. To continue the posting process, click
Submit.
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Documents
attached to
the
solicitation

Click here if you want
to save the solicitation
for 30 days

Click here to post
and notify suppliers
N

22

Click to return to
the main menu

«

Georgia

Taam
B Georgia

i
Marketplace

Georgia Procurement Registry

eSource Heview

ES-RFP-84700-22

eSourca Mumber:

Bid Procaeszs: QFpP
FPurchase Typa State Entity Contract
Category Type Services/Special Projects

84700 FLINT RIVER TECHMNICAL COLLEGE
Acey. Stacy

TIF-T7T7-7777

Contact Email: sacey® flintrivertech.edu
Fiseal Year 2010

eSource Title E-% Training Programs
aSourca Dascription Training solutions for low enf

T ond rescue

Closing Date 06/25/2010
Clasing Time 1:00 PM
265000

Eztimatad Contract Values

eSource Gensral Doouments:

i . Animal Shelter. Animal Production Services, efc.

eRFP Template

SRFF CostSheer

Update Header |

Save aScource to releasa Iater

Click here if you
want to cancel
this solicitation

Save & Relaass I

N\

Once you click Save & Release, this screen displays.
Because the RFP event exceeds the DPA value for your state
entity eSource sends and email to SPD notifying them of this
posting.

Team
@!j Georgia

Marketplace

Georgia Procurement Registry

Cancel eSource

-
Georgia
Dapartmant of

eSource Over DPA

Feturn to eSource Menu

You have posted a solicitation with an estimated value greater than your Delegated Purchase

| Click to complete form

Authority, An email message has been automatically sent to the State Purchasing Division to
notify them of the situation. This solicitation CANMMNOT be released until SPD has assigned authority

23

If you have received prior authorization, click Return to
eSource Menu.

If you have not received previous authroizatiauthorization to
process this RFP solicitation, complete the One-Time Request
to Exceed DPA Form and submit it to SPD. Email the
completed form to CCMrouting@doas.ga.gov.
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SPD has 5 business days to process your request.

Posting an Request for Quote (RFQ)

You use a Request for Quote (RFQ) when you need to have several
price Quotes so that you can select the supplier based on pricing
only.

To post an event in eSource, you must review the Georgia
Procurement Manual (GPM). and follow the guidelines and
recommendations for posting times.

In addition, it is recommended that you organize the
information and gather all necessary forms before you
attempt to post an event in eSource.

1 To post an RFP, follow the steps for Posting an Event in
eSource.

2 Follow the steps to complete Step 1 - Completing the eSource
Bid Process. Select RFQ.

3 Once you finish completing the eSource Bid Process, click
Submit.

4 Leave the default response (No) on the DPA Exemption

screen to indicate that the RFP is not for procuring excempt
items or services.

% For more information on this topic, review the definition of
exempt purchases in the GPM.

5 Click Continue.
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First, select
from the

list of pre- [Fochrical Books Second, enter
defined = an explanation
reasons rert per 0.0 5.5 of why your

-
W o, ®
=

Georgia

Marketplace

Georgia Procurement Registry

BROWSE FOR BIDS CONTACT US
DPA Exemption
Return To Menu

Your agency is regulated by the Delegated Purchasing Authority(DPA). However some bids are
exempt from this regulation. Is the bid you are about to post exempt from the DPA regulation?

Indicate the
exemption status

Click to
continue

EQ_DPA_exempt

If you determine that this purchasing event is for an exempt
item, then drop down the list of pre-defined reasons and
select the appropriate one for your event.

BROWSE FOR BIDS CONTACT US

DPA Exemption
Return To Menu

Your agency is regulated by the Delegated Purchasing Authority(DPA). However some bids are
exempt from this regulation. Is the bid yvou are about to post exempt from the DPA regulation?

Please select one statement that best fits the situation for this bid

purchase is
exempt

Third, click Continue

[

Once you enter the requested information, click Continue.

Enter the closing date and time.

Indicate whether or not you will be holding an offeror’s
conference By following steps described in Entering Offeror’s
Conference Information in your Event section.

Determine the NIGP Code selection search method by
following the steps described in either:
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¢ Assigning NIGP Codes Using the Keyword Search
Method, or Assighing NIGP Codes Using the Numeric
Search Method

¢ Adding Documents to the Header of an Event

Once you assign the appropriate NIGP codes, this screen displays.

eSource Posting

eSource Number ES-RFQ-84700-34

Bid Process RFQ

Purchasing Type Open Market

Category Type Goods

Agency Name [B4700—FLINT RIVER TECHNICAL COLLEGE

Contact Name

IAC ey, Stacy
Contact Phone |777_777_7777

Contact Email

Isacey@ﬂimnver{ech edu

Fiscal Year 5010 =

eSource Title

ITechnicaI Books for Dental Tech Program

Description

Technical books for use the the Dental

Progrem NIGP Codes
assigned to this

Esti tad
Contract Value - event

ns Guidelines

Closing Date = ay

Closing Time (hhimm) © AM & pm

NIGP Code Selection: i m

Cheack to delete NIGP codes and click Submit

NIGPs thst =re sssignad to Lines will not be delatad
harmaceutic : Anesthaetics, Antiseptics. Plaque Disclosing Liquids and Tablets, stc..

-- Medical Bocks and Pu

T 71583 ——- Textbooks, Adult Education.

Assign NIGP Codes |

Please fill eRFQ document and attach it back under eRFQ Template.

Attach eRFQ Template |

9 Click Attach eRFQ Template to attach a completed eRFQ
template to your event.

10 Click Browse to find the file on your PC.
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Rl oo
J Markgtplace
Georgia Procurement Registry

State of Georgia eSource System
21|

Click to find the
completed
eRFQ template

Add Documents

in [ 155 Classroom Tools =H o2 e m-

[EAerre Cost_cheets_Ka_services s i ES-RFQ-84700-34
N Technical Books for Dental Tech Program on your PC

4] =R F) Texkbooks.daem
1] e source_Addendum docx

1] £ 5 RFT-84700-14,docx Documents
10 Fo Addendum. docx
WRFQ Speciications docx ad eRFQ Template Document

| R FOC Addendum. docx
E|RFGOC Requirements. docs

0m your computer,

Submit the Document

E"]LI

EQ _add_delete_documents

11 Once you find and select the file, click Open to attach it to
your event.

File Download x|

Do you want to open or save this file?

b

Mame: SPD-SPOZ2StateEntityeRFCQTemplate, doc
Type: Microsoft Office Word 97 - 2003 Document, 308KE

From: doas.ga.gov

I Open I I Save Cancel

¥ Always ask before opening this lype of file

Click Open to
upload file

[ - While files from the Internet can be useful, some files can patentially
harm your computer. |f you do nat tiust the source, do not open or
save this file. What's the risk?

li-.l Start downloading from site: http:fidoas.ga.gov/Statelocal/SPDjSeveniDocs_¢ ’7 ’7 ’7 ’7 ’7 ’7 |Unknuwn Zane
v

H100% -

Aftach eRFO Template |

%The eRFQ template must be completed before you
attach it to this solicitation. The following screen shows a
sample eRFQ template.
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1. Introduction

o

commodity being purchase

1.1.  Purpose of Procurement
Pursuant to the State Purchasing Act (Official Code of Georgia Annotated §§50-3-30 et. seq.). this
electronic Request for Quotes ("eRFQY) is beingissued to establish one or more contracts with one or more
qualified Offerors who will provide Enter the Sourcing Event Name to the Enter State Entity's Name
(hereinafter. “the State Entity”) as further described in this eRFQ.

L Y O .Y 73 St o WG

This eRFQ is being conducted by the Department of Administrative Services, through its State Purchasing
Division, on behalf of the State Entity. Motwithstanding any reference herein to the contrary, the State
Purchasing Division will be the official point of contact for this eRFQ and, in conjunction with the State
Entity, will facilitate all of the state actions identified in this eRFQ.

INSTRUCTIONS TO ISSUING OFFICER; Describe a general overview of the project, service, or
d. The infermation should define the value proposition for the Cfferors and be

The next screen shows a sample RFQ ready to be posted in

eSource.

asaurca Numbar
Bid Process
Purchasing Type
Category Type
Aguncy Hame

Cantact Nama
Contact Phone
Cantact Umsil
Fiscal Year
wSource Titls

Dascription

Clasing Data

Clasing Tima

This link
shows the
attached
document

eSource Posting

ES-RFQ-84700-241
REQ

Open Market
Goods

| 24700 FLINT RIVER TECHNICAL COLLEGE

[Aacay, Stacy

[roe-via-avvz

|zacey@fintiverech.edu

IZDIEI v|

ITachnicaI Books for Dantal Tech Proegram

1 beocka for uaes The the Denoal

I 75000 .00

= Zgl .
06/30/2010 (i1 |
|l11 '| o B0 'I (hhimm) T amMm & pm

Suldslines

NIGP Code Selectiont (oo vcrd samrch 0 umeric Search

- to delete NIGP codes and click Submit
Ps that are assigned to Lines will not be deleted

I Assign NIGP Cades |I

~

This button allows you to

—

add more NIGP codes

I Add/Delste Documents

Ié
| add more documents to

Once finished, click this button s
_J

S

his button allows you to

your event or remove
uploaded documents
P .

12 Once you have attached all necessary documents for your
event, click Submit to complete the Header Pannel. This

screen displays.
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= = Marketplace

eSource Number:
Bid Process:
Purchase Type:
Category Type:
Agency Mame:
Contact Name:
Contact Phone:
Contact Email:
Fizcal Year
eSource Title
eSource Description
Closing Date
Closing Time
Estimated Contract Value

NIGP Code Selection:

If you forgot information
in the Header Panel,
click this button to update

Update Header

Georgia Procurement Registry

the information

Add New Line ltem

.
Georgia

eSource Review

Header Information

ES5-RFQ-84700-34

RFQ

Open Market

Goods

84700 FLINT RIVER TECHNICAL COLLEGE
Acey, Stacy

FI7T-TF7T-FTT7TF

sacey@flintrivertech.edu

2010

Technical Books for Dental Tech Program
Technical books for use the the Dental Technician Program
06/30/2010

1:00 PM

75000

26056 — Pharmaceuticals, Dental: Anesthetics, Antiseptics, Plaque
Disclosing Liquids and Tablets, etfc.

71548 --- Medical Books and Publications
71583 -—- Textbooks, Adult Education

eRFQ Template

Save eSource to release later

Cancel eSource

%% You can add more information to the Header section,
such as specific terms and conditions, maps, and/or
additional NIGP Codes. To do this, you would click on Update

Header.

From this screen you can do one of the following:
¢ Add New Line Item — which allows you to add line
items to your RFQ for bidding.
e Save eSource to release later — which allows you to
save your RFQ event so that you can release it later.
e Cancel the eSource — which allows you to cancel the
RFQ event completely.

Adding Line Iltems to an RFQ Event

You can add unlimited line items to an RFQ. When you add
line items to an RFQ in eSource, each line item displays

separately.

%You must have at least one line item in your RFQ to be
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able to post it.

1 To add lines, click Add New Line Item after completing and
submitting the Header Panel information.

S = Marketplace
Georgia Procurement Registry

eSource Reviaew

ES-RFQ-84700-34
RFCGY
Open Market
Goody
84700 FLINT RIVER TECHNICAL COLLEGE
Contact hlamea: Acey, Stacy
Cantast Phana: FIT-TTT-TTT77
Contact Email: sacey®Flintrivertech.edu
Fiscal Year 2010
eSource Title Technical Books for Dental Tech Program
eScurces Description Technical books for use the the Dental Technician Program
Closing Date 06/ 30/ 2010
Elasing Time 1:00 PM
Ezrimatad ConTtract Valus FHOO0
NIGF Code Salection: 26056 --- Pharmaceuticaly, Dental: Anesthetics, Antizeptics, Plogue
Disclosing Liquids and Tablets, etc.
71548 —— Medical Books and Publications
71583 — Textbooks, Adult Education

Updawrsader | Click to add line items
Add Mew Line item tO VOUF RFQ event

Save aSourcs to relasss latar

Cancel eSource

The following screen displays to allow you to add line items to
your RFQ.

-
Team
@‘U Georgia (.

: Marketplace

Georgia Procurement Registry

Georgia

Return |

eQuote Line Item Description

Line Title

Line Number [J

Unit of l—_l'
Measure

Number of l—

Units

Assign NIGP
to line

Description
Model/Brand

Documents Add/Delete Documents

Submit |

Each line item requires the following information:
e Line Title — This represents the title you assign to each
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line item in your RFQ event.

e Unit of Measure — This represents the unit of measure
that you request for this item.

¢ Number of Units — This represents how many items you
need.

e Assign NIGP to line — This represents the NIGP code
associated with the line item.

¢ Description Model/Brand — This provides a description
of the line item.

e Documents — This button allows you to add any
documents associated with the line item. A
requirements document, for example, outlining the
requirements for the line item.

The following sample screen shows a state entity adding a
line item to an RFQ event. In this example, line item 1
represents 200 text books for the Dental Hygienist program.

To select the NIGP Code, click on the drop-down list and
select the one that corresponds to the line item.

Drop down the

list and select

the appropriate
NIGP code

Team
.@ Georgia
J Marketplace - ,
Georgla

Georgia Procurement Registry o

Return |

eQuote Line Item Description

Line Tite IText Eooks

Line Number IB—
Unit of I ,l
M:Iasc:.lre Each

Number of |

Units o 200

hosign NIGH | 71512-Books, Reference: Dictionaries, Encyclopedias, etc.

Description
Model/Brand | 26 05E-Fharmaceuticals, Dental: Anesthetics, Anti ics, Plaque Disclosing Liguids and Tahlets, etc.
| 7151 2-Books, Reterence; Dictionaries, Encyclop efc. :

71533 Drawings and Diagrams: Dimensional, Technical, etc.

71547-tanuals: Farts, Personnel, Falicy, Purchasing, Training, etc., Mot Otherwise Classified
71545-Medical Books and Publications

71583 Textboaks, Adult Education

71588-Texthooks: College Level (Includes Student and Teacher Editions)

Submit |

eSource User Guide
Version 2 — July 2011

71

DOAS — State Purchasing Division



User Guide

Team

%& Georgia (@

Marketplace

Georgia Procurement Registry

Georgia

Departmant of
ministrative

Return |

eQuote Line Item Description

Line Title ITE:d Books
Line Number IE—
IEach =

Number of
Units 200
Assign NIGP

71512-Books. Fieference: Dictionaries, Encyclopedias. etc

Description ﬁ
Model /Brand Reference books =

[

Documents

Add/Delete Documents

Submit |

% You must select one NIGP Code per line.

Add a description in the Description field.

% Although, not required, it is highly recommended to
include a detailed description in the Description field. You

may also attach detailed specifications at the line for the
item.

If needed, click Add/Delete Documents to add documents
that are specific to the individual line item. You can also
delete attached items to a line item. The maximum size of
the file must not exceed 50 Megabytes.
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5

Team
Georgia
J Marketplace

Georgia Procurement Registry

Return |

eQuote Line Item Description

ITe:(t Books
Line Number IE—

Unitof

Measure I Each jv

Number of

Units 200

Line Tide

Assign NIGP

-
Georgia

Dapartmant of
Administrative 5o

to line |?1 512-Books. Feference: Dictionaries. Encyclopedias. etc.

Descrption
Model /Brand Reference books ;I

[

Documents

Add/Delete Documents

Submit |

Once you enter all required information, click Submit.

Team
Georgia
Marketplace

Georgia Procurement Registry

A}

Return |

eQuote Line Item Description

IText Books
Line Number IB—

Unitof

Measure I Each jv

Number of

Units 200
Assign NIGP

Line Tie

.“V
Georgia

Departmant of

nlstrative Services

o I?W E12-Books, Reference: Dictionaries, Encyclopedias, etc.
Description

Model / Brand Reference hooks ;I

[

Documents

Add/Delete Documents
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Adding a Document to a Line Item in an RFQ Event

You can add documents to line items in an RFQ event. There
is no limit to the number of documents that you can add to a
line item. However, the maximum size of the file must not
exceed 50 Megabytes.

1 To add documents to a line item, click Add/Delete

Documents once you have completed the required fields to
add a new line item.

Marketplace

T, S )

Georgia

Georgia Procurement Registry

Return |

eQuote Line Ttem Description

Line Title IText Books
Line Number IE—
¥ Each =
re I =
Number of
U:-r; oo IEUU
pemgn NIGP [71512-Books. Reference: Dictionaries. Encyclopedias, eto.

Description =
e o 4 [Reference books =1

=

Add/Delete Documents

Subrmit |

2  When you click Add/Delete Documents, a screen displays
to allow you to browse your document on your PC.

3 Click Browse to search for the file on your PC. Then, select
the document and Click Open to upload the document.

4 Enter a title for the document.
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5

6

Team
Georgia

ﬁ J¥ Marketplace

Georgia Procurement Registry

State of Georgia eSource System

Add Documents

ES-RF-84700-38
Technical Baoks for Dental Tech Program

eSource Number:

eSource Title:

Documents

Select bid document to be posted from yaur
computer,

ChDocuments and Se

| Browse..

o®

Georgia

Click to
browse for the
document in
vour PC

Enter the title you want related with this

|L\ne Specifications-Text Books
document,

Submitthe Document

Feturn |

Enter the title
of the
document

Click to Submit the Document to upload the document.

Click to Return.

Team
Georgia

ﬁ J¥ Marketplace

Georgia Procurement Registry

State of Georgia eSource System
Add Documents

ES-RFG-84700-38
Technical Books for Dental Tech Program

eSource Number:

eSource Title:

Documents

IC'\DD:uments and Setti Browse |

Select bid document to be posted from your
camputer,

@

Georgia

Enter the title you want related with this ILme Specifications-Text Boglg

document,

Submitthe Document

=
Fieturn

Click to upload

Click to upload
the document

the document

The following screen displays.
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Click
Return if

display the
Header
Panel

you want to

( This is the
document
attached to line-
item. You can
click the link to
view the attached
K document

—
@ Eee?)rrngi a (.
M4

Marketplace .
Georgia

Georgia Procurement Registry

Departmant of
Administrative Service:

Return

eQuote Line Item Description

Line Tite IText Books

Line Number IE—

unit of I Each = l
e asure

Mumber of

Units 200

Assign NIGP - - -

o Tiee |?1512 Books, Reference: Dictionaries. Encyclopedias, etc vI
Description |

Model/Brand Reference hooks =

Click Add/Delete
Documents if you
want to add or
delete
documents to or
from the line item

Documents

Add/Delete Documents

Line Specifications Text Books

é Click Submit to
Sukmit | 1

add the line item to
your RFQ event

e

Click Submit to add the line item to your RFQ event.

Notice the line items are now added. If needed, you can
delete an individual line item by clicking on the Delete
button.

Blfl’:‘\ld Contract Valuo Ea=lelsls]
MHISF Code Solection: REOEG —— Pharmacauticals. Dantal: Anesthatics. Antizeptics. Plogus
Cisclosing Liquids and Tablets, atc.
71548 -— Medical Books and Publications
F1603 -—- Textbooks. Adult Education
T1B12 —- Books, Ref, Biicti ies, Enoycl o ate.
F1533 — wings and D iag . Tachnical, ete,
FAEAT —oe Manuals: Farts, Fersonnel, Folicy, Purchasing, Training, etec.,
Mot Otharw ise Classifiad
F1500 --- Textbhooks: College Level (Includes Student and Teacher

Editions)
eSource Genaral Documents: eRFE Template .
Update Haadar | C||Ck to
PR Delete a Line
LGental Technician
2 buntal Techs =TT Item
3 Cral Care Do lote
4 Padiate 1 . Cimlamte
B orthadonics Colote |
Aclel o Line e |
Heve o mnd Flotify S |
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Posting a Request for Qualified Contractors (RFQC)

You process a Request for Qualified Contracts (RFQC) as a
two-step process:

e Step 1: you pre-qualify the suppliers based on specific
standards and requirements and,

e Step 2: you invite the selected suppliers from Step 1 to
participate in an RFQ or an RFP event.

The RFQC allows an Issuing Officer to outline specific
standards or requirements that the suppliers must meet or
exceed. Only those suppliers that meet or exceed these
standards or requirements are invited to participate in Step 2
or an RFQ or RFP event.

The RFQC does not require for the suppliers to provide pricing
information. Once the Issuing Officer selects the responsive
and responsible suppliers based on the standards and
requirements outlined in the RFQC, the Issuing Officer
continues with Step 2 by posting an RFQ or RFP event.

To post an event in eSource, you must review the Georgia
Procurement Manual (GPM) and follow the guidelines and
recommendations for posting times.

In addition, it is recommended that you organize the
information and gather all necessary forms before you
attempt to post an event in eSource.

To post an RFQC, follow the steps for Posting an Event in
eSource.

Follow the steps to complete Step 1 - Completing the eSource
Bid Process. Select RFQC.

Once you finish completing the eSource Bid Process, click
Submit.

After clicking Submit, the following screen displays to
allow you to enter the DPA Exemption status for this
event.

Select the appropriate response and click Continue.

eSource User Guide
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@ éeam_
eorgia
J Mark%tplace
Georgia Procurement Registry

BROWSE FOR BIDS CONTACT US

DPA Exemption

Return To Menu |

Your agency is regulated by the Delegatad Purchasing Authority(DPA). However some bids are
exempt from this regulation. Is the bid you are about to post exempt from the DPA regulation?

Continue |

EQ_DPA_exempt

If you determine that this purchasing event is for an exempt
item, then drop down the list of pre-defined reasons and
select the appropriate one for your event.

%Review the GPM to understand about exempt purchases.

5 Follow the steps to complete Step 2 - Completing the Header

Panel for the Event:
e Entering Offeror’s Conference Information in your

Event

o Assigning NIGP Codes Using the Keyword Search
Method, or

¢ Assigning NIGP Codes Using the Numeric Search
Method

6  Once you enter all required information in the Header Panel,
click Submit. The following screen displays.
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TOTE STy Ot

Category Type:

Goods
Agency Name: 34700 FLINT RIVER TECHNICZAL COLLEGE
Contact Name: Acey, Stacy
Contact Phone: % TIT-ITT-TITT
Contact Email: sacey@flintrivertech.edu
Fiscal Year 2010
eSource Title Cosmotology Program Supplies
eSource Description The purpase of this RFQC is to result in a multiple award of qualified

cantractars to provide cosmotalogy products, This includes but is not
limited to all types of hair products, nail care and aperatar instruments.

Closing Date 07 /1642010
Closing Time 1:00 P
NIGP Code Selection: 09550 — Chair Cloths, Shampoo Capes, and Clips

09E63 — Clippers and Parts (Hair)
09542 —- Dryers, Curling Irons, and Parts (Hair)
85235 — Electralysis Equipment (Hair Removal)

65242 — Hair Cleaning and Conditioning Supplies: Colars, Creams,
Dressings, Qils, Rinses, Shampoos, Sprays,

L

Click if you need
to update the
Header Panel

68243 —-- Hair Care Accessaries: Bands, Curlers, Mets, Pins, Rallers,
ete,

eSource General Documents:

Update Header q
Click to release later I
Sawve eSource to release later

Save & Release |

Click if you are
ready to release
this event

Click if you want to
cancel this event

Cancel eSource

7 Click Save & Release.

Al
W - |
The RFQC solicitation event does not have Line Items.
Remember that you do not request pricing from the suppliers
during this step.

%} Be sure you add all the necessary documents detailing
the requirements necessary to qualify the suppliers.
Once you click Save & Release, this screen displays.

8 Click Next to continue posting the RFQC.
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éeam . (‘
'@ eorgia
[ 3 J Markgtplace

Georgia Procurement Registry

Georgia®

Depanman of
MR FIFAtlve SHrVICes

eSource Supplier Selection

Based on the NIGP code(s) selection, the eSource system has generated the supplier list.

There are a total of 6 Team Georgia Marketplace Suppliers registered for the selected NIGP code
(s). If you would like to increase the total number of Team Georgia Marketplace Suppliers
receiving notification of this eSource, please dick on the "Back™ button below and update eSource
header to add more associated NIGP code(s). If you do not want any additional Team Georgia
Marketplace Suppliers, please proceed with your eSource by clicking the "Next” button.

BACK | Click Next

EQ_Vendor_selectio

The NIGP codes selected for this event and the list of
suppliers selected display.

9 Click Accept Supplier List to continue. This list contains the
suppliers that will be invited to participate in this RFQC event.

-
Team
Georgia (.
J Marketplace

Georgia Procurement Registry

Georgia®

ant of
ve Services

eSource Supplier List

MNIGP Code(s) Assigned

03350 ---
09553 ---
03562 ---
B5235 ---
63242 ---
Sprays,.

65243 ---

Chair Cloths, Shampoo Capes, and Clips.

Clippers and Parts (Hair),

Dryers, Curling Trans, and Parts (Hair).

Electrolysis Equiprment (Hair Rermavall,

Hair Cleaning and Conditioning Supplies: Colors, Creams, Dressings, Qils, Rinses, Shampoos,

Hair Care Accessories: Bands, Curlers, Mets, Pins, Rollers, etc.,

No. |Supplier Name Supplier Certified Ethnic
selection Minority |Classification

[1 [pCB PARKER COMPANY NG [systern selectad [ [om
[z [HENRY SCHEIN INC [Systern selected I [nom
[z |MCKESSOM MEDICAL-SURGICAL [Systern selected I [om
[+ [PRODUCTS UNLIMITED INC [systern selected M [Mom
[5  [SOUTHEASTERN PAPER GROUP [Systern selected [ [om
[¢ [suPPLY SOLUTIONS THC [systern selected ethnic[y [asa

bk

Accept Supplier List u

10 Click Notify to notify the suppliers of this event and continue
with the eRFQC posting.
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[contact Phone [777-777-7777

[contact Email [sacey@flintrivertach.edu

|[Fiscal year [zo10

|esource Tite |casmotology Program Supplies

eSource Description The purpose of this RFQC is to result in a multiple award of qualified contractars to

provide cosmotology products, This includes but is not limited to all types of hair
products, nail care and operator instrumnents,

[closing Date . [o771esz010

[Clasing Time "% [1.00 pm

[Estimated Contract ¥alue [0

NIGP Code Selection: 09550 ---
09553 ---
09562 ---
65235 ---
65242 ---

Qils, Rins
65243 ---

Chair Cloths, Sharmpoo Capes, and Clips.
Clippers and Parts (Hair).

Dryers, Curling Irons, and Parts (Hair),
Electralysiz Equiprment [Hair Rermowal).

Hair Cleaning and Conditioning Supplies: Colars, Creams, Dressings,
es, Shampoos, Sprays,.

Hair Care #ccessories: Bands, Curlars, Mets, Pins, Rollers, etc.,

[Decuments

Suppliers Selection

,ﬁ |Supp|ier Name Supplier Certified  |Ethnic
Selection Minority tlassification
[t [ecE BARKER CoMPANY INC [systermn selected [m [Har
[z [HEMRY SCHEIN InC [system selacted [ [nom
[5  |McKESSoN MEDICAL SURGICAL [System selacted [m [Horm
[+ [PRoODUCTS UMLIMITED IMC [systern selected [m [Horm
[ |[SOUTHEASTERN PAPER GROUR [System selacted [m [Horm
[ [suPPLy solLuTIONnS InC [System selacted athnic [+ [asa

Your eSource is now complete,  To notify suppliers, NDtify |

click the "Notify" button,

CAUTIOMN!

If you do not want to notify supplisrs, pleass dick

Exit

"Exit", which will return wau to the eSaurce renu
screen, This eSource information will be saved,

This next screen displays to ensure that you want to release

the event to the suppli

ers selected.

11 To continue with the posting, click Notify Suppliers. Clicking

Notify Suppliers releas

Clicking Return to Men
process.

es the RFQC to the selected suppliers.

u will undo the Supplier selection

Marketplace
Georgia Procuremen

Team
@EJ Georgia

‘
Georgia

t Registry

Administrative Services

eSource Notify Suppliers

This is the final decision point.  If you select "Motify Suppliers”, your solicitation will be processed
and e-mails are automatically distributed,  "Return to Menu" will save the eSource but undao all

the supplier selection process an

Matify Suppliers |
Fieturn to Menu |

d take you back to the main menu,

Click to release the
RFQC to the
selected suppliers

EQ notifyl

When you click Notify Suppliers, this screen displays.
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| Team ";s:
Dy Georgie . ©
Georgia Procurement Registry —

eSource Notification List
Your eSource has been processed and the selected suppliers have been notified.

Reference Mumber ES-RFQC-84700-42

,W| Supplier Name i ified Ethnic
lact inority tlassification
1 [BOE BARKER COMPANT INC [systern selectad [n [Mara
z |HEHF Y SCHEIN IHC [systern selectad [n [Mara
3 |HEHF Y SCHEIN IHC [systern selectad [n [Mara
'47 MCKESSOM MEDICAL-SUURGICAL Systermn selected M MO
,5_ PRODUCTS UMLIMITED IMC Systemn selected M MO
,S_ PRODUCTS UMLIMITED IMC Systemn selected M MO
,7_ SCUTHEASTERNM PAPER GROUP Systemn selected M MO
'S_ SOUTHEASTERN PAPER SROLIEP Systermn selected M MO
E) |SOUTHEASTERN PAPER GROUE [systern selacted [n [Mara
10 [SOUTHEASTERM PAPER GROUE [systern selacted [n [Mara
11 [SUPPLY SOLUTIONS INC [systern selacted ethnic [ [asa
[12 [sUPPLY SOLUTIONS THC [systern salacted ethnic [+ [asa

ETHNIC GROUP COUNT
Asian Armmerican 1
Maor Minority B
[Total Murnber of Supplisrs I3
[Tetal Murnber of Supplisr Contacts [12

Feturn to kain kMenu I

12 The RFQC is now posted and the invitation emails went out to
all 12 suppliers listed on the previous screen. Click Return to
Main Menu.

Posting a Request for Proposal (RFP) or a Request for Quote (RFQ) from an RFQC

Step 2 of the two-step RFQC process requires that you post
another event that allows you to award the solicitation to a
supplier. This new event will use the list of suppliers that
were qualified using Step 1 (RFQC) of the process. You
cannot add more suppliers in Step 2 of the process. The
event that you can post in Step 2 can be a Request for Quote
(RFQ) or a Request for Proposals (RFP).

You begin the posting process for Step 2 once Step 1 of the
two-step process is complete. That is, once you have
selected the qualified suppliers using the RFQC process (Step
1), you can then move on to Step 2 or to posting either an
RFP or an RFQ using the list of qualified suppliers from Step
1.

1 Start this posting by accessing the Main menu of eSource and
clicking on Post New eSource.
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5

Team
B Georgia (.
> =il Marketplace £ :
Georgia

Georgia Procurement Registry

eSource Menu

Post Mew eSour

noe of eSource

nrendad Award that treiggered NOTA

e Reports Manu

Just for testing
eSource List to hard close a quote
eSource MOTA fast forward

Faturn To Main Manu

To post an RFP or RFQ from a RFQC, follow the steps for
Posting an Event in eSource.

Follow the steps to complete Step 1 - Completing the eSource
Bid Process. Select RFP or RFQ depending on the solicitation
method you selected. This example shows an RFP as the
method of solicitation selected for Step 2.

Once you finish completing the eSource Bid Process, click
Submit.

From the Referring to RFQC field, select the appropriate RFQC
used in Step 1 to qualify the suppliers.

aSource Poasting

Select the RFQC\
used in Step 1 to
qualify the
suppliers that
P will participate in
[Ea700—FLNT RIVER TECHMICAL COLLEGE .
ey ey \ this event )

Craate now atourcs based on pravious o Source 1B -t

nnnnnnnnn of . | =]

E=S-RFOC-84700-10

EEoRrEmna oo o= ES-RFOC-84700-42

RER
State Entity Contr

|smcewE@ilintrvets chedu

2010 =
|
=l
=i
.00

Sempetitive Solistations SGuidelines

01 =] [00 =] tehirama © am © pa

MEIER Code Seleclont (7 guyword Search © Hurnenie Search

Follow the steps for either:
e Posting a Request for Proposal (RFP), or
o Posting an RFP Below the State Entity’s
Delegated Purchasing Authority (DPA)
o Posting an RFP that Exceeds the State Entity’s
Delegated Purchasing Authority (DPA)

eSource User Guide
Version 2 — July 2011

83

DOAS — State Purchasing Division



User Guide

e Posting an Request for Quote (RFQ)
Working with Posted Events in eSource

Once you have posted an event in eSource, you can monitor
the event and supplier responses by using the Review and
Maintenance of eSource function. You find this selection in
the main menu.

Reviewing and Maintaining Events

1 To access the Review and Maintenance of an event in eSource,
display the eSource main menu and click on Review and
Maintenance of eSource.

-
Ry @
H

Marketplace .
Georgia

Georgia Procurement Registry i

Al

eSource Menu

Click Review

w Sy and
IReview and Maintenance of eSource I Maintenance of

Yiew Intended Award that friggered MOLA eSource
eSource Reparts Menu

Just for testing

eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

2 Then, click to view all Open eSource Bids.
3 Then, click Next.
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-
Team
Georgia (.
J Marketplace

Georgia®

Georgia Procurement Registry

eSource Review & Maintenance

Select Status Click to view all
All eSource Bids o
open events in
I I Cpen eSource Bids I eSOUrce

Saved eSource Bids

Under Evaluation eSource Bids

Awarded eSource Bids

Cancelled efource Bids

Closed eSource Bids(No responses received)

Cornpleted eSource Bids(RFQC & RFI)

EQ_rnaintanence

4 Select the desired event.

-
Team
Team
Y o
Georgia Procurement Registry

Adminisirative Services

List of Open eSource Bids

Click on eSource Number to Update

Select the
desired event

|Agency |eSour'ce Bid Status
[ES-RFL-84700-30 |K-0 Training Services 34700  [open
[ES-RFP-84700-22 [K-0 Training Progranis 34700 |open
[ES-RFQ-84700-37 [Technical Books for Dertal Tech Program 84700 [open

Return to Menu |

|eSour'ce Number |e50urce Title

The following options are available when working with an open
event in eSource:

¢ View the eSource— For example to review for accuracy.
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o Edit the eSource— For example, to extend the closing date

or add the addenda.

o View responses— to see which suppliers have responded
e Add a supplier not previously selected or notified of the

eSource opportunity.

e Email all suppliers who received notice of the event from

eSource— to clarify an issue with the event or send a
notice.

e Resend the email notice to a supplier who did not receive it

the first time or who accidentally deleted it.

e Cancel the eSource.

Editing an Open Request for Information (RFI) Event

The edit function allows you to modify an open event. With
the Edit function, you can add and remove documents,
change closing date and time, add/delete NIGP Codes or
update the Header Panel information.

When working with an open RFI event, you may only add or
delete documents and add or delete NIGP codes as there are
no line items associated with this process.

Click to view all Open eSource Bids.

Then, click Next.

g ter,
eargia
=

Marketplace

Georgia Procurement Registry

eSource Review & Maintenance

select s;ams ) Click to view all
All eSource Bids .

C open events in

eSource

I [a Open eSource Bids

Saved eSource Bids

Under Evaluation eSource Bids
Awarded eSource Bids
Cancelled eSource Bids

Clased eSource Bids(Mo responses received)

Cornpleted eSource Bids(RFQC & RFI)

R

EQ_rnaintanence
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3 Select the desired event to be edited and make the necessary
changes.

4 Click on Update Header to update information on this event.

eSource Peview

wSourca Nembar ES-EF [-B4700-4T

Salicitation Frececs EFl

Furchace "I'*I E.l-:p.nl!ﬂ‘i-'u Tnforsation Mo Cantract Tepued

Cotegory Type Servicess Spacial Frojects

Ageney Name B0 FLENT RIVER TECHMICAL OOLLEGE

Conteet Mama Ay, Stacy

Contect Phone Ter-Tra-Ta07

Contect Emall ey flartrivertech sde

Fizcal Yesr 2000

abourcy Tithe K4 training progros

aSsurca Dasoriptien ) tranieg progras Bidders metd subedt slictronic documents defesing
awilebe progross and the compenints arpscketed with sach progras
progaded

aSoures Brleased Date DEMOVZ0 03F 1 PW

Clazing bare B30/ 20

Chaing Tims 100 P

MIGH Coda Selaction (4000 — Animal Card Sepplies [Callers, Clesting, Leathes, £1¢.)

=004 — Animal Tramnisg Equipsent and Supplier

I Click Update
I | Header

In this example, K9 Training Program for the Flint River
Technical College, the decision is made to require the
suppliers to submit electronic documentation regarding the
programs they provide.

5 To do this, click on Update the Header and include the
comments to the description box.

6 Make the necessary updates to the description box, change
closing date and/or time, schedule an Offerors’ Conference,
add/delete NIGP Codes, add/delete documents.

7 Then, click Submit.
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tontact Phana [rrerz-reme Undat
et |sacey@fnmiveriach.edu descrip ti‘il)r:a box
Fiscal Yoar Im p

wSource Tiths

|8 training program

Dancripiion HK’ training program

Sidders must submit electronic documenca
decailing available programs and The Components
associated wich each program proposed. o

Change closing
date and time

Cormpatitive Solistatisng Suidelingd

tlasing Dats Ii i) Schedule Offeror’s
Elosing Time [575] . [002] guvememy © vt oot conference

Offerors” Conference [rua jl Enter Offerars' Conference Information |

HIGP Code Selection Fayword Search C MWumaric Search

Add/delete NIGP
Codes

Chads to dalets RIGP codes and dick Swbmit
HIGPs that are assigned to Lines will mot be deleted

T aser e Pl » | 70 L
| ! ‘Assign NIGP Cod,
Add/delete documents L__Assian s |
pcumantss | AddDelate Documents

Click submit
[ S| when finished

Below is the updated information.

8  After you have completed the edits to the event, click on
Save eSource and Notify Suppliers.

eSource Review

i CoalPumiei LB

ES-&F 1-B4 7 004 T

EFl

Baquert For Inforsarion Mo Camract Teeoed

Servicens Sprcial Prajacts

B4T00 FLEMT RIVER TECHMICAL OOLLERE

Acry, Sracy

TIr-Tri-TIeT

oy artrurerfech sde

FuaiLif

Ef traning progroms

[ <] Traming progras Butcfiers med subed electronikc documsentts dataaing
@vailale progroms and the componants anpacietidd with aach program
progased

RES IO 20D 03231 P

OF /30020

1040 P

04003 —— Animal Cone Supplies [Collers, Clething, Leathds, ¢9¢.)
=004 — Arimal Trainisg Equipsent and Sugplier

Click to notify
suppliers
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9

10

Include information regarding the changes that you made.

Then, click on Send eMail to end the email to the selected
suppliers.

Email Message to Suppliers
Flease send an email to all the supplbers notifying them of the changes made to this eSource

ES-RFI-84700-47

FROk

sacap@flinteivertech. adu
T

all Hotified Suppliers
SUBINET: efource Addendurn Motfication (5-RFT-BaT00:47

HESSAGE:

ddded additional response rcqulremnt:*

Click to send the
email to the suppliers

Send Emaal

EC2_email_vendar

Once you send the email, this screen displays

. Click Return
to return to the main menu.
Team
@ Team
- | Mca?!urcg!t?:»lace t_g,sm
Georgia Procurement Registry

A rirwiive Jarv e

eSource Message

an Ernail has been sent to all the suppliers for the eSource ES-RFI-B4700-47

[ereren I~ click Retum to Menu

eSource sends you an eMail confirming that all suppliers for
your event have been notified.
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Editing an Open Request for Proposal (RFP) Event

When working with an open RFP event, you may only add or
delete documents and add or delete NIGP codes as there are
no line items associated with this process.

The edit function allows you to modify an open event. With
the Edit function, you can add and remove documents,
change closing date and time, add/delete NIGP Codes or
update the Header Panel information.

1 To edit an open RFP event in eSource, click on the event you
want to edit and make the necessary edits.

Team N
J Georgia (.

Marketplace .
Georgla

Georgia Procurement Registry

Advmbl siratlve Service

List of Open eSource Bids

Click on eSource Number to Update

—
‘eﬁource Number ‘lﬁource Title ‘.‘Lgency ‘eﬁource Bid Status

S;;i,";ghue le5-27P-£4700-12 fthetic Launary Servies 64700 [open

want to edit ‘ES-RFF-SJJOO-Z ‘ atering services-test ‘847{]{] ‘open
IESRFP-84700-22 {9 Training Programs (84700 [open

Returnto Menu |

EQ open

2 Once you locate the event you want to open, click on Update
Header.
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Selicitation Process RFF

Perchase Type State Entity Contract

Category Typa ServicenfSpecial Projects

Agency Hama B4T00 FLINT RIVER TECHMICAL COLLEGE

Contect Mame Acey, Stocy

Contact Phona TI-1T1-T077

Contect Emall sacey®flntrivertechiedy

Fizcal Yoar 2010

#5eurce Title Large Document Copiers

eSeurce Dascription Seeking fo purchese 2 36" Large Document plotters. Plofhers mast hove

capability o copy on various mediums, to inchade vellun, 3ail/4nil mylar,
20 bond. Purchased plotters to be networked with corrent units, fotally
85,

eSource Raleased Dote 06/11/ 2010 0845 AN

Closing Date 07/30/2010

Cloging Time 100 PR

Estimated Contract Value SO0000

MIGF Coda Selection 20479 — Printers, Digital
T0065 — Poper Production and Processing Equipment and Supplies Mot
Crherwise Classifred)

20634 — Confrollers, Peripherak Plotters, Printers. Digrtizers, etfc.
20672 — Printers, High Speed, Line Prinfers, and Prinfer Subsystems

= seanaraed: R RFP Tenplete
REP rements
Click on sEEfcnarateet
Update Header P I
Sewe eSource and Notly Suppliers |

3 The Header Panel displays to allow you to make changes.
Make the necessary changes. At this point, you can change
the following:

contact name

contact phone number

contact email information

fiscal year

description

estimated amount

closing date and time

add or remove NIGP codes

add or remove documents
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Fiscal Yaar 2010 =] I

o Source Tithe

|Lurge Document Copiers YOU can
Pascription Seeking to purchase 2 346" Large Document ZI Chan e the

plotters,. Flotters must have capability to copy g

an VATious mediums, o includse vellum, Imil/4mil descr'ption

mylar, ZOM bBoapd., Purchassd placters o be

networked with current anite, cocally 65, =1

Eoact Vahre - .00

Sampetitve Folicitationy Suidelines

tlasing Date ,7 &
Clasing Tame 01 =] - [00 =] grubvermeny © &n4 & B3
Offerors” Confersnce [1ore - Enter Oferars’ Conlarance Information |

NIGP Code Selectio o Eayword Sasrch o Humaric Seardh

Chack bt delate HIGE codes and dick Submit
HIGPE that are assigned to Lines will not be deleted

M 2
0 7o d 5
T zo
= W You can change
Azzign NIGF Codes NIG P COdeS
DocumeEnbs ] Plaase complate the regued aRFP_dansment snd sttach it te this
fvent via the Attach «BFP Document button
Attach eFFF Docurnent You can attach additional
documents or remove
aBFFE Template . .
aRFP Byguirements existing documents
abFP CoptEhaat
T—

4 If you click Attach eRFP Document, this screen displays to
allow you to browse for the document and then, upload it.

State of Georgia eSource System

Add Documants

eSource Mumber: ES-RFP-B4T700-48
aSource Title: Large Cocument Copiers

Click on
Upload eRFP Document Browse to flnd
Select document Te ke posted from your computer. [CADocuments and Sdfw the file to
attach

Submit the Documeant |

Documents submitted

Click o document tithe o wiew the decument

Document Title |Select decument for Daletion
leRFP Template |
.eE‘FF' Reguiremants | —
eftFP CostSheet —

Delete selected Document

5 Once you find the document, click on Submit the Document
to upload it to your event. This will take you back to the
Header Panel.
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6 If you are finished making changes to your event, click Save
eSource and Notify Suppliers.

fen

Ve Sooa
[ ¥ HM;lrkﬂlplacu

Georgia Procurement Registry

eSource Review
wr Information

ES-RFP-84700-22
RFP
State Entity Controct
Services/Special Projects
84700 FLINT RIVER TECHMNICAL COLLESE
Acey, Stacy
FIT-TTT-7T7T
socey®f lintrivertech.edu
2010
K-2 Training Programs
eSource Desoription Training solutions Tor law enforcement and rescus canines,
eSource Released Date O5/24/2010 O02:42 PAM
Closing Date O6/25/2010
Clozing Tima 1000 PAA
Estimated Contract Valua 265000
MNIGP Code Seleation:

96206 -— Animal Care, Animal Shelter, Animal Production Services, efc.
eSource General Decumants:

&RFP Template
eRFP Reguirements
S Click to save and

notify suppliers

Update Haadar |

Save aSourca and Matify Suppliars

When you click Save eSource and Notify Suppliers, eSource
forces you to send an email explaining the changes you
made. Enter your message for the email in the Message field.

Include information reflecting the changes you made to the
event.

Team
Georaia
[ Marketplace

Georgia Procurement Registry

Email Message to Supplicrs
Plaase sand amn amail ta all the suppliarse notifying tham of the changas

ES-RFP-84700-22

Click to send
eMail to suppliers

Send Email

Once you click on Send eMail, eSource sends an email to all
suppliers participating in the solicitation. This screen displays
to indicate the completion of the posting process.
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7 Click Return to Menu to return to the main menu.

-
R oo, o
4

Marketplace .
Georgla

Georgia Procurement Registry

Adminisirative Services

eSource Message

An Email has been sent to all the suppliers for the eSource ES-RFP-84700-22

Click
Return to
Menu

Return to Menu

Editing an Open Request for Quote (RFQ) Event

1 To edit an Open RFQ event in eSource, click on the event you
want to edit and make the necessary changes. The edits you can
make include adding documents, adding line items or deleting
line items.

In this example, buying text books for the Flint River Technical
College, the decision is made to delete the pediatric Oral Care
text books.

2 To do this, find the line with the description and click the Delete
button.

e e T
Estimated Contract Value FEOOO

NIGP Code Selection: 26086 —— Pharmaceuticals, Dental: Anesthetics, Antiseptics, Plaque
Disclosing Liquids and Tablets, etc.
71548 -—- Medical Books and Publications
71583 — Textbooks, Adult Education
F1612 - Books, Reference: Dictionaries, Encyclopedias, ete.
F1533 —— Drawings and Diagrams: Dimensional, Technical, etc.

T1547 —— Mhanuals: Parts, Personnel, Policy, Purchasing, Training, ete.,
Mot Otherwise Classified

F1588 -— Textbooks: College Level (Includes Student and Teacher
Editions)

eSource General Documents: CEES omplode

Update Header I

(click o e Rombor o Update) Click to
1 Dental Technician d I t
2 bental Techs Delete elete
3 COral Care Delete I

< Pediatric Oral Care Delete I
5 Orthadonics Delete I

Add Mew Line lterm

Click to add a
new line

Click to send
notification of the
change to the suppliers

Save eSource and Motify Suppliers
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3 Notice the line was deleted from the event. Click Save eSource
and Notify Suppliers.

4 eSource forces the Issuing Officer to send an email explaining the
change. Enter your message for the email in the Message field.
The eMail to the supplier includes information to reflect the
changes you made to the eSource event.

%You must send an email notifying suppliers of the changes
when editing any eSource event: RFI, RFQ, RFP or RFQC.

Email Message to Suppliers

Back
ES-RFQ-84700-37
sacey@flintrivartech.=du
all Motified Suppliers
SUBJECT: Irforration relsted to solicitation: ES-RFQ-84700-37

MESSAGE:

A Prebid meseting has been sScheduled for this eSource.
Flint River Technical College
Main Campus—EBuilding A, Room 1234

To ke held at: -1

Date and Time: July 29, 2010 10:00LM

Click to send an email
notification to the
selected suppliers

Send Email

5  After submitting the email, the following screen displays
confirming that the email has been sent. Click Return to Menu.

()

Georgia

Team
Georgia
J Marketplace

Georgia Procurement Registry

Deparimant af
Adminisirative Services

eSource Message

An Emall has been sent to all the suppliers for the eSource ES-RFQ-84700-34

Retum to Menu

After sending the
eMail, click
Return to Menu.

Lag_tni=azdge
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Viewing Suppliers Who Responded to an Open Event

At any point in the process, you can view the suppliers that
have submitted responses to the event. However, you are not
able to view the files containing the responses or the cost
information. This information is not available for viewing until
the event closes.

This feature allows you to monitor the list of respondents and
review the number of respondents. This makes it easier to
decide whether to add more suppliers to the supplier list when
the list of suppliers is too short or to cancel the event due to
lack of responses.

1 To view suppliers that have responded to an event, access the
eSource main menu and click on Review and Maintenance of
eSource.

Team
@EJ Georgia

Marketplace

Georgia Procurement Registry

eSource Menu

Post MNew eSaurce

Review and Maintenance of eSource

Tew TrTended Aveard THat Triqoere
eSource Reports Menu

Just for testing

eSource List to hard close a quote
eSource NOTA fast forward

Feturn To Main Menu

2 Because you are interested in the number of suppliers who
have responded to an open event, select the Open eSource
Events status.

3 Click Next.
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-—

Team

G .
A= @
" . Georgia
Georgia Procurement Registry | ot

eSource Review & Maintenance

Select Status
All eSource Events

Select to see suppliers
responding to an

Open eSource Euents

Saved eSource Events

Under Evaluation eSouree Events Open Event

Awarded eSource Events
Cancelled eSource Events

Closed eSourca Evants(Mo responsas receivad)

Completed eSource Events(RFQC & RFI)

Click Next to
continue

4 eSource presents a list of currently open events. Select the
event you are interested in by clicking on the blue hyperlinked
eSource number.

-
Team
@ Georgia (.
. I‘Mark.c_-tplen:e

. N Georgia
Georgia Procurement Registry

Dapa

nt of
P ervic

List of Open eSource Events

Click on gSource NMumber to Update

|¢.Sourc¢ Number |¢.Sourc¢ Title |Ag¢ncy |¢.Sourc¢ Status
[ES-RFI-84700-47 K2 training program [84700 [open
|ES-RFP-84700-58 [HWAC Repair and Service [84700 [open
|ES-RFP-84700-62 [Commissary implementation [e4700 [open

[ES-RFP-84700-66 [Athletic Laundry Services [84700 [open
[ES-RFP-84700-62 [Athletic Laundry Services [84700 [open
[ES-RFGI-84700-61 [Costomolagy supplies [e4700 [open

Fo_RFEC-54700-64 IBookstore Clothing-Resale-Screen Pr‘m‘r|E47OO |D|:en
ES-RF@-84700-740cCasmatalagy supplies [84700 [open

Return to hMenu |

Once you select the desired event, eSource displays a list of
suppliers who have responded to the solicitation. You can view
the following information:

e Supplier name

e Supplier contact name

¢ Email address of the individual who responded

¢ How the supplier was selected to participate in the

solicitation
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5 After veiwing the information, click Return to Menu to return
to the main menu of eSource.

-
R oo, @
=4

Marketplace g
Georgla

eorgia Procurement Registry

Click to return to
the Main Menu

Departmant of
Administrative Services

List of Suppliers Who Responded on eSource

Suppliers who
have responded

Return to kenu |

ES-RFQ-84700-74

|SUPPLIERNAME |SUPPLIER CONTACT |EMAIL ADDRESS ‘SELECTIDN PROCESS

[HEMRY SCHEIN THE [scHEINL, SCHEINL [fsertst@sac. ga.gou [Systam selacted
|IMPACT CHEMICAL CO |Jacque|\ne, Jackson-Harvey |Fscmtst@sao.ga.gou ‘System selected ethnic
[McKESSON MEDICAL-SURGICAL [Therese, Mugae [fscrntst@sac. ga.gov[Systerm selacted

Emailing Suppliers

You can send an email to all suppliers who have received
notification to participate in the solicitation. You may do this to
clarify a part of the eSource, for example.

In this example, an email is being sent to all suppliers
participating in the event to notify them that the solicitation
closing date and time has been extended.

1 Access the eSource main menu and select Review and
Maintenance of eSource.

Team
@EJ Georgia

Marketplace

Georgia Procurement Registry

eSource Menu

PostMNew eSource
Review and Maintenance of eSource
Yiew Intended Award that triggered MNOTA

ESDur‘ce RQEDr‘rS Menu I

Just for testing

eSource List to hard close a quote
eSource NOTA fast forward

Return To kdain kdenu
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2 Click on Open eSource Events to display only open events.

3 Click Next.

Team
Georgia (.
J Marketplace

. : Georgia
Georgia Procurement Registry

Depart
Adminis

eSource Review & Maintenance

Select Status
All eSource Events

Cpen eSource Euentsl

Saved eSource Events
Under Evaluation eSource Events
Awarded eSource Events

Cancelled eSource Events

Closed eSource Events(Mo responses received)

Completed eSource Events(RFQC & RFI)

{ Click Next j

4 From the list of open events, select the desired event by
clicking on the blue hyperlink.

List of Open eSource Bids

Click on eSource Number to Update

eSource Number |e50ur'ce Title |Agency ‘eSource Bid Status
ES-RF1-84700-30 [K-0 Training Services 184700 [open
ES-RFP-84700-22 k-0 Training Programs 184700 |open

ES-RFQ-B4700-37 [Technical Books for Dertal Tech Program 84700 |open
ES-RFQ-BA700-45 |Technical Baoks for Dental Tech Pragram 84700 |open

‘ES-RFQC-B4700-42 |Cnsm0‘rnlogy Pragram Supplies |B4700 ‘open

5 Click on Email Suppliers. This screen allows you to compose
and send an email message.
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@ é?e%rpgia (.

Marketplace L
Georgla

Georgia Procurement Registry

Adminigtrative Services

eSource Maintenance on ES-RFI-84700-30

View eSource
Edit eSource
View Responses
Add Suppliers

Email Supplierd

Resend Notice
Cancel eSource

Return to Menu |

EQ edit

6 After entering the email message, click Send Email to submit
it.

-
@ g%%'pgia (.

Marketplace

Georgia Procurement Registry

Georgia®

Department af
Administrative Services

Email Message to Suppliers
Please send an email to all the suppliers notifying them of the changes made to this eSource
ES-RFI-84700-20
FROM: sacey @flintrivertech.edu

TO: All Hotified Supplisrs
SUBJECT: eSource Addendum Motification ES-RFI-284700-20

MESSAGE: [5y rended closing date and time

Enter the email
message

Once the message is ready to

be sent, click to send the email
|M| to the suppliers
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Adding Suppliers

With eSource, you can select suppliers in three ways:

System Generated: This is the default option. In this
option the system selects all suppliers registered in Team
Georgia Marketplace™ with the NIGP codes listed in the
solicitation

Add Registered Suppliers/Bidders: This option is available
to select suppliers who may already be registered in Team
Georgia Marketplace™, but may not have registered using
the NIGP codes you selected in your solicitation

By email: Using this option, you have the ability to notify
suppliers who are not registered in Team Georgia
Marketplace™ about the availability of the event in
eSource

Adding System Generated Suppliers to Your Event

Using the NIGP codes assigned to the solicitation, eSource
automatically selects all the suppliers who have registered
with Team Georgia Marketplace™ with those NIGP Codes
selected to receive an email announcing the availability of the
solicitation.

1 Once you have started the posting process for an event, click
on Save and Release to add system selected suppliers to

your event.

POFERasE TYpe’ TOTE STy COTTTaeT

Category Type: Zonds

Agency Name: 84700 FLIMNT RIVER TECHMNICAL COLLESE

Contact Name: Acey, Stacy

Contact Phone: % TET-ETEIETT

Contact Email: sacey@flintrivertech.edu

Fiscal Year 2010

eSource Title Cosmotology Program Supplies

eSource Description The purpose of this RFQC is to result in a multiple award of qualified
contractors to provide cosmotology products. This includes but is not
limited to all types of hair products, nail care and operator instruments.

Closing Date 07162010

Closing Time 1:00 P

NISGP Code Selection: 00EBD — Chair Cloths, Shampoo Capes, and Clips

OQBEES — Clippers and Parts (Hair])

00562 — Diryers, Curling Irons, and Parts (Hair)

65235 — Electrolysis Equipment (Hair Removal)

65242 — Hair Cleaning and Conditioning Supplies: Colors, Creams,
Dressings, Oils, Rinses, Shampoos, Sprays,

65243 —— Hair Care Accessaries: Bands, Curlers, Mets, Pins, Rollers,
ete.

Update Header I

Sawve eSource to release later |

Click to continue

Save & Release |

and add suppliers

Cancel eSource |
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2 When you click Save and Release the following screen
displays.

-
Team
Georgia (.
‘ Marketplace

. B Georgia
Georgia Procurement Registry

Depanmant of

Adh ative Sorvices

eSource Supplier Selection

Based on the NIGP code(s) selection, the eSource system has generated the supplier list.

There are a total of 7 Team Georgia Marketplace Suppliers registered for the selected NIGP code
(s). If you would like to increase the total number of Team Georgia Marketplace Suppliers
receiving notification of this eSource, please dlick on the "Back™ button below and update eSource
header to add more associated NIGP code(s). If you do not want any additional Team Georgia
Marketplace Suppliers, please proceed with your eSource by clicking the "Next” button.

You can click ERER
to add more Leack]

NIGP codes

EQ_Vendor_selection|

At this point, eSource informs you how many suppliers will be
notified of the eSource posting as well as give you the option
to add more suppliers by using the Back button to add more
NIGP codes to notify additional suppliers.

2 Click Next to have eSource automatically select suppliers.
eSource selects suppliers based on the NIGP codes selected
for the solicitation and whether the supplier is registered in
Team Georgia Marketplace™.

3 Once the list of automatically selected suppliers displays, click
on Accept Supplier List to accept the list displayed.
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Ry oo, @

Marketplace :
Georgia’

Georgia Procurement Registry ——
eSource Supplier List
NIGP Code(s) Assigned

36206 --- Animal Care, Animal Shelter, Animal Production Services, etc..

’E Supplier Name Supplier Certified |Ethnic
Selection Minority |Classification
[t [DAMS TRANSFER & STORAGE CO INC |[Syst=m selected [ [nom
[z |[aLPHACORP T [5ystem selected [ [nom
[3 |[CoRmELIUS & AssOCIaTES [5ystem selected [m [nom
[+ |[AvGaFem [System selected [ [nom
5 zca [system =zelected ethnic[v [asa
[6 [SAILORS ENGINEERING ASSOCIATES INC [System selected [ [nom
[7 [WHITING-TURNER CONTRACTING CO  |[Syst=m =elected [ [nom

Click to accept the list
of suppliers

I Accept Supplier List ﬂ

4  Scroll down to view the entire screen.

5 Once you are ready to post the eSource event and invite the
selected suppliers, click Notify.

eSource Bid Summary Information

|eSource Number |Es-RFI-84700-18
[Bid Process: [rFT

[Purchase Type: [Request Fer Information Mo Contract Issued

Category Type: Goods
Agency Name 84700 FLINT RIVER TECHNICAL COLLEGE

Contact Name [Acey, Stacy
|[Contact Phonea [F77-777-7777

|[Cantact Email [sacey@flintrivertech.edu
[Fiscal Year [zo10

|[eSource Title [k-2 Training

eSource Description Training selutions for law enforcement can . To include but limited to drug
enforcement, search and rescue and esxpl es training.

[Closing Date [os/z1/z010
|Clesing Time [t.00 Pm
|Estimated Contract Value [0

|'<'IGp Code Selection: |96206 --- Animal Care, Animal Shelter, Animal Production Services, stc..

[Documents [

Suppliers Selection

Supplier Name Supplier Certified [Ethnic
Selection Minority Classification

ADAMS TRANSFER B STORAGE CO INC Systemn selected noM
ALEHACORE INC System s=lectad noM
CORMELIUS & ASSOCIATES System s=lectad noM
HYGAFEM Systemn selected noM

SCR System selected ethnic |ASA
& [SAILORS ENGINEERING ASSOCIATES INC [System selectad [nam
7  |[WHITING-TURNER CONTRACTING cO [System selectad [nom

Y.our eSalll.lr:e is"now complete. To notify suppliers, . .
click the "Motify” button. - C|ICk tO notlfy
suppliers

CAUTION! Exit
If you do not want to notify suppliers, please dlick

w<it”, which wall return you to the eSource menu
screen. This eSource information will be saved.

6 Then, click Notify Suppliers.
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g @

Marketplace :
Georgia

Georgia Procurement Registry

Admbnigirative Services

eSource Notify Suppliers

This is the final decision point.  If you select "Notify Suppliers”, your solicitation will be processed
and e-mails are automatically distributed.  "Return to Menu” will save the eSource but undo all
the supplier selection process and take you back to the main menu.

Click to notify
Return to Menu | suppliers

EQ_notifyl

A screen displays with a message indicating that the suppliers
have been notified along with a list of all notified suppliers.

% Because suppliers often register with one or more
additional contacts, all contacts associated with that supplier’s
business are on the list. For this reason, it is not uncommon to
find more than the number of suppliers selected on the list
and some suppliers listed more than once.

6 Scroll to the bottom of the screen and click Return to Main
Menu.

T
eorgia
- |

Marketplace

Georgia Procurement Registry

eSource Notification List
Your eSource has been processed and the selected suppliers have been notified.

Reference Number ES-RFI-34700-18

Ethnic
Classification
ADAME TRANSFER & STORAGE CO [NC s selec oM
ALPHACORD INC s o NOM
ALPHACORD INC < HOM

NOM
NOM

[asA

AILORS ENGINEERING & [ATES InC E oM
WHITING TURNER CONTRACTING CO E (=
WHITING-TURNER CONTRACTING CO E (=
WHITING-TURNER CONTRACTING CO = ==l=c oM

COUNT

1
=

f Suppliers 7

[Total Number of Supplier Contasts|[10 Click to return

I Return to Main Menu I to Maln Menu

EQ_final_notified_list
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eSource sends you an email confirming the posting of the
event. The following is a sample email similar to the one you
will receive.

I eSource Confirmation ES-RFQ-64700-34 - Message (Plain Text) o) x
Fle Edt Wew [nsert Fomat Took  Actions  Help
Ry | CaRenlytoal | Gyrorward | 5 B [ [ ¥ (8B X - v - & i_l)ﬂ
-y
From:  gprtest@doas.ga.qov Sent: Tue 6/1/2010 335 M
To: Test, GPR
[0
Subject:  eSource Confirmation ES-RFQ-84700-34
84700 FLINT RIVER TECHNICAL COLLEGE :J

E5-RFQ-84700-34

Technical Books for Dental Tech Program
2010 Jun 01 B 03:35

06/30/2010 § 1.00 BX

Tour edource has been posted and 10 suppliers have heen notified.

Adding Suppliers Not Originally Notified

The Add Suppliers option enables you to add additional
suppliers to the selected supplier list. Any supplier you add
using this function will receive an email invitation to respond
to the eSource and will receive a one-time User ID and
password.

You have two methods to add suppliers that were not system
selected while the eSource is open.

e The first is for those suppliers who are registered through

Team Georgia Marketplace™, but are not registered with
the NIGP codes used for the eSource. You may add a
registered supplier who will then be notified via email
regarding the bid opportunity.

e The second way to add a supplier while the eSource is still

open is for suppliers not registered in Team Georgia
Marketplace™ to receive notification via email that they
need to register through Team Georgia Marketplace™ prior
to receiving a notification from eSource. Once they register
in Team Georgia Marketplace™, they receive a notification
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of the eSource.

When you click on Add Suppliers, this screen displays to
provide you with the choice to add suppliers already registered
in Team Georgia Marketplace™ or send an email to non-
registered suppliers to your eSource.

-
Team
Team
e o
Georgia Procurement Registry '

Capartmant of
Admilstrative Services

Add/Email Additional Suppliers to the eSource

Add Registered Suppliers

Ermail Monregistered Suppliers about this eSource

Return to Menu |

EG_add_additionzl_vendors|

Adding a Registered Supplier — Registered in Team Georgia Marketplace™

1 To add a supplier that is registered in Team Georgia
Marketplace™ as a supplier, click Add Registered Suppliers.
This screen displays to allow you to search for suppliers.

-
R L, @
&

Marketplace Georgla
Georgia Procurement Registry

Dapartmant af

A ative Services

eSource Add a Supplier

Return to Menu |
Enter a key word which will be used to search Supplier Name. The selection of an additional
supplier will be made from the list generated by your search.
Enter keyword
and CIICk Iwallace Search |
Search

EQ_add_vendar_criteria

2 Enter at least one word of the name of the company in the
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space provided.
Click Search.

A list of all companies with that search phrase displays. Select
the supplier to add and click Add Supplier. A second screen
displays to allow you to click again to add that supplier. Each
supplier selected must be added separately.

Team
.‘ Georgia

Marketplace

Georgia Procurement Registry

eSource Add a Supplier

-

Click to Return
to Menu

[~ Retum to Menu

ES-RFQ-84700-37

é Click Add

Supplier button

adjacent to the
supplier you
wish to add

Add SUpp”EI’ [ialulululul=heicd-] |CARITHERS WALLACE COURTEMAY IMC |JOHNDIDGEON JOHMPIDGEDM

Add SUPP”EI’ Qoooo004791 |MOORE WALLACE MORTH AMERICA INC  |Blake Church

Add Supplisr []|7000L40498 |WALLACE & 50N |WA|_LACESON WALLAGES 0N

| Add SUpp“BI’ |BIDDDD9302 Brown Smith Wallace, LLC Fyan Hauber

Add Supplier BIDOOOLS43 |L. D, wallace & Associates, Incorporated |Linda Staten

EQ_add_vandor_list

%You might consider searching Team Georgia Market
Place first before adding a registered supplier just to:
e Ensure the supplier you want to add is in the system.
e The supplier is active.
¢ The contact information you have is correct.
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-
Team
Team
e, ®
Georgia Procurement Registry

Georgia

Dapartmant st
Administrative Seryl

Add a Supplier

This i the final decision point,  1f you select "add and Matify the Supplier”, the Supplier will be
added to your selected supplier's list and simultaneausly an email notification will be sent to the
newly added suppliers, "Return to Menu” will take you back to the main menu,

Add and Matify the Supplier (MOORE WALLACE NORTH AMERICA INC) |

PetumaMenu | Confirms the supplier

selection

EQ_zdd_vendor_confirmatian

A final screen confirms that the supplier has been added, and

an email notification about the eSource opportunity has been
sent to the added supplier.

Adding a Non-registered Supplier — Not Registered in Team Georgia
Marketplace™

At times, issuing officers may know of suppliers who have the
ability to provide the products or services for an event but the
supplier is not registered in Team Georgia Marketplace™. You
can notify them of the event but following the steps below.

1 To add a supplier that is not registered through Team Georgia
Marketplace™, to an event not yet posted, click Email
Nonregistered Suppliers about this eSource.
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-
Team
Georgia (.
J Marketplace

. . Georgia
Georgia Procurement Registry

Deparimant of
Admbnigtrative Services

Add/Email Additional Suppliers to the eSource

Add Registered Suppliers

IEmaiI Nonregistered Sunpliers ahout this eSaurcef

Feturn to Menu |

EQ_add_additional_vendars

This screen displays.

-
Team
Team
o8 e o
Georgia Procurement Registry e

Email Message to Nonregistered Suppliers Add the email
address of the

ES-RFQ-84700-37 contact person

Back |

TO:

I Imzwruck@msn.mm

SUBJELT: Information related to solicitation: ES-RFQ-84700-37

MESSAGE: 4 solicitation has been posted to the State of Georgia anline eSource system. The
specific eSource is accessible via the following link ES-RFQ-B4700-37
If you are not a Registered Bidder or Supplier with the state of G, and want to submit
a bid please register and submit your bid,

---The buyer can supply additional tewt In this section of the email ----

Additional
Information:

Send Email

EQ_emailNonregistered_Wendors

2 Type in the email address of the contact person and any
additional information in the Additional Information field.

3 Click Send Email.
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4 eSource provides the opportunity to email additional
Suppliers. Once you have added all suppliers, click the Back
button.

Resending an Email Notice to Suppliers

You can use the Resend Notice function for any of the
following reasons:

e To resend the eSource email invitation to a supplier who
initially decided not to respond to the event and deleted
the original email invitation.

e To resend the email invitation to a supplier who responded
to the eSource invitation and then deleted the email, but
now needs to go back into the response to edit or to
withdraw his/her response.

e To resend the email invitation to a supplier whose
computer firewall prevented the email invitation from
passing through.

e To resend the email invitation to a supplier who did not
get the first email due to a change in email address, but
who has returned to Team Georgia Marketplace™ and
updated his/her email address.

e To send the email invitation to a contact that has been
added or whose information has been changed.

Follow these steps to resend a notice to suppliers:

1 Access the eSource system, click on Review and Maintenance.
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Team
v Georgia

Marketplace

Georgia Procurement Registry

eSource Menu

Post Mew eSource

Eeview and Maintenance of eSource

View Intended Award that triggered NOTA
e5ource Reports Menu

Just for testing
eSource List to hard close a quote
eSource MNOTA fast forward

Return To Main Menu

2 Set the radio button to Open eSource events then click Next.

-
ﬁ éee%rpgia (.

Marketplace -
Georgla

Georgia Procurement Registry

eSource Review & Maintenance

Select Status
[l All eSource Events

Dpen eSource Events

Saved eSource Events

Under Evaluation eSource Events

Awarded eSource Events

Cancelled eSource Events

Closed eSource Events(Ma responses received)

Completed eSource Events(RFQC & RFI)

3 From the listing of Open events that the system provides,
select the one which you are working on by clicking on the
blue hyperlink.
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B (6'
eorgia
K J Markgtplace

Georgia’

Georgia Procurement Registry

Administrative Service

List of Open eSource Bids

Click on eSource Number to Update

Click access |eSour'ce Number |eSour'ce Title |Agency |e$our'ce Bid Status

the event [ESRFL-B4700-30 -9 Training Services (84700 [open
ES-RFP-B4700-22 |K-9 Training Prograns BATOO |open
ES-RFCJ-84700-378Technical Books for Dental Tech Program |B4700 |0|Jen

Return to hMenu

4  Click on the Resend Notice button to display a list of all
suppliers who have already received email notices.

-
Team
@ Zeam
[ '3 J Mggliglt?:ilace ch?gia
Georgia Procurement Registry

eSource Maintenance on ES-RFI-84700-47

Yiew eSource
Edit eSource
Yiew Responses
Add Suppliers
Ernail Suppliers

Resend Motice

Cancel eSaource

Return to Menu |

5 Select the supplier or suppliers who are to receive the second
notification email by clicking in the box adjacent to the
Supplier name.
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leam
g o ace @©
Georgia Procurement Registry

eSource Supplier Re-MNotification

ES-RFQ-84700-37

Back I
[RESEND| [SUPPLIER NAME [sUPPLIER SELECTION
,|—7 |CHANNING L BETE INC |Svstem selected
f ,|—7 !HENRY SCHEIM INC |Svstem Isalecjad
Select the ,'_7 IM RE LLaCE MORTH AMERL INCL ﬁate
. — T =T M O3 (TR Y= TP W ool Il
supplier or | [resteusisnine consoration [sverem selemes
Supp"ers that - e T T e TEvrearn Teleeees
are (o receive O e K
an email S | oA I
notification [ MDI CREATIVE Inc Systarn sslectad
— Sustern zelected
|— Gordon Burns & i L. Systern selected
|— PETCOM WIRELESS Systern selected athnic
rity Supplier Contacts
%You should confirm with the supplier that the email
address on the supplier list is correct. If it has changed, the
supplier must access Team Georgia Marketplace™ and update
the email address before you can resend the email notice.
6 Scroll to the bottom of the screen and click Verify Supplier
Contacts. This screen displays.
Team N
Jeam
g oo, ®
. . Georgia
Georgia Procurement Registry N
eSource Supplier Re-Notification
ES-RFI-84700-47
Back
|[RESEND [SUPPLIER NAME [suPPLIER SELECTION
‘ r ‘SUTHERLANDS FOODSERVICE INC |Sl,lstem selacted
YWerfy Supplier Contacts |
EQ_vendor_resend_list
7 Select the supplier to whom you want to resend the email
notification. Notice that there may more than one contact
listed for this supplier, select the contact(s) you wish to
resend the notice to by clicking the resend box adjacent to
the contact then click Resend Notification.
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corgi (.
'@ Georgia
J

Marketplace _
Georgla

Georgia Procurement Registry

[ of

Admmini

Select
the
contact

eSource Supplier Contact Re-Notification

ES-RFI-84700-47

Back

[RESEND [fUPPLIER NAME [suPPLIER cONTACT | [EMAIL ADDRESS
||— | UTHERLANDS FOODSERVICE ING |EGGS786 EGESTEE

=

I ResendMotfication (i

fzcrmtsti@sac.ga.gav

UTHERLAMDS FOODSERVICE INC |SUTH786JE SUTH7EEJE |fscrntst@sao.ga.gou

Click to Resend
Notice

E_wvendorContact_resend_list

8 The system will alert you that the notice has been resent.
Click Return to Menu to return to the main menu.

Team
@EJ Georgia

Marketplace
Georgia Procurement Registry

eSource Message

An emaill (eSource resend notice) has been sent to the selected suppliers

Feturn to kenu |

EQ_message

Canceling an Open Event in eSource

You can cancel an open event in eSource at any time.

However, anytime you decide or need to cancel an event, you
MUST provide a reason for the cancelation. If the event has
already been posted, the suppliers receive an email
notification informing them that the event has been cancelled.
However, the email will not provide the reason for the
cancellation.

1 To cancel a posted eSource, begin by access the eSource main
menu and click Review and Maintenance of eSource.
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-
W Lo
L. o
Georgia Procurement Registry o

eSource Menu

b gor ond Nobtarancs of $Soires Click to open
Wigw Tetadec] sweord Hhet trigeerdd HIOCA the Review and
eSpurce RBigeety 5 q
S Maintenance of
Tust for testng eSource
roriar i Lert Mo hord €034 9 T
eSource HOTA fosl forward

2 When the Review and Maintenance screen displays, click on
Open eSource Bids.

Tesam
o i,
E Marketplaca

Georgia Procurement Registry

eRourcs Feviow B VSN esnce

abea U b b

al B Bidy

oran s Biv | Click to display
ndar By sbewbon aFource Bude a” Open events

e mrda-d @l oo B

Ll

LT e e .

Cloped alowrcw Bida(Hy mepponres receieed ]

T
-
-
~
-
-

Campisted sfoume Bida(RPCD & BRI

£

3 Select the event you want to cancel by clicking on the eSource
Number.
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Team
Gacengila
=l marketplace

Georgia Procurement Registry

List of Open eSource Bids

Click o= adesurta Mewbar to Updete

abource Mumbar 25eurce Tivle Ay aSpurce Bk Status
EC-EFI-Ba7oLal w00 Trakn g peogees Ca LU

ATOOAR  Lowrge Dediamint Copuirs BAT00 on
ESEFPRTOOA0  Commirrary mphemanhhan B4TO0 |opan

Click the event S BT 02 Casmoinlegy Supplier Servces 4T 00

you want to
cancel

hnizal Beaks Tor Duntal Tach Progras 34T op.

S mot gy Fepelat BETO0 o

BB Q. B TO0- B0 Peest Control Servaces B8 T4

4

Pl 10 hiper

Click on Cancel eSource to cancel the selected event.

Tam
A
Georgia Procurement Registry

eSource Maintenance on ES-RFQ-84700-53

ey @SCepFCd

Click to cancel
the selected
event

When you click on Cancel eSource, this screen displays to
allow you to enter a justification for the cancelation.

é It is important that you provide a justification for the
cancelation. Simply writing Cancel is not a valid or acceptable
reason.

116

eSource User Guide

Version 2 — July 2011
DOAS — State Purchasing Division



User Guide

Team
- CuBaria {.
"Bl Marketplace k

Georgia Procurement Registry

eSource Cancellation

Thas 13 ther hinal decson poent. IF vou sefect “Cancel” your eSourte will be cancelled and an e-mal
reotificatinn will be senk sumrkanaoushy to your Seksited SUppleTE
Enter the
reason for the Heason for Canoellation
cancelation of
the event

Click to cancel the
event and send
notification

Ciancd aSoercn v §, EE-RFU-GEP00-5 T

5 After you enter the reason for the cancelation, click Cancel
eSource ref # button to complete the cancelation and notify
the suppliers.

All suppliers who received the invitation to participate
(including added suppliers) receive an email stating that the
event has been cancelled. The email does not include a
reason for the cancellation.

% eSource keeps a record of the cancelation of the event
and keeps the reason for the cancelation for future reference
and for audit and legal purposes.

% If you do not receive any responses to the event by
closing time, the eSource event will be Closed instead of
Cancelled.

Viewing a Canceled Event

You can view cancelled events using the Review and
Maintenance Menu.

1 Display the eSource Review and Maintenance menu.
2 Select Cancelled eSources.
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3 Click Next to display the list of cancelled events.

-
Team
@ Georgia (.
LJ Marketplace i

Georgla

Georgia Procurement Registry

Admbalstrative Services

eSource Review & Maintenance

Select Status
¢ Al eSource Events

r Open eSource Evants
Saved eSource Events

Under Evaluation eSource Events

Awarded eSource Events

Click to display
Cancelled e5ource Evants I Canceled events

Closed eSource Events(Mo respanses received)

Completed eSource Events(RFQC & RFI)

4 Select the specific event previously cancelled.

@ g:‘e?)rpgia (.

Marketplace :
Georgia

Georgia Procurement Registry e

Administrative Services

List of Cancelled eSource Events

Click on eSource Number to view Quote

|¢50urc¢ Number |¢50urc¢ Title |Ag¢ncy |¢50urc¢ Status
[ES-RFI-84700-14 k2 Training services [e4700 [cancel

[ES-RFI-84700-20 [Test IT [e4700 [cancel
ES-RFI-B4700-65  [Chacolate Chip Cookies |E4700 |ccmce|
IIES—RFQ—B4?OO—34 echnical Books for Dental Tech Program |E4700 |ccmce|
ES-RFQEC-64700-32 Landscape and &rounds Contract |E4700 |ccmce|

Feturn ta kenu |

5 The following screen displays.
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Team B
'E‘U Georgia ()
J Marketplace et

Georgia Procurement Registry

eSource Maintenance on ES-RFQ-84700-

These selections
allow you to view
posted documents,
supplier responses
and cancellation

reason J

Wiew eSource

View Bid Responses

¥iew Cancel Comments

Feturn ta kenu

Click to return
to the main
menu

% By clicking on the blue hyperlinks, you can access the
information associated with the event. This can be helpful
in that you can view the event as was posted and all
documents attached for future events. You can view the
responses received for this event and view the cancellation

reason.

When you have finished accessing the information, click
Return to Menu to return to the main menu of eSource.

Copying an Event and Creating a Template

With eSource, you can copy eSources that you create for an
event and use for a different solicitation. In addition, you can
create a template for those purchases that you make on a
regular basis.

Copying an Event

Once an event has been created, you can copy it to use for
other events.

1 To copy an event, return to the eSource menu and click Post
New eSource. If applicable, determine if the event is Exempt
or Non-exempt.
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-
Team
Team
Y o
Georgia Procurement Registry

Administrative Services

eSource Menu

Click to post a new eSource by

copying from a previous
Review and Maintenance of eSource pying P

Wiew Intended Award that triggered NOTA
g5aurce Reports Menu

Just for testing
gSource List o hard close a quote
eSource MNOTA fast forward

Returh To Main Menu

EQ_rnenu_buyet|

Select the appropriate response to the solicitation process
screen and click submit.

E‘UJ éee%rpgia (.

Marketplace :
Georgla

Georgia Procurement Registry

Administrative Services

BROWSE FOR SOLICITATION EVENTS CONTACT US

eSource Solicitation Process

Return To Menu |

Please select the Solicitation Process for the event that you are about to Post.

ici i * . .
Solicitation Process | Solicitation Process — x|

Purchasing Type ™ I Purchase Typa - =

Category Type o | Category Type - j

Submit |

2 When the eSource Posting screen displays, click on the drop-
down box at the top, right of the screen to locate all previous
events.

To select the event to be copied, simply highlight the event.
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-
Team
Georgia (.
J Marketplace

. : Georgia
Georgia Procurement Registry

Dapartmant of

Locate the
event you want
to copy

eSource Posting

ES-RFQ-84700-1 — Digital Printers

ES-RFC-847
ES-RF(Q-84700-38 — Technical Books for Dental Tech Program
ES-RF(Q-84700-45 — Technical Books for Dental Tech Program
ES-RF3-84700-5 — IT Test
ES-RFQ-84700-53 — Cosmotology supplies
ES-RFQ-84700-6 — Digital Printers
ES-RFQ-84700-60 — Costomology Supplies
ES-RFQ-84700-61 — Costormology supplies

] = e O B = P

eSource Number

Solicitaion Procesd

Purchasing Type

Category Type

Agency Mame

Contact Name

3 Once you find the event you want to copy, select it. Most of
the information from the selected event is filled automatically
into a new event.

eSource Posting

NOte the new Create new eSource based on previous eSource RFQ's:
eSource number [ |
Referring to RFQC :
[ [

eSource Number — — —

Solicitaion Process RFQ

Purchasing Type State Entity Contract
Category Type Services/Special Projects
Agency Name | 84700-FLINT RWER TECHMICAL COLLEGE j

Contact Name

|Acey, Stacy

Contact Phone I

Contact Email |sacey@f|intrive rtech.edu

Fiscal Year I 2011 vl

eSource Title I

Description ;I

Estimated
Contract Value 00 agency RFQ_DPA: Unlirnited

Cornpetitive Solicitations Guidelines

Closing Date l— @I
Closing Time Im vLIDD vl (hhimm) Coam M

Offerors’ Conference

A A Enter Offerors' Conference Information

% Before you can post the new event, you must complete
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the following information:

Add a new closing date
Make any relevant corrections (such as changes in NIGP
Codes or descriptions, pre-bid information, etc.)

Add all documents at the Header level and at the Line level
as the new eSource does not copy any documents.

Creating a Template

By using the Copy eSource function, you can create a
template for those similar purchases that you make
periodically throughout the year.

This function does not replace the use of a state entity
contract when the same purchase is made periodically
throughout the year. Instead, it is useful when purchases
have many of the same elements, but change by actual
amount ordered or even by specific items being ordered.

The following example illustrates the use of this function. In
this example, the Flint River Technical College orders
cosmetology goods every quarter:

e The actual items purchased and the amounts vary from
quarter to quarter.

e The possible total number of items that could be
purchased each quarter is over 100, and each quarter
the actual amount of each item purchased varies.

To complete this purchase, the state entity would create a
template to be used for purchasing cosmetology supplies.

To create a template, start by creating a new event. Select
the appropriate responses to the eSource solicitation process
then click submit.
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-
R oo, ®
2

Marketplace )
Georgla

Georgia Procurement Registry

Department af
Administrative Seevices

BROWSE FOR SOLICITATION E¥ENTS CONTACT US

eSource Solicitation Process

Return To Menu |
Select the

Please select the Solicitation Process for the event that you are about to P :
L appropriate

Solicitation Process ** | Solicitation Process - x| responses

Purchasing Type  ** |1 chage Type - =

m—Jcatesory Trpe A | Category Type — =

Emmi

Click
Submit

2  Select from the dropbox box, that event which you wish to
create a template from.

Team
J Georgia

Marketplace
Georgia Procurement Registry

eSource Posting

Create new eSource based on previous eSource RFQ's:
vl

ES-RFO-§4700-1 — Digital Frinters
ES-RFO-84700-19 — Test

FO-84700-34 — Technical Books for Dental Tech Program
ES-RFQ-84700-37 — Technical Books for Dental Tech Program
ES-RFQ-84700-38 — Technical Books for Dental Tech Program
ES-RFQ-§4700-45 — Technical Books for Dental Tech Program
Solicitaion Process|F o RE(Q-84700-5 — IT Test
Purchasing Type |ES-RFQ-§4700-53 — Cosmotology supplies
Category Type ES-RFQ-84700-6 — Digital Printers
Agency Name ES-RFQ-84700-60 — Costormology Supplies

ES-RFQ-84700-61 — Costomology supplies j‘

Contact Name ES-RFO-84700-64 — Bookstore Clothing-Fesale-Screen Print

eSource Mumber

3 As in the copy functionality, the system will provide the NIGP
codes which were used and your contact information. You will
still need to add a new closing date, make any relevant
corrections. Such changes may include but are limited to
NIGP Codes, descriptions and/or pre-bid information.

Ny
(i
Remember to add all documents at the Header level
and at the Line level as the new eSource does not copy any
documents used with the event previously posted.
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eSource Posting

eSource Number ES-RFQ-84700-79

solicitaion Process  RFQ

Purchasing Type State Entity Contract

Category Type Goods

fAigency Name | 84700—-FLINT RIWVER TECHMNICAL COLLEGE j
Contact Name |Acey, Stacy

Contact Phone IBBB*BEB’BBBE

Contact Email |sacey@flintiverach.edu

Fiscal Year 2011 *

eSource Title

ICosmetology supplies

Description Quarterly cosmetology supplies. See individual ;I

line items for specific details. All pricing must
he held firm for the 90 day period of the
contract.

Estimated
Contract Value I 90000 00  agency RFG_DPA: Unlimited

Competitive Solicitations Guidelines

Closing Date l— =

=

Glosing Time [07=] . [00=] gohirmen € are @ o
Offerors' Conference S - Enter Offerors' Conference Information

NIGP Code Selection Keyword Search ' Murnetic Search

Check to delete MIGP codes and click Submit
MIGPs that are assigned to Lines will not be deleted

[T 09550 --- chair Cloths, Shampoo Capes, and Clips,
[T oessz --- Clippers and Parts (Hair),

[T 09562 --- Dryers, Curling Irons, and Parts (Hairl.

4  You can add or delete NIGP codes by clicking on the box
adjacent to the NIGP and click Assign NIGP Codes. Next, add
the eRFQ document. To do this, click on the Attach eRFQ
Template button.

Check to delete MIGP codez and click Submit
MNIGPs that are aszigned to Lines will not be deleted

l__ 09550 --- Chair Cloths, Shampoo Capes, and Clips,
[T 09552 - Clippers and Parks (Hair),

[T b9562 --- Dryers, Curling Trans, and Parks (Hairl,
[T esz3s5 - Electralyzis Equiprment (Hair Rermavall,

[T 5242 - Hair Cleaning and Conditioning Supplies: Colars, Creams, Dressings, ©ils, Rinses, Shampoos,
Sprays,.

l_ 65243 --- Hair Care Accessories: Bands, Curlers, Nets, Pins, Rollers, eto.,

Click on the box to
delete an NIGP code
__J

I Assiﬁn MIGP Codes I

Documents: Please cormplete the required eRF docurnent and attach it to this

Euent uis the Attach eRFG Ternplate button.

| AtacheRFOTemplate | Click to attach the
eRFO document

5 After the eRFQ document is added, you can add/delete
documents at the Header panel. Once this is completed, click
Submit to continue.
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Check to delete MIGP codes and dick Submit
MIGPs that are assigned to Lines will not be deleted

[T 09550 - Chair Cloths, Shampos Capes, and Clips,

[T as553 --- Clippers and Parts [Hair),

[T n9sez --- Dryers, Curling Irons, and Parts (Hair),

[ es5235 --- Electralysis Equiprnent (Hair Rermaoval)l,

[T &5242 --- Hair Cleaning and Conditioning Supplies: Colors, Creams, Dressings
Sprays,.

Add or delete
NIGP Codes

l_ £5243 --- Hair Care Accessories: Bands, Curlers, Mets, Pins, Rollers, etc,

Aszsign NIGF Codes

Attached . .
ocuments: Add/Delete Documents
document Add/Delete
£REQG Template documents
Click to continue
6 In the next step you will add your line items. To do this, click
on Add New Line Item. You can also add more documents to
the Header panel by clicking on Update Header and delete
line items. When you have made all the necessary changes
click on Save eSource to release later, Save and Release or
Cancel eSource.
665243 —-- Hair Care Accessories: Bands, Curlers, MNets, Pins, Rollers,
ete,
eSource General Documents eRFQ Template
I Update Header I i Update Header ] .
— _ _ Click to
(Click nnLl|?:eIEffnTQ::lfnnu;.date) delete a
1 Hair dye-all colars Delete line item
2 Shears 4" Steel Delet
3 Capes Delete
Add I|ne 4 Dyers Delete
items 5 Perm Rods Delste
| Add New Line Herm | Click to Save\
later, Save &
Save eSource to release later Release or
Save & Release Cancel
eSource

Cancel eSource

J

The template has been completed. You can choose to save
eSource to release later, Save and Release or Cancel
eSource.

The template is now ready for future use. You can retrieve it
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by using the Copy function or you can save it if you will use it
in the next 30 calendar days. If you choose to Save and
Release, the system will select and notify those suppliers
identified by their NIGP code selection.

Accessing a Template

To use a template you must access the eSource system and
click on Post a New eSource. Next select the appropriate
responses to the Solicitation process screen. The next screen
shown is the Posting a new eSource. At the top left of the
screen, from the dropdown box, find the event you originally
used to create the template and select that event.

-
Team
Jeam
L 55 e o
Georgia Procurement Registry

Ade e Services

eSource Menu

Review and Maintenance of eSource Select Post
Yiew Intended Award that triggered MNOTA
e5aource Reports Menu NeW esource

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Feturn To kain Menu

EQ_menu_buyer
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-
Ry oo, @
2

Marketplace _
Georgla

Georgia Procurement Registry

tmant of
tive Services

BROWSE FOR SOLICITATION EVENTS CONTACT US

eSource Solicitation Process

Return To Menu |

Please select the Solicitation Process for the event that you are about to Post.

Select the Solicitation
Process Folicitation Process ** | Solicitation Process - |

Purchasing Type I Purchase Type -- 'l

[Category Type o | Category Type - j

=]

1 Asin this example, you retrieve the event template and load
it into a new event.

eSource Posting

Create new eSource based on previous eSource RFQ's:
ES-RFQ-34700-79 — Cosmetology supplies hd
ES-RFQ-G4700-1 — Digital Printers
ES-RFO-§4700-19 — Test
ES-RF0O-84700-34 — Technical Books for Dental Tech Program
ES-RFQ-84700-37 — Technical Books for Dental Tech Program
eSource Number |ES-FRFO-84700-38 — Technical Boaoks for Dental Tech Frogram
ES-RFQ-84700-45 — Technical Books for Dental Tech Program
Solicitaion Process|F o mF(Q-§4700-5 —IT Test
Purchasing Type ([ES-RFQ-G4700-53 — Cosmotology supplies
Category Type ES-RFQ-84700-6 — Digital Printers
ES-RFQ-84700-60 — Costomology Supplies
ES-RFQ-34700-61 — Costomology supplies j'
Contact Name ES-RFQ-34700-64 — Bookstore Clothing-Resale-Screen Print
ES-RF0O-84700-68 — Bookstore Clothing-Resale-Screen Print
ContactPhone  |ES-RFC-54700-7 — Temp Staffing
ES-RFQO-34700-72 — Clathing-Bookstare
ES-RFQ-84700-74 — Cosmotology supplies
Fiscal Year ES-RFQ-84700-76 — Temp Staffing

(-84 O

Agency Mame

Find the event
that created the
template

Contact Email

eSource Tile

|E_ (- g :

ES-RFQO-G4700-9 — Digital Printers Al

Descrption

Estimated
Contract value 00 sgency RFQ_DPA: Unlimited

Corpetitive Solicitations Guidelines

Closing Date l— =
Closing Time Im vl :IDD vl (hh:mm) Coam Copu

Offerors” Conference A

v Enter Offerors' Conference Infarmation |

2 Review and determine which if any NIGP codes are not
needed for this event. To delete an NIGP code, simply check
the box adjacent to the NIGP code then click Submit.
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MPS that are aszigned to Lines will not be deleted NIGP Codes assigned to
[T ossso --- chair Claths, Shampoo Capes, and Clips, |ineS nOt deleted

[ ossss - Clippers and Parts [Hair),

¥ ossez --- Dryers, Curling Irans, and Parks [Hair),
¥ 5235 --- Electralysiz Equipment [Hair Remoavall,

[ &s242 --- Hair Cleaning and Conditioning Supplies: Calars, Crearns, Dressings, Qils, Rinses, Shampoos,
Sprays..

¥l &5243 --- Hair Care Accessories: Bands, Curlers, Nets, Pins, Rollers, stc.,

Assign NIGP Codes |

Documents: Add/Delete Documents

eRFQ Template

Submit |

3 Be sure to delete the corresponding line items that are
associated with the NIGP codes which you have deleted.

Update Header

Line Information
(Click on line Murmber to Update)

1 Hair dye-all colors Delete |
2 Shears 4" Steel Delete | Delete I|ne
3 Capes Delete items

associated with
the deleted

4 Dy ars Delete

5 Perm Rods Delete

Add New Line Iterm

Sawve eSource to release later

Sawve & Felease

Cancel eSource

4  After completing all edits using your template, decide and
select either Save eSource to release later, Save & Release or
Cancel eSource.
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Evaluating Events

After the event closes, the Issuing Officer must evaluate the
supplier responses in order to select a supplier or suppliers to
receive the award. The evaluation process is different
depending on the event selected. The process to evaluate
RFP events and RFQC events is the same, while the process
for evaluating RFQ events is different. RFI events are not
evaluated.

Points to consider when evaluating supplier responses and
before making an award include:

e Responsiveness— does the supplier provide all as
required in the solicitation?

e Responsibility— does the supplier have the capability
to perform the contract requirements and the integrity
and reliability which will assure good faith
performance?

e Reciprocal Preference— is the lowest bidder from a
state that gives preference to its suppliers?

e Splitting an Award— is it in the best interest of the
organization to split the bid?

e Discounts— is the supplier offering a discount for early
payment?

Evaluating Supplier Responses

1 To evaluate an event, return to Review and Maintenance
of eSource on the eSource Menu.

T Scoroi
o eorgia
=4

Marketplace

Georgia Procurement Registry

eSource Menu

Click to review

supplier , .
Rewiew and Maintenance of eSource
responses OL4

eSource Reports Aenu

Il

Just for testing
eSource List to hard close a quote
eSource MOTA fast forward

Feturn Ta kain kenu
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2 Once the eSource Review & Maintenance screen displays,
select Under Evaluation eSource Bids.

ﬁ Team
L_‘iﬁﬁg%mr
Georgia Procurement Registry

eSourcn Raview S Masnienancs

mbet Lhates
i~ AN Foueos BHdr

Span aloercs Bid

Click to review

Niadae Brabmstion hgmore BH4 supplier
sy ardad i Bidl reSpOnSeS

v laed @ floasie Bidi

wloped whowrcw Bl By reppan ren raceieedd )

Camplasted afcurce BidalErgC & AF)

The next screen displays a listing of all of the events that
have closed and are ready for evaluating and award.

3  Click on the event you are ready to evaluate and award. Click
on the eSource Number.

Team
Geongia
B2 marketplace

Georgia Procurement Registry

List of UnderEvaluation eSource Events

Cligh om afpurcs Pusbar to Update

aSsurea MNembsr  afsurcs Tire AGERLY #5oarcd Stakur
ES-DFP-BTON-12 LARhlarie Lasndey Sdrsicdd BATON |ueierEvaloatan

O R BAT Y fasalirE v bidTasn

£ ftering rervcat-Fass BT umadiarEwa ket ian

Click on the

. £ R Tramng Frograms BAT ) jumacerE wa bt ean
SpeCIfIC esource il iral Pristers BAT 00 [unahierEvid bt wn
number to review 12 [Ths BAT0M) [umcterEvaluation

the responses TRchnical Boaks far Dantal Tech Progras 847000 umderEvabattan
If Taer BATO0 awmdfierE v baar
il itall Printirs BT 00 luncherEva laatan

=g Staf fang BAT 0 |umadier Ewa bt san

ESBFOLEBITOILE  CRnirmacTah BT M) [esmdnrE v kadrasn
S P - B T 00 il iral Priantors BT |umalar v it uini

e DT B T 00. 5] EMarcors BT fumadprEva kaatian
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Evaluating a Request for Information (RFI) or a Request for Qualified
Contracts (RFQC) Responses

Evaluating an RFI

1 Following the general instruction on the Evaluating Supplier
Responses, click on Review and Maintenance.

2  Click on Completed eSource Bids (RFQC & RFI).

3 Click Next.

-
Team

@ [eTa e v Th {.

B 2l marketplace ki

Georgia Procurement Registry

eSource Review & Maintenance
Bl % bt
A Souers Bidr
Op-an alcica B

Baend whirarie Bl

Lindar Deslerbon aoume B

P E—— Select

anialed alauie Ridi

Completed
RFQC and RFI
events

4 Select the RFI or RFQC you want to evaluate by clicking on
the eSource Number.

Team
Genngin {.
B Marketplisoe

Georgia Procurement Registry

List of Completed eSource Events

Clch om afpurca Mumbar fo Yiew

Agancy eboarce Status
s = T BAT00
BATOD ¢
BATCD  completed
cleg TEST [B1700 complated
BATO0 cemplesed
BATOD completed

obrmp g

Click on the RFI
event you want
to evaluate

emplatdd

Gdparal Offica Conrfruction BaTO0 completed

BB gy Frogras Susal BATO0 |cemplensd

Pty i b Eray
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When the next screen displays, click on View eSource.

5 R
SEOrgia .
= H.ﬁrl-:t\-lr|:-l.1-.'|~ ki

Georgia Procurement Registry

Select all documents submitted and uploaded by the supplier
and save them to the appropriate folders on your PC for easy
access.

Evaluating an RFQC

1

4

Following the general instruction on the Evaluating Supplier
Responses, click on Review and Maintenance.

Click on Completed eSource Bids (RFQC & RFI1).

Click Next.
Team 4
AT ©

Georgia Procurement Registry

eSaourcs Review S MasnDemnancs
Sobe & LAt
SF wSouros Bidy
Dpan aloncs Bida

Barnd whirarie Bidi

Undar Uvslestion afoume B

iy prdaed wlourcs B SeIeCt

Zanalid aflowne Bidi

Completed
RFQC and RFI
events

Select the RFI or RFQC you want to evaluate by clicking on
the eSource Number.

132

eSource User Guide

Version 2 — July 2011
DOAS — State Purchasing Division



User Guide

-
Team
Geongin {.
E Mar ke tplsoe -

Georgia Procurement Registry

of Completed eSource Events

Click on afsurce Humbar o \View

aluru Tirla Agancy eSearce Status
. ST Cores-Sernige Vil - TEST BAT00 complased
Click on the RFI 2 thitotes
CHhcalate Chip Ok BATOD complitad
event you want -} Teaming BHT00 lcempieted
to evaluate GO Corrs-Sersice Vikaoles. TEST [BI700  complated
K- Trarng Seeniddt BT wemplitid

kr BRI O BATOD cempleted

paeral Cffica Construction Bl 700 complated

“el e iy Frogram Supplies 0 |cempleted

Pty i bgrag

5 When the next screen displays, click on Qualified Suppliers.

@ E?E%Tgia (.

Marketplace _
Georgia’

Georgia Procurement Registry

Administrative Services

eSource Maintenance on ES-RFQC-84700-42

Cannot be Re-Qualified)

Feturn to kMenu |

6 Select each supplier and review all documents submitted
which support their qualifications.

-
Team
Zeam
WSS e o
Georgia Procurement Registry

Departmant of
mbnistrative Service

Click to view
response

List Of Qualified Suppliers

0. | Company Name | Supplier Name
[suPPLY sOLUTIONS INC [1s5McDoNoUEH 155McDONOUGH
|SOUTHEASTERM PAPER GROUR [Dave Pence

SUTHEASTERN PAPER GROUP | [DERALEMCDGNALD DERALDMCDONALD
4 SOUTHEASTERH PAPER GROUR [will Green
Back |
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7 Select all documents submitted and uploaded by the supplier
and save them to the appropriate folders on your PC for easy
access.

_—
Fop, L, o
|

Marketplace &
Georgia

Georgia Procurement Registry

Click to view
document

State of Georgia eSource System

Documents Submitted by the Supplier

|List of document{s) submitted by "SOUTHEASTERN PAPER GROUP*
|gua|iﬁcati0ns

Close Window |

Once you have clicked on the hyperlink for the document
submitted, the following screen displays.

A ] "0 et U Prkdes L3810 el sl |27 WIHIETT s AR ™
T i Ve | =]

[ pou mard! in ppen = seve thay bia T
.ﬂ._] M E3-RA00 qualfc store- 127509 | 07 S

Tyom Phcossolt Offios Wied 57 - 2507 [xoasent,, T 08
Fiom point] et

| T (7]

[T Bl el e w Fue b o b

s i e Loee 1o i jorarlly
g ol e i G P e B AT ) e
v B e Yl g e b 7

8 Click on Open to view the document or save to save it to the
electronic file associated with the event.
9 Click Close Window to return to the main menu of eSource.

Evaluating Request for Quote (RFQ) Responses

This function allows you to view the responses of all
responding suppliers.

1 To view the responses for an RFQ event, click on View Bid
Responses.

2  When the screen with all suppliers participating in the event
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displays, click on the Bid button to view all supplier’s
responses.

-
@ Eee?)Tgia (.
=

Marketplace .
GEOYH a

Georgia Procurement Registry

Adminiftrative Services

List of Suppliers Who Bid on eSource

Click on Bid button to view a Suppliers response

Return to Menu |

ES-RFQ-84700-9
Click to view the

b|d response SUPPLIER MAME |SUDDLIER CONTALT |EMAIL ADDRESS |SELECTIDN PROCESS
. f I MICHELLEHARDIN, fzormtsti@sac, ga.gov System selected
from thls —Eld C OFFICE SOLUTIONS  |MICHELLEHARDIN athnic

EQ_bid_display
3 Review the suppliers’ response to the RFQ.

YA_’ You must view all responses as well as any and all
submitted documents to ensure that the supplier has met all
requirements of the event. Additionally, be sure that you
have received any mandatory administrative documents that
are required by state regulations.

&
\

|
i _
eSource does not select the supplier to be awarded.
The system only ranks the suppliers from low to high for each
line item response.
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>
@ g?e?)Tgia (.
=

Marketplace .
Georgla

Georgia Procurement Registry

Dapartmant of
Administrative Services

eSource Vendor Response

CLOSE WINDOVR: |

ES-RFQ-84700-9

[company e oFFICE soLUTIONS Ine
[B1IDDER NAME [Michelle Hardin

[BIDDER EMAIL ADDRESS [fecrmtst@san. gagov
[BIDDER PHONE [+04.2333333 Responses
[ESOURCE DATE/TIME [p4-30-2010 @117 Am to RFQ
[Esource ToTaL [$ s2500.00 .
[BIDDER cOMMENT [attached Cast Propesal

Click on Line Title for cornplete line detail

i i Line Title Gp Description/Brand  |[Unitof |Numbel Bid tal
List of suppliers de S [ et
responding to [Diaital Printers  |473  |HP Digital Priners  [Each |65 Each [$ 7500.00 |§ 437500,00

the RFQ B Cigital Printer W479 Digital Printer Each 65 Eacll [$ 3000.00 |$195000.00
Cables Cables

Evaluating Request for Proposal (RFP) Responses

1 To access an RFP for evaluation purposes, click on
Review and Maintenance to access this menu.

2 When the Review and Maintenance menu displays, click on
Request for Proposals.

@ Before completing this process, it is highly
recommended that you attend the instructor-led training
course RFP Evaluation and Selection - Course 5000L. This
course provides you with instruction on how to organize the
data, document your process, and use the different
evaluation forms recommended for this process.

3 Click Next.
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2

4

Select the
desired event

Rg o @

Marketplace .
Georgla

Georgia Procurement Registry "

e s e gvw e

eSource Review & Maintenance

Select Status
All gSourcs Events

Qpan efource [vents

Savad afowrte Evanti

Under Evsluation eSourne Evants

Ay arded aSource Evants

Cancalled afource [vants

Cloged afourca Evanti{le miponiat receivad)

Complatad sSourca Evanta(RFQC & RFT)

Select the eRFP which you want to evaluate by clicking on the
blue hyperlink under the eSource Number.

Tizam
Georgia {.
o Marka ol ¢ -

Georgia Procurement Registry

List of UnderEvaluation eSource Events

Clich on sfowce Humber t» Update

A’-r,-!_“ Stae
B TO0

BT 000

Akt Loumdry Servoces unterEvalerton

el v bt sa

LT Rioess

e BAT 00 aemeilerE vl husdT a3
K-8 Trammg Prograses BATOD uscerEva ket
L g Docamant Copiery BT wectarE valodton
PP YO0 Bl L g Dacumsart Cap ey D700 el v baeTt s

 rtal P stars BT 00 uesSerE v besarein

T ireT BATO0  wedlerE wabadtun

Techracgl Bpobr For Daprtal Tech Progrom 84700 undiprEvalpatsgn

IT Test BAT G0 | wmaderE wa bt san

Crigrial Prmeers BATO0 (umsetarE v bl udhi

Tomp Sraf ey BAT D weatierE walod Pean

SR BETO0  Canrtructon BATOD  apmatierEwglgatean
EL O BaTo0G  Dugrtal Profers BATES  wmcterE valettan

BITO0 et vaboaten

Click on View Responses to download and evaluate the
individual supplier responses.
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Tisaim
[ galt] {.
L LR T AEF Y

Georgia Procurement Registry

eSource Maintenance on ES-RFP-B4700-54

Click to view T
LG FoE Ty
ol EEICOnIRg

responses for ;
this event C el o
At gEQuICH

Flptum i gy

5 To view the individual responses, click on the Bid button next
to the supplier name.

L@h é?aaclnr:?;ia (.

Marketplace P
Georgia Procurement Registry ——

A gt v Sarvioen

List of Suppliers Who Responded on eSource

Click on Bid button to view a Suppliers response

Figtum to Manu

ES-RFP-B4700-54

B NAME [SUPPLIER CONTACT |EMAIL ADDRESS | SELECTION PROCESS
CI|Ck to V|eW the =1 LETT-PACKARD COMPANY MEWARTA, MEWARTA fcmtstBsac. ga.gov |System salectad
response and files BIOL o 1CaL CHOICE TECHROLOAIES [BECKY. MILFORD  [fremtsti@snc. ga-gov [System selectad
attached from this EI; PEDN INC [kan. Harndan fremtst@irac.ga.gov [System salected
Suppller EIY S [coarran, Straks 'f:c,mtst@uo.ql gov 'Srnum ralectad

= | [ran, Gallagher Fscmtst@isac, ga.gov [System selected
&d DWW GOWVERHMENT IHC ? 2 h

6 Download each file submitted by the supplier and save to the
electronic file folder(s) located on your PC.

@ The instructor-led training course RFP Evaluation and
Selection - Course 5000L provides you with instruction on
how to organize the data, document your process, and use
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8

the different evaluation forms recommended for this process.

@ {l__;eam ;
corgia
+d

Marketplace
Georgia Procurement Registry

eSource Vendor Response

CLOSE WINDOW

ES-RFP-84700-54

comMpANY TT- R P
RESPORDERS HAME Marths Stawart
RESPORDER'S EMATL ADDRESS
RESPONDER'S PHONE 222-222-2212
ESOURLE DATE /TIME 07-29-2010 12053 AM
RESPORDERS COMMENT [

rnstew srtf@meh, com

RESPONSE

COLUMENTS HewlettPackard ¢RFP Document

HewlettPockard sandatory worksheet

HewlettPackard Mandatary Scored
worksheet

HewlettPockard Addl Scored worksheet :

HewlertPackard Cost worksheet

o

Georgia

This is the list of
documents submitted
by Hewlett-Packard
Company as the
company'’s response
to this event

Download every file
submitted by the
supplier and save to
folders on your PC

When this dialogue box displays, click on Save to save the
document on your PC.

A http://esourcedevtest (£Q_Folder/ES-RFP-HewlettPackard eRFF Document -1 26042283723 Txlsx - Microsolt Internet Explorer

Do pou want to open or save this file?

ﬁj Hame: .. | SRFP D s
= Type: Microsoft Office Excel Worksheet, 8.03 KB
From! esourcedeytest

Open save |

¥ Ahvays ask before opering this ype of file

‘while fles from the Intemet can be useful, some fles can polentisly
@ Ihasm pour computer. I pou do not st the souce. do not open of
save this file. What's the ritk?

o)

Click on
Save

Select the appropriate folder location on your PC, name the
file appropriately for the event and click Save to save the
supplier’s files on your PC.
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;’:indthe

Savein: | (9 Deskiop vI Q

[C)my Documents

) My Computer

IN-d My Network Flaces
| data

| eQuete vendor
[J€RFP Dighal Copier
[esource TEST
IEXP Rpts

| JLegal lasues
Capeard

(Iplayer

Then, name ri;
the file My Croute

|JSTATE OF GEORGIA EMPLOYEE BENEFITS OPEN ENRCLLMENT files

appropriate
folder
location to
save the file

-
Georgla

Degurtmant of

=

appropriaterJ_

File name:

Lastly, click
Save

Saveastwe:  [Miciosolt Dfics Encel Woksheat

RESPONDER'S EMAIL A
RESPONDER'S PHONE
ESOURCE DATE/TIME

[RESPONDER'S COMMEN Open |U:m~'ro::'| Cancel I

™ Close this iaog bos when downiosd conplees

[RESPONSE HewlettPackard ¢RFP Document

HewlettPackard Mandatory worksheet

HewlettPackard Mandatory Scored
worksheet

HewlettPackard Add| Scored worksheet
HewleftPackard Cost worksheet

9 Once the file is
displays. Click

successfully donwloaded, this message
Close.

@ Eeam _
eorgia
|

Marketplace

(]

Georgia

Georgia Procurement Registry —r

=n
CLOSE WINDOW El_‘ Daowrload Conpiste
Saved

ES-REP-B4700-54  -.ocument-1280422837237, xlsx from esourcedevtest

COMPANY

RESPONDER'S NAME
RESPONDER'S EMAIL
RESPONDER'S PHOMNE

|ESOURCE DATE/TIME

AderdiArsive Servii

Download complete

Downloaded: 8.03KBin 1 sec
Download to: ... JES-RFP-HewlettPackard eRFP Document-128042:
Transfer rate: 8.03 KBjSec

A I Closa this dislog box whan dovload comgleles

|RESPONDER'S COMMEN Open anFddu| Close I||

RESPONSE
DOCUMENTS

Hew lettPackard eRFP Document

Hew lettPackard Mandatory worksheet

HewlettPackard Mandatory Scored
worksheet

HewlettPackard Addl Scored worksheet
Hew lettPackard Cost worksheet

EQ_bid_response
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10

12

Click Close

Window to
process the
next supplier

Repeat this process for all documents submitted by the
supplier.

Once you complete this process for the supplier participating
in the event, click Close Window. Repeat these steps for
every supplier participating in the event.

g, ceor
- Georgia (‘
B ‘ Marketplace

5 Georgia

Georgia Procurement Registry

eSource Vendor Response

CLOSE WiNDOW

ES-RFP-84700-54

COMPAKY HEWLETT-FACKARD COMPANT
RESPORDERS NAME Marths Stawart
RESPONDER'S IMAIL ADDEESS  |rmitewart@meb, com
RESPONDER'S PHONE 2z3-222-2221

'ESOURLE DATE /TIME 07-29-2010 12:33 AM
RESPONDER'S LOMMENT WA

s HewlettPackard eRFP Document

HéwlettPackard Mandatary work sheet

Hew lgttPackard Mandatary Scored
worksheet

HewlettPockord Addl Scored worksheet

HewlettPackard Cogt worksheet

EG_bid_merpones

The evaluation of the responses submitted is conducted in
accordance with the procedures outlined for conducting RFP
or RFQC evaluations. This process takes place outside of the
eSource application. To complete the evaluation of an eRFP or
eRFQC you must use the process detailed in the RFP
Evaluation and Selection procedures.

Considering Reciprocal Preference as Part of your Evaluation

Although Georgia does not give “preference” to local
suppliers, it is important to consider whether or not a
supplier who submits a response is from a state that does
give preferential treatment.

You will only apply the Reciprocal Preference Law when you
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have received a response from a supplier whose state of
residence apply a preference to their suppliers.

The application is utilized only in the eRFQ and the eRFP
methodologies.

To begin the process of applying the Reciprocal Preference
Law, follow the steps below.

Begin by viewing the bid responses and determining which
suppliers are out of state and the percentage of preference
their home state applies. To find this information follow the
steps below.

@ You can find information about State-by-State
Reciprocal Preference Data on the State Purchasing Division
(SPD) website under the Contract web page.

CEUTOTE TITSOTES TOT TS S (ST
P. 0. Box 218

Bainbridge, Georgiz 39818

Phone: 229-248-2667

Fax: 229-248-2669

Georaia Industries for the Blind Websited"

+ Environmental Concerns

Purchasing environmentally preferable products is an easy and effective way to protect the environment. Your
demand for these 'green’ products influences industry practices to conserve energy and natural resources.

Learn mare
» Green Contracts

In line with statewide green initiatives, State Purchasing seeks partners who offer earth-friendly products and
services. Our ongoing list of green contracts is coming soon...

+ Co-operative Contracts

At times, in an effort to acquire products or services at competitive prices, the state of Georgia will increase
purchasing power by banding with other states.

+ Debarred/Suspended Contractors List
Debarred/Suspended Contractors are suppliers who are currently suspended and/or debarred from use by the State
of Georgia or who are currently listed on the "Federal Excluded from Procurement” list. Prior to issuing a purchase
order, the issuing official must review the Federal Excluded from Procurement list and the State Suspended and
Debarred Vendors list,

Federal Excluded from Procurement®

Click here for state suspended and debarred suppliers list.

» Reciprocal Preference Law

Georgia does not have a percentage Preference Law; however, we do reciprocate based on other states or
preferences of other states. Resident suppliers in the State of Georgia are to be granted the same preference over
suppliers resident in another state in the same manner. This preference is used for evaluation purposes only. All state
agencies are required to apply this reciprocal preference. Note: For the purpose of this law, the definition of a resident
supplier is one who maintains a place of business with at least one employee inside the State of Georgia. A post office
box will not satisfy this requirement.

All state agencies, departments, and autharities responsible for the maintenance of public lands shall give preference
to the use of compost and mulch in all road building, land maintenance and land development activities. Preference
shall be given to compost and mulch made in the State of Georgia from organics which are source separated from the
state's non-hazardous solid waste stream.

State-by-State Reciprocal Preference Dataf

When you click on State-by-State Reciprocal Preference
Data, the following screen displays listing all the different
states and the reciprocal preference law that applies to that
state.
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&

State Procurement Office

Department - .
Reciprocal Preference Laws

Search
About Us

Contact Us State by State Reciprocal Preference Data

Click on the state you wish to visit

Policies

Reciprocal Preference
Law

Rules/Statutes

State Services Home

SPO Home

State Reciprocal Tie-Bid Preference | Preference Date
Law Preference (%) and Revised
Conditions

Alabama No Yes Details Details February 2009
(AL)

The steps in checking the Reciprocal Preference rule for
award considerations are as follows:

Determine if the supplier(s) with the lowest bids are from
another state other than Georgia.

If so, go to State-by-State Reciprocal Preference Data and
scroll down to the applicable state(s).

Review the information associated with the state(s) on the
Table, and review the details for the type of purchases that
receive preference.

If the type of purchase matches what you are procuring in
your event, review the percentage of preference the
respective state provides, and add that percentage to the
supplier’s bid. You do this for evaluation purposes only.

If this makes that supplier’s bid higher than the Georgia
supplier’s bid, you can award the event to the Georgia
supplier. Otherwise, award the event to the supplier from the
other state at the bid price submitted by the supplier.

N
== When evaluating an RFP and applying the Reciprocal
Preference Law, apply the preference as determined by the
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state where the submitting respondent resides only to the
Cost worksheets and NOT the technical scores.

Closing an Event Without Any Responses

When an event period expires and you are ready to make an
award, but no suppliers have responded to the event, you must
close the event. To complete this process you first must access

the eSource Main menu then select Review and Maintenance
of eSource.

1 Team "~
Jeam
Ho A= T o
Georgia Procurement Registry

Dapartmant af
Administrative Services

eSource Menu

eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buyer

2 Select Under Evaluation eSource Events.

-
E!j éeeegpgia (.

Marketplace

Georgia Procurement Registry

Georgia

Dopartmant of
Addministrative Services

eSource Review & Maintenance
Select Status
All eSource Events
Open eSource Events

Saved eSource Events

uUnder Evaluation eSource Event-_r.l

Avarded eSource Events

Czncelled eSource Events

Closed =Scurce Events(No responses received)

Completed eSource Events(RFQC & RFI)

EQ_maintanence
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3 From the Under Evaluation screen, find and select the event
you intend to close by clicking on the eSource Number.

List of UnderEvaluation eSource Events

Click on eSource Mumber to Update

|250um¢ MNumber |250um¢ Title

|Ag¢ncy |¢Soum¢ Status

[ES-RFP-84700-12  [athletic Laundry Services [84700 [underEvaluarion
[ES-RFP-84700-16  [cD ROms [g4700 [underEvaluation
|E5—RFP-84700—2 |caTering services-test |84?00 |under‘EvaIua‘rion
|E57QFP—84700722 |K—D Training Programs |El4700 |under‘EvaIua‘r|Un
|ES—RFP-84700—48 |Large Document Copiers |84700 |under‘EvaIua‘rion
|E57QFP—8470074D |Cumm\ssary implementation |El4700 |under‘EvaIua‘r|Un
|ES—RFP-84700—52 |Cosm0‘rology Supplier Services |84700 |under‘EvaIua‘rion
|ES—RFP—84700—54 |Large Document Copiers |El4700 |underEvaIua‘r|Un
[ES-RFP-84700-58  [HVAC Repair and Service [84700 [underEvaluarion
|ES—RFQ—84700-1 |D\9|Tal Frinters |El4700 |under‘EvaIua‘r|0n
[ES-RFQ-84700-10 [Test [84700 [underEvaluation

[ES-RFQ-84700-37 [Technical Books for bental Tech Program [84700 [underEvaluation

[ES-RFGEB4 0045 |'|echnica| Books for Dental Tech Program |84700 |under‘EvaIucﬁ'inn
[ES-RFQ-84700-5 [T Test [84700 [underEvaluarion
LESRF TB4700.6  [Digital Printers [84700 [underEvaluation
[ES-RFQ-84700-7  [Temp Staffing [84700 [underEvaluarion
|E57RFQ*B4700—E |Cnns‘rruc‘rlnn |B4700 |under‘EvaIua‘r|Dn
[ES-RFQ-84700-81 [Costomology Supplies [84700 [underEvaluarion
|E57RFQ*B4700—9 |D\g|‘ra| Frinters |B4700 |under‘EvaIua‘r|Dn
[ES-RFQC-84700-50 [Pest Control Services [84700 [underEvaluarion
[ES-RFQC-84700-51 [Eldercare [g4700 [underEvaluation

4 Click on Award eSource.

ﬁ é?a%rpgia (.

Georgia

Marketplace

Georgia Procurement Registry

eSource Maintenance on ES-RFQ-84700-5

Yiew eSource
Edit eSource

Clle to Yiew Responses
Cancel eSource

award

Export Bid Responses to Excel spreadsheet

Return to Menu

EQ_edit

5 Because the event did not have any responses, the following
screen displays. Click Close eSource.
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% E??%Tgia (.

Marketplace "
Georgia

Georgia Procurement Registry et
eSource RFQ Award Process

Mo suppliers submitted bids for this eSource.

ES-RFQ-84700-5

Please close this eSource by clicking the button below.

CI|Ck to Wiew eSource

close the
event

Close eSource

EQ_vendor_award_guote

6 The following screen displays to indicate that the event status
has been changed to Closed.

-
@ Z%%Tgia (.

Marketplace .
Georgia

Georgia Procurement Registry et

Adr =

eSource Confirmation for Closed Status

ES-RFQ-84700-5

sSource (ES-RFQ-24700-5) status has been changed C“Ck to return to
Feturn to Menu ma|n menu

EQ_vendor_award_nobid|

%}If necessary, you can copy and re-post this event if you
need it in the future.
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Awarding an Event

Once you have processed the evaluation of the event, you are
ready to award the event. Only Request for Proposals (RFP)
and Request for Quote (RFQ) events are evaluated for award.

%RFP events may require approval processing from SPD
depending on the award amount. State entities have a
Delegated Purchasing Authority (DPA) to process RFPs valued
up to $250,000.00. When the award value of an RFP exceeds
this amount, SPD processes the RFP on behalf of the state
entity unless the state entity receives a one-time approval
from SPD to process the RFP. State entities do not have an
amount limit for processing RFQ events.

Depending on the result of your evaluation and the RFP
(assuming that you are processing the RFP) or RFQ
requirements, you can award the event using any of the
following methodologies:

e Award to a Single Supplier

o Split the Award Between Suppliers

¢ Award to Multiple suppliers

e Award to a Primary/Secondary Supplier

%The following is to assist you in understanding the
differences associated with each award methods.
¢ Awarding to a Single Supplier - In this award scenario,

the issuing officer awards everything to one supplier.
This is what is known as an “all or nothing award”. This
is most common for RFPs; however, it is also applicable
for RFQs. In the event this is a multi-line RFQ, then a
single award would go to the supplier who was lowest
overall (whether or not that supplier was the lowest on
any particular line item).

e Splitting the Award Between Suppliers - In this award
scenario, the issuing officer divides up the solicitation
into pieces and awards each piece to the supplier
determined to be the winner of each piece. This is
more likely to occur with an RFQ than with an RFP. In
the split-award scenario for an RFQ, each line item is
awarded to the individual supplier who had the best
price for that particular line item. There is no overlap
of contract award.

eSource User Guide
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An example for an RFP may be if the issuing officer
makes an award of services to occur at multiple
locations and the state entity makes a single award for
each location. Making a split award may or may not be
the most economical solution for the state as there are
costs associated in managing more than one contract.
The GPM provides the general guidance as to when it
may be appropriate to make a split award as opposed
to a single award.

Awarding to Multiple Suppliers - In this award scenario,
the issuing officer makes overlapping contract awards
to suppliers. This most commonly occurs on statewide
contracts (and should rarely occur on a state entity
contracts).

An example of a multiple contract award on a
statewide contract is the current office furniture
contract. In the multiple-award scenario, each supplier
has equal standing and the state entity may choose
amongst the suppliers as desired.

Awarding to a Primary/Secondary - In this award
scenario, the issuing officer identifies the primary
source of supply for a particular contract and/or line
item, but is also, designates a secondary (or “back up™)
source of supply for that same contract or line item.

There are limited situations in which this should occur.
State entities should not use this award approach
unless it is extremely likely that a back up source of
supply must be used from time to time. An example
of this type of contract is DOT’s contract for asphalt
mix. DOT has specific mixes that used for the roads.
Plants that make these mixes have clients in addition
to DOT who may use different mixes. As a result, it is
possible that when DOT makes its request that plant
might be in the middle of producing a mix that doesn’t
meet DOT’s needs. Because of time constraints, it
makes sense for DOT to have back up sources of
supply with fixed contract terms and pricing, so that
DOT can avoid emergency purchases.

In this primary/secondary award scenario, the supplier
does not have equal standing. DOT must go to the
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primary supplier first. Only if the first supplier is
unavailable, can DOT then go to the second source of

supply.

Awarding an RFP Event to a Single Supplier

1 Access the eSource Main menu and select Review and
Maintenance of eSource.

ﬁ E%%Tgia (.

Georgia

Marketplace

Georgia Procurement Registry

eSource Menu

Post New eSource

Review and Mainfenance of eSource L
2 j [

eSource Reports Menu

Just for testing
eSource List To hard close a quote

eSource NOTA fast forward

Return To Main Menu

EQ_menu_buyer

2 Select Under Evaluation eSource Events.
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E‘UJ E%%Tgia (.

Marketplace .
Georgia

Georgia Procurement Registry T

Adm

eSource Review & Maintenance
Select Status
All eSource Events
Open eSource Events

Saved eSource Events

Under Evaluation eSource E'ventsl

Awarded eSource Events
Cancelled eS5ource Events
Closed eSource Events(No responses received)

Completed eSource Events(RFQC & RFI)

3  From the Under Evaluation screen find and select the event to
award by clicking on the eSource Number.

List of UnderEvaluation eSource Events

Click on eSource Mumber to Update

|¢Soum¢ Number |¢Soum¢ Title |Ag¢ncy |¢50ur'c¢ Status
[ES-RFP-84700-12  [Athletic Laundry Services [84700 [underEvaluation
[ES-RFP-84700-16  [CD Roms [s47 00 [underEvaluation
|ES—RFP78470072 |caTer'mg services-test |B4700 |under‘EvaIua‘r|Dn
[ES-RFP-84700-22 [K-2 Training Programs [84700 [underEvaluation
|ES-RFP—84700—48 |Large Document Copiers |84700 |underEvaIuaTion
|ES—RFP784700749 |C|3mm|ssar'y implementation |B4700 |under‘EvaIua‘r|Dn

TRTa = osmotology Supplier Services |84700 |under‘EvaIua‘r|Un
ES-RFP-54700-54 Ml arge Document Copiers |84700 |under‘EvaIua‘rion
%S-RFP—EM?OO—SB HWAC Repair and Service |84700 |underEvaIuaTion
|ES—RF§§78470071 |D|g|‘ra| Printers |B4700 |under‘EvaIua‘r|Dn
[ES-RF@-84700-19 [Test [84700 [underEvaluation

[ES-RFQ-84700-37 [Technical Books for Dental Tech Pragram (84700 [underEvaluation
|ES-RFQ-84700-45 [Technical Books for Dental Tech Pragram [84700 [underEvaluation

[ES-RFQ-84700-5 |[IT Test [84700 [underEvaluation
|ES-RFQ—84700—6 |D|9|Ta| Printers |84700 |under‘EvaIua‘r|0n
[ES-RFQ-84700-7  [Temp Staffing [84700 [underEvaluation
|ES-RFQ-84700-8  [Construction [84700 [underEvaluation
|ES—RF§§784700781 |Cns‘rnmnlngy Supplies |B4700 |under‘EvaIua‘r|Dn
[ES-RFQ-84700-2  [bigital Printers [84700 [underEvaluation
|ES-RFQC-84700-50 [Pest Control Services [84700 [underEvaluation
[ES-RFQC-847 00-51 [Eldercare [84700 [underEvaluation

4 Once you have selected the RFP you want to award, click on
Award eSource.

150 eSource User Guide

Version 2 — July 2011
DOAS — State Purchasing Division



User Guide

Ty, o )

Marketplace
P Georgia

Georgia Procurement Registry

Addeririutrative Hervices

eSource Maintenance onl ES-RFP-84700-54

Wigw aSource
Edit eSource
View Responses

Retumn to Menu |

%The top of this screen shows general information
regarding the eRFP. Notice all information has been carried
over to include the NIGP codes selected when posting the
event, as well as, all the documents associated with event.

-
Team
@ Georgia (.‘
& 2 Marketplace !
Georgla

Georgia Procurement Registry =

o e

eSource RFP Award Processing

e Seurce Mumber ES-AFP-84700-54

Agmncy Mames B4 TO0 FLINT RIVER TECHNICAL COLLEGE

Contact Nanve Apay, Ftacy

Contact Phoe LR R 0 R e

‘Contact Graaid sagny @ty artach. adu

Finee sl oo Hid

[eSource Tite Large Doosmant Coplers

Prp— Desnp tion f--i-ma bo purdhase 1 36" Large D-a:u-'r\-lr". plotters. Copiar must have capabiliy = eopy o NIG P
o mdede vallem, Imilf4md mylar, 208 bond. Copiere rrust have madium capaoty of 4 50

| madiume. Burcherad plotten 8o be natwarkad with currant wnite, tobally 65 COdeS

miource Foleased Date 0T PES LD OFr 1L PM

Hasing Date o729/ 2000 awarded

Closing Tens 121%9 PM

Pwbimated Contract Valudl 75000

WIGP Code Selection 20479 === Prinsan, Dighal

1. Panpharali Ploma

e EBFP Datument

2BFP CostSheet D
Additienal Scored Responze Workecheat Ocuments
Mandatery Scered Responte Workshaeat assoc|ated Wlth
Mandatory Response Workshest

Of ferors Conferance Transcrigt the event

5 Determine the award methodology from any of the following
methodologies depending on the result of your evaluation and
the RFP or RFQ documentation:

e Award to a Single Supplier
e Split the Award Between Suppliers
¢ Award to Multiple suppliers
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¢ Award t a Primary/Secondary Supplier

The following screen shows the selection of a Single award

method.
Click on
appropria‘te & Single © Split © Multiple © Primary/Secondary Award
award method oa75 =
Pick Award NIGP codes |20634 =
HEPEDX INC E:T:n Straka l [ I ;I ;I
xzl
WEEDX NG ke Hermdon I - [ =1 =
-
e - S e = =
=l
% G'Em»ﬂl. HOICE BECHY MILFORD [ - I 3 ;i
El
COW GOVERNMENT ING |Can Gallagher l — I ;I =1
zl
el —
LI.
Agency DPA amount is $NoAmt
6 Enter the award amount and click on the adjacent radio
button to signify a Single award.
7 Select the NIGP code appropriate for the award.
8 Enter the award amount to the selected supplier.
9 Enter the bid amount for each supplier and the rejection code
for each.
10 Add any general comments regarding the award.
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tlick on the Respondet’s name to view the Response Documents.

& Single ¢ Split © Multiple © Primary/Secondary

Enter award
amount and award
comments to the
selected supplier

Select the NIGP code j

Pick Award NIGP codes |20534 -

Company |Respcmde|- |Amuunt ‘Single |Award Reject Reason ‘Award Comments
™ o

HPEDH NG Barren Swsks l5a8g7.00 & =] [swarae=a nighest =

scoring responsive
and responsible LI
APEDLING Ken Herndon W s Mot Highest Scoring Proposal = | |
Enter the submitted E
pI’ICIng and reJeCtlon g;m;;mpAcmRD mgmig;ﬁ |81823.99 o Maon-Responsive j =]
reason for each =l
unsuccessful LosLoaL SHo o BECKY MILFORD [F3064.00 o Failed Contract Negotialions _»| =
sunblier(s) =
CDW GOVERMMENT INC |Dan Gallagher |71 3E2.00 fl Supp\ier Wit hdraveal j ;I
.|

Final Award ||

General ;I

Comments

Add general
comments

Agency DPA amount is $250000

11 Prepare and upload the award document. To upload the
document, click Upload RFx award Document (NOIA or
NOA)

Awarding an RFP Event to Multiple Suppliers

1 Access the eSource Main menu and select Review and
Maintenance of eSource.
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T, ®

Marketplace
Georgia

Georgia Procurement Registry

Admbnistratl

eSource Menu

Post New eSource
!R_e\tiew and Maintenance of eSource

View Intended Award that triggered N
esource Reports Menu

Just for testing
eSource List 1o hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buyer

2 Select Under Evaluation eSource Events.

E‘U‘ E?E%Tgia (.

Marketplace :
Georgla’

Georgia Procurement Registry e

eSource Review & Maintenance
Salect Status
¢~ Al eSource Events
¢~ Open eSource Events

Saved eSource Events

-
|l =

Under Evaluation eSource E'venq

Avarded eSource Events
Cancelled eSource Events

Clased eSourca Events(No responses raceived)

s TS e Be

Completed eSource Events{RFQC & RFI)

EQ_maintanence

3 From the Under Evaluation screen find and select the event
you intend to award by clicking on the eSource Number.
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List of UnderEvaluation eSource Events

Click on eSource Number to Update

‘eSoume Mumber

|¢Soume Title

|Ag¢ncy |e50uwce Status

[ES-RFP-84700-12

|A‘rh|e‘r|c Laundry Services

|El4700 |underEvqua‘r|Un

[ES-RFP-84700-16

|CD Roms

|84700 |under‘EvaIuaTion

[ES-RFP-84700-2

|caTering services-test

|84700 |underEvaIuaTinn

[ES-RFP-84700-22

|K—9 Training Programs

|El4700 |underEvqua‘r|Un

[ES-RFP-84700-48

|Lurge Document Copiers

|84700 |under‘EvaIuaTion

[ES-RFP-84700-42

|Cnmmissar‘y implemertation

|84700 |underEvaIuaTinn

ices |El4700 |underEvqua‘r|Un

ES-RFP-834700-52  |[Cosmotology Supplier Sery
ES-RFP-847(00-54 arge Document Copiers

|84700 |under‘EvaIuaTion

|[ES-RFP-84700-55

|HWAC Repair and Service

|84700 |underEvaIuaTinn

[ES-RFQ-84700-1

|D|g|‘ra| Printers

|El4700 |underEvqua‘r|Un

[ES-RFQ-84700-10 [Test

|84700 |under‘EvaIuaTion

[ES-RFQ-B4700-37 [Technical Books for Dental Tech Frogram [84700 [underEvaluation

‘ES—RFQ—84700—45 |Techn|ca| Books for Dental Tech Program |El4700 |underEvqua‘r|Un

[ES-RFQ-84700-5

[IT Tesr

|84700 |under‘EvaIuaTion

[ES-RFGQ-E4700-6

|Digi‘ml Printers

|84700 |underEvaIuaTinn

[ES-RFQ-84700-7

|Temp Staffing

|El4700 |underEvqua‘r|Un

[ES-RFQ-84700-8

|Cnns‘rr*uc‘rimn

|84700 |under‘EvaIucﬂ'inn

[ES-RFQ-84700-81 [Costomology Supplies

|84700 |under‘EvaIua‘rinn

[ES-RFQ-84700-2  [Digital Printers

|El4700 |underEvqua‘r|Un

[ES-RFQC-847 00-B01 [Pest Control Services

|84700 |under‘EvaIucﬂ'inn

[ES-RFQC-84700-51 [Eldercare

|84700 |under‘EvaIua‘rinn

4 Click on Award eSource.

@®

Georgia

g
eorgia
B |

Marketplace
Georgia Procurement Registry

eSource Maintenance or] ES-RFP-84700-54

Yiew eSource

Edit eSource

View Responses
Cancel eSource
Award eSou

Rieturm to Menu |

EQ_edit

The top of this screen shows general information
regarding the eRFP. Notice all information has been carried
over to include the NIGP codes selected when posting the
event, as well as, all the documents associated with event.
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-
Texam
- Georgia (
BE Zd marketplace ;
Seorgla

Georgia Procurement Registry

eSource RFP Award Processing

P eTr——— ES-RFP-24700-54

Agency Mame B4700 FLINT RIVER TECHNICAL COLLEGE
ComBact Sane Acey . Blacy

Contact Fhore =

[Comtact Ermail [ —————

Fist all Wi 3011

= Souce Tithe Large Doosmant Copiers

= Source Descrigtion Sanking to purdhase 1 36" Large Document plotters. Coplars must have capabildy to copy on various mediuma,
to du il 4l vvlary nd. Cops £t have madium cepacty of 4 300 rolls of varkous

L
twork ed with

d plotters & be
2010 03111 FM

tlosing Dats OF/ T8/ 2080

Chusing Tere
Cutimated Contract vahfl 75000
gw Code Solection

snite, tokally 65

o Soure Feleased Dabe o,

NIGP
Codes
awarded

O — eBFP Document
eBFP CostSheat -
Addimignal Scored Response Worksheet Documents aSSOCIated
Maondatary Seored Response Warksheg Wlth the event

Mandatory Response Worksheet

O ferors Conferance Tronserapt l

5 Determine the award methodology from any of the following
methodologies depending on the result of your evaluation
and the RFP documentation:

e Award to a Single Supplier
o Split the Award Between Suppliers
e Award to Multiple suppliers
e Award t a Primary/Secondary Supplier
INIGP Code Selection: [20479 --- Printers, Digital.
20634 --- Controllers, Peripheral: Plotters, Printars, Digitizers, etc..
20672 --- Printers, High Spead, Line Printers, and Printer Subsystams.,
70069 --- Paper Production and Processing Equiprment and Supplies (Hot Otherwise Classified).
. eRFP Document

eRFP CostSheet
Additional Scored Response Worksheet
Mandatory Scored Response Worksheet
Mandatory Response Worksheet
Offerors Conference Transcript

Click on
appropriate
award method

Select the NIGP
code. Then, click
the awarded supplier

© Single ¢ Split @ Multiple © Primary/Secondary Aw3

Enter award

amount and award : . . p— : .
Company Responder Amount Multiple  |[Award Reject Reason Award Comments
com ments to the [XPEDX INC ':::‘:n Straka [ 'T—“rd !I 1
srlected siinnlier
Mot Highest Scoring Proposal
[#PEDX INC [ken Hemdon I [ Non-Responsible
[ r .
. E:iﬁ:ﬁegop:;::tel‘degotialions
Enter the submitted _ _ _ _ Supplier Withdrawal
pricing and rejection CompaRy o |MEWARTA r .
reason for each _ | _ | ‘ |
unsuccessful ;OG:‘ﬁAL CHOICE BECKY MILFORD | I— I d
supplier | =l
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Enter the award amount in the Amount field next to the
awarded supplier.

Enter the
award
amount

NIGP Code Selection:

Documents

© Single ¢ Split ¢ Multiple ¢ Primary/Secondary Award

[company

[KPEDX INC

20479 --- Printers, Digital,

20634 --- Controllers, Peripheral: Plotters, Printers, Digitizers, etc.
20672 --- Printers, High Speed, Line Printers, and Printer Subsystems.
70069 --- Paper Production and Processing Equipment and Supplies (Not Otherwise Classified),

&RFP Document
eRFP CostSheet

Additional Scored Response Worksheef
Maondatory Scored Response Worksheet

Mandatory Response Worksheet
Offerors Conference Transcript

tlick on the Responder's name to view the Response Documents.

|:m:~3 ‘l
Pick Award NIGP codes |20634 =

[Avrard Comments

&
e~

HEWLETT-PACKARD

COMPANY

LOGICAL CHOICE
TECHNOLOGIES

[Responder Amount mflitple |Aw-|l Reject Reason
Name Afard
[Darren straka I I =] | =
Mot Highest Scoring Proposal E
[ Mon-Responsible
T Mon-Responsive =
Failed Contract MNegatiations
Supplier Withdrawal =l
MEWARTA [ Mo Bid =
MEWARTA o |
| -
BECKY MILFORD m I d =

K

Click on the Multiple Award field to indicate the suppliers
selected and signify a multiple supplier award.

[NIGP Code Selection:

Documents

© Single ¢ Split # Multiple © Primary/Secondary Award

‘Company

[KPEDX INC

KPEDX INC

[HEWLETT-PACKARD
< E!MDENY

[LoGICAL CHOICE
TECHHNOLOGIES

20479 --- Printers, Digital.

20634 --- Controllers, Peripheral: Plotters, Printers, Digitizers, etc.
20672 --- Printers, High Speed, Line Printers, and Printer Subsystems.
70069 --- Paper Production and Processing Equipment and Supplies (Not Otherwise Classified).

eRFP Document
eRFP CostSheet

Additional Scored Response Worksheet
#handatory Scored Response Worksheet
Mandatory Response Worksheet
Offerors Conference Transcript

click on the Responder's name to view the Response Documents.

|2ud?9 Al
Pick Award NIGP codes |20634 =

Responder |Amount

MName

|Aw-|l Reject Reason {Award Comments

Darran Straka [

[ 1| =

Mot Highest Sconing Proposal =
Mon-Responsible

K H d

anamdan [ r Mon-Responsive LI

Failed Contract Megotiations |
Supplier Withdrawal -2

MEWARTA ﬁ Is -

HEWARTA Select the

_ _ _ _ suppliers to
BECKY MILFORD | '— I d

L be awarded
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8 Drop down the list of Award Reject Reasons and select the
award rejection reason appropriate for the suppliers not
selected for award.

MIGP Code Selection: 20479 --- Printers, Digital.

20634 --- Controllers, Peripheral: Plotters, Printers, Digitizers, etc.

20672 --- Printers, High Speed, Line Printers, and Printer Subsystems.

70069 --- Paper Produdtion and Pracessing Equipment and Supplies (Not Otherwise Classified).
Documents

2RFP Document

2RFP CostSheet

Additional Scored Response Worksheet
Mandatory Scored Response Worksheet
Mandatory Response Worksheet
Offerors Conference Transcript

Click on the Responder's name to view the Response Documen: s
c Single « Split & Multiple © Primary/Secondary Award / \
S— Select the
Pick Award NIGP codes |20634 > Award Reject
Company Fesponder  [Ameunt frttipte | [Award Reject Rasson (fard commend Reason for
Name Aveard |
[XPEDX ING [Darren Straka [ s [ ~] | eaCh Of the

Mot Highest Scoring Proposal Suppllers nOt
ipeoi e oo Handon [ o Hon Rosponsible selected for

Failed Contract Megotiations

Supplier Withdrawal ‘ award
[HEWLETT-PACKARD [MEWARTA I [ Mo Bid i
COMPANTYT

MEWARTA r = N
I.;OG:gAL CHOICE BECKY MILFORD | '— [ d d
=
9 Enter the award comments in the Award Comments field

next to each of the suppliers participating in the event.

'NIGP Code Selection: Printers, Digital.

Controllers, Peripheral: Plotters, Printars, Digitizers, ate..

Printars, High Spead, Line Printers, and Printer Subsystams.
-- Paper Production and Processing Equipment and Supplies (Not Otherwise Classified).

Documents

eRFP Document

RFP CostSheet

Additional Scored Response Worksheet

Mandatory Scored Response Worksheet

Mandatory Response Worksheet

Offerors Conference Transcript Enter the
Award

Comments

click on the Responder's name to view the Response Documents.

© Single © Split ¢ Multiple © Primary/Secondary Award

20479 «
Pick Award NIGP codes |20534 -| /
Company Responder Amount Multiple  |Award Reject Reason Avard Comments
Name Award
[XPEDX INC [Darran straka [ T [ = =
Mot Highest Sconng Proposal =
[KPEDX INC |ken Herndon [ s ; ; f ]
on-Hesponsive
Failed Contract Negotiations
Supplier Withdrawal =l
HEWLETT-PACKARD MEWARTA ﬁ r Mo Bid =
COMPANYT MEWARTA -—
=
ILOGICAL CHOICE [pECKY MILFORD | [ |
TECHNOLOGIES | r [ = =
=
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10 Add general comments in the General Comments field.
11  Once you complete the screen, the information displays
similar to this example. Click on Upload RFP Award
Document to upload the appropriate award document.
Depending on the total awarded amount of the RFP, you
either upload the Notice of Intent to Award (NOIA), Notice of
Award (NOA) or both documents.
Conpany Raspondar Nanvi  Armount Split Awiard Rajoct Roason Awinrd Conviants
Avrard
ABEQX NG Darran Straky !i’fﬂ:ﬂ I | j Highest scored ﬂ
proposal.
Responsive and ﬂ
i hl tenHemdon  ia5nng r [Mot Highest Scoring Proposal =] B
/]
e st T o oo = proposa. 4
esponsive an
Responsible EI
TR BECKY MILFORD. 147000 T |Failed Contract Negotiations x| B
/]
COW GOVERNMENT JHC Dgn Gallggher i152|IlJ r | j d
<]
axll-u-\d | —
Amaunt -> I
?mm Contract to commenceé after the succesful complétion of the End User/Supplier ;I
Kickoff mesting
_ M|
Click to upload :
RFP Award Agency DPA amount is $NoAmt Enter general
documents comments
You can also Exit RFP Award Process
click to exit the
award process
12 Name your document appropropriately and click Submit the

Document to upload it as part of the event.
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g e o®

Marketplace Georgia

Georgia Procurement Registry

Click browse to
select the
document

State of Georgia eSource System
Add Documents

eSource Mumber: ES-RFP-84700-54
eSource Title: Large Document Copiers

Name the
award

Select document to be posted from your IC_\Documgmg and Sl Browse... |

computer.

Enter the title you want related with this I |Notice of Intent to Award ES RFP 8470054 2
document,

Submit the Document SmeIt
Reum | document
to upload

EQ_add_delete_documents

The following screen notifies you that the document has
been uploaded. Review the document to ensure you selected
the correct file by clicking on the document link(s) under the
Document Title column.

13 Click Return to complete the upload.

State of Georgia eSource System

Add Documents

eSource Mumber: ES-RFP-84700-54
eSource Title: Large Document Copiers

Select document to be posted from your | Browse... |

computer.

Enter the title you want related with this |
document.

Submit the Document

Documents submitted

Document Click on decument title to view the document.
uploaded to : ]
the event _Dncumnt Title alect document for Deletion

otice of Intent to Award ES RFP 84700 54

||
Delete selected Document rl

Click to
complete the
Upload
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%To delete a document, click the box adjacent to the
uploaded file. Then, click on Delete Selected Document to
delete the selected file.

State of Georgia eSource System

Add Bocuments

eSource Number:
eSource Title:

ES-RFP-84700-54

Large Docoment Copiers

Select document to be posted from your I Browse... |

CDmprBI‘.

Enter the title you want related with this I
document,

Submitthe Document

Documents submitted

Click on document fitle to view the document,

Document Title gt document for lis

[
IMotice of Infent to Award ES RFP 84700 54|

Click if you
want to delete
the document

Then, click
to delete
the
selected file

Delete selected Document

Return |

14 The award document has successfully uploaded, click on the
Award ES-RFP-XXXXX-XX to complete the award process.

eSource User Guide 161

Version 2 — July 2011
DOAS — State Purchasing Division



User Guide

Company [Responder Name [Amount [split Aurard Reject Reason Award Comments
WPEDX INC rran Strak [F5000 = [ | [#ighest scorea il
proposal.
| Responsive and =l
[KPEDX INC [ken Herndon ..|12'SIIO 1= | Mot Highest Scoring Proposal = | I J
. _ _ =
MM — m |97cm = | ;l 2nd highest scored il
proposal.
| Responsive and =1
.hli’ﬁ&hﬁit‘;'-iﬁ [eEcry miFore -|1 47000 =l | Failed Contract Megotiations :l [ = |
=
DWW GOVERMMENT INC |Can Gallagh 7|152‘IID r [ =1 =]
L ! | =
Ameuneey 1720000
::.'-:..'::'m, Contract to commence after the succesful completion of the End User/Supplier =]
Kickoff meeting
You can upload Click to award the =
more aWard Agency DPA amount is $NoAmt event to the
documents Upload RFP Award Documents SeleCtec_i SUpp“erS
and notify them of
g Award ES-RFP-84700-54
You can exit the (75 R
award process Exit RFP Award Process
without awarding

Awarding an RFP Event to a Primary/Secondary

1 Access the eSource Main menu and select Review and
Maintenance of eSource.

-
@ E?a%rgia (.

Marketplace X
Georgia

Georgia Procurement Registry

t
Administrative Services

eSource Menu

E. T a2y I

View Intended Award that triggered NOTA
eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buyer
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2 Select Under Evaluation eSource Events.

g,
eorgia
vd

Marketplace

Georgia Procurement Registry

Selact Status
Al eSource Events

Cpen =Source Events

Co_

eSource Review & Maintenance

:,«.I

Awarded eSource Events

Cancelled eSource Events

Closed eSource Events(No responses recsivad)

Completed eSource Events(RFQC & RFI)

-
Georgia

Departmant of
Admbnistrative Services

EQ_maintanence

3 From the Under Evaluation screen find and select the event
you intend to award by clicking on the eSource Number.

List of UnderEvaluation eSource Events

Click on eSource MNumber to Update

|¢50urc¢ MNumber

|¢50urc¢ Title |Ag¢ncy ‘eSour\cc Status

[ES-RFP-84700-12

|AThIeTic Laundry Services |84700

‘under'EvaIuaTion

[ES-RFP-B4700-16  [cD Roms [g4700 [underEvaluation
|ES—PFP—E4TOO—2 |cu‘rer‘|ng services-test |84700 ‘Uﬂdel"EVOJLI(JTIUI’]
[ES-RFP-84700-22 [K-2 Training Programs [84700 [underEvaluation
|E57RFP784700—48 |Lar‘ge Diocument Copiers |847OU ‘under'EquaTinn
ES-RFP-84700-42  |Commissary implementation |84700 ‘Uﬂdel"EVOJLI(JTIUI’]
I ES-RFP-34700-52 ozmotology Supplier Services |84700 ‘under'EvaIuaTion
(a3 mp=_arge Document Copiers |847OU ‘under'EquaTinn
[ES-RFP-84700-58 [HWAC Repair and Service [84700 [underEvaluation
[ES-RFQ-84700-1  [Digital Printers [84700 [underEvaluation
[Es-RFQ-E4700-12  [Test [g4700 [underEvaluation

[Es-RFQ-B4700-37

|Techmcu| Eooks for Denfal Tech Program |84700

‘Uﬂdel"EVOJLI(JTIUI’]

[ES-RFQ-84700-45

|Technica| Books for Dental Tech Program |84700

‘under'EvaIuaTion

[Es-RFQ-E4700-5

[TT Test [g4700

‘under'EquaTinn

|ES—PFQ—84700—6 |D|g\‘ra| Printers |84700 ‘Uﬂdel"EVOJLI(JTIUI’]
[ES-RFQ-84700-7  [Temp Staffing [84700 [underEvaluation

[Es-RFQ-E4700-8  [construction [g4700 [underEvaluation

|ES—PFQ—84700—81 |CUs‘rUmUIUgySupp\|es |84700 ‘Uﬂdel"EVOJLI(JTIUI’]

[ES-RFQ-84700-0  [Digital Printers [84700 [underEvaluation

[ES-RFQIE-84700-50 [Pest Control Services [g4700 [underEvaluation

|ES-RFQC-84700-51 [Eldercare [84700 [underEvaluation
4 Click on Award eSource.
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NIGP
Codes
awarded

5

Click on
appropriate
award method

~

-
Team
TN T
b areke! ace
P Georgia

Georgia Procurement Registry e

Admireutrative Sy

eSource Maintenance onl ES-RFP-84700-54

Yiew eSource

Edit eSource

View Responses

Return to Menu I

%The top of this screen shows general information
regarding the eRFP. Notice all information has been carried
over to include the NIGP codes selected when posting the
event, as well as, all the documents associated with event.

Mg ®
2T ]
B 24 mar ::g.tpmre -

Georgia Procurement Registry

eSource RFP Award Processing

‘eSource umber ES-AFP-84780-54

Agency Hame B4700 PLINT RIVER TECHHICAL COLLEGE

Contact Name Acay. Stacy

Contact Phors Frrarrrarre

Comtact Enmail Facey@flntyivertech. sds

Fineal Your 011

‘e Source Tithe Large Doosmant Copiers

‘aScurce Descrigticn Seabing to purchade 1 367 Largs Documant gloftars, Coplars must have capalilly 1o copy on varieud madiemnd,

to mndude vallum, Imilf4ed mylar, 208 bond. Copiers rmust have madium capacty of 4 3008 rolis of varsous
madiumi. Purcharad plotterns i be netvorked with cunent wnits, tetally 4%,

aSaurce Raleasad Dats 07/ 26/ 2080 05114 FM

Closing Date B7/2% 040
Thosing Tune
Entimated Contract Vahdl | 72040

'*lsp Code Selection JO4TH ~os Brink

20634 -

206T2 --- Pril + High Spaad, Lne Prinkars, and Prnter Subsystams

eBFP Document
SRFP CostSheet

Additignal Scored Response Worksheat Documents aSSOCIated
Mondatory Scored Besponse Warkzhe, Wlth the event

#andatory Response Workihest

Of ferors Conference Transcrmpt

Determine the award methodology from any of the following
methodologies depending on the result of your evaluation
and the RFP documentation:

Award to a Single Supplier

Split the Award Between Suppliers

Award to Multiple suppliers

Award to a Primary/Secondary Supplier r

Enter award

comments to
the selected
supplier

eSo

Versi
DOAS - State
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" ~ Single © Split © Multiple  Primary/Secondary Award
Pick Award NIGP codes :;s-::
\ e L l‘r-rnr\-l_-” B R L]
Select the NIGP | 7 = [ 4 5
code. Then, click -
the awarded supplier SR TS e G (= | 7] 3
=
Atk mimants | i o =l | = |
L |
e :.u_l jf L1 = r | = 2 |
- |
o [ r il || A =] e |
=]
~ T — /
Enter the L |
award Enter rejection B
amount reason for each
Agumcy DA sencsuand b 57 50000 unsuccessful
Upioias REF daatd Docussents | supplier
6 Enter the award amount in the Amount field next to the

awarded supplier.

7 Click on the Primary/Secondary Award field to indicate the
suppliers selected and signify whether the supplier is Primary

or Secondary.
rEnter rejection
reason
| Enter award amount sn it i s 7‘
T BT r r Jrace Hugrant Scanng Prapons = [ =
|
=T e | TFEIET N N IC Faded Covtine Megehutoms | =]
Select the =
suppliers to T | 10 A==
be awarded : ;,l
e '::':.:1 z-'Ii".J-'-.-t.'. =2Hza e m A Fecrdary svaraead 2|
=l
I-"'..i:l.'.".‘-L':'..'... rr:f:nn:- |-.:"t'i o e " [Eupplsss ‘Withaweal = =
N\ ;
::‘:;:-- N | ‘ \
Enter
Ajuriicy DPA asive Indicate award
X comments
Primary or
‘plnad RFP Asmnd Cizoumant |
Secondary
Eap BFP Awgrd Fipcnsy ]
8 Drop down the list of Award Reject Reasons and select the
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award rejection reason appropriate for the suppliers not
selected for award.

NIGP Code Selection: [z0479

--- Printers, Digital,
20634 - Controllers, Peripharal: Plotters, Printars, Digitizers, stc..
20672 --- Printers, High Spead, Line Printers, and Printer Subsystems.
70069 --- Paper Production and Processing Equipment and (Mot ).
[Dacuments [ eRFP Document
eRFP CostSheet
Additional Scored Response Worksheet
Mandatory Scored Response Worksheet
Mandatory Response Worksheet
_Of'l’erors Conference Transcript
tlick on the Responder's name to view the Response Documen s,
© Single © Split # Multiple © Primary/Secondary Award Select th \
elec e
|2u4?9 A| I
Pick Award NIGP codes Award ReJeCt
Reason for
Company '::::nd-.- :Arnaunt ':::'r:il. ‘Aw-nl Reject Reason [Avefhd Comments eaCh Of the
HPEDX INC Darren Straka [ r I j Suppliers not
| [ [ | Hm P:I_Eghest S:::::lring Proposal Selected for
HPEDX INC Ken Hermndon [ r 4
| Non-Responsive —Laward
Failed Contract Megotiations
. L L | Supplier Withdrawal | _)
Conbany T [MEwARTA L o Bld = =
| | =
;OG:'ﬁN. CHOICE BECKY MILFORD [ '- I ;I ;I
| -
9 Enter the award comments in the Award Comments field
next to each of the suppliers participating in the event.
Enter the
Award
Pick Award NIGP codes |-"-1'--'-' 3— Comments
¥ ey s ey :-l- [I—— l::n: [P N S Y LT Ya—— [T e —
1T :..Ilj [ %67 r r [ Wt Hugrani Eoaimg Prapanall=] [
=
L. R I_IT r r I‘i--'l Corstrica Plingidiil sl ﬂ ;l
=l
Bt (msam |8 =R cl |
=l
e g SIFFEN) 5 H | =] [reccadary svarded =]
zl
i Pl [T r T [ Supplee Wbl =] =
2l
Add Bl Al [T
general —— 3
comments I -
Adjumicy DPA et s $2 50000
Upload FFE Amyrd Dooymeds |
Euf BFF Sawrd Precans 1

10

Add general comments in the General Comments field.
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11 Once you complete the screen, the information displays
similar to this example. Click on Upload RFP Award
Document to upload the appropriate award document.
Depending on the total awarded amount of the RFP, you
either upload the Notice of Intent to Award (NOIA), Notice of
Award (NOA) or both documents.

T " e m | C [ Hepen Scamg Proposs =] =
=]
. Ecsals 51 291500 J r [Fuded Comtiact Mingotistiara %] a]
=1
|:::-: I w r [ “w] [Frimacy susraes =]
:I-_"!';-‘-':__-’_::'I-'_-' Lli.:l::_-'_'. ez |r P | =] [receedary awardea =]
=
o T ey v A PEmem | r r | Sumplans 'Withruwal =l = |
Kareral ?‘:‘::- 1 I'-- [ e -|J-" Lo .--n.-'r-:.-:l -'-'!1‘?-:' 3 2 --r-.'-l.- I:--I-"'-l = -::‘i.l"l ; "_-:;'\-'r! _.’
Click to upload -
RFP Award -
documents L T — You can also egeergl
click to exit the c%mment
T award process S
12 Name your document appropropriately and click Submit the
Document to upload it as part of the event.
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13

Document
uploaded to
the event

@ éeam :
eorgia
d

Marketplace
Georgia Procurement Registry

Click browse to
select the document

State of Georgia eSource System

Add Documents

eSource Mumber: ES-RFP-84700-54
eSource Title: Large Document Copiers

Name the
award

Select document to be posted from your |C.\Docum ents and Setil Browse. .

computer.

Erter the title you want related with this |Notice of Intent to Award ES RFP 84700 54|
document,

Subnitthe Documant SmeIt
Retu | document to
upload

EQ_add_delete_docurnants

The following screen notifies you that the document has
been uploaded. Review the document to ensure you selected
the correct file by clicking on the document link(s) under the
Document Title column.

Click Return to complete the upload.

State of Georgia eSource System
Add bocuments

eSource Mumber: ES-RFP-84700-54
eSource Title: Large Document Copiers

Select document 1o be posted Tram your | Browse... I

comp uter.

Enter the title you want related with this I
document.

Submit the Document ]

Documents submitted

ment,

Bocument Titla !Sa pet documant for Daletion
IMotice of Intent to Award ES RFP 84700 54

Delete selected Docurment

Click to
complete the

Retum | Upload

168

eSource User Guide
Version 2 — July 2011
DOAS — State Purchasing Division



User Guide

%To delete a document, click the box adjacent to the
uploaded file. Then, click on Delete Selected Document to
delete the selected file.

State of Georgia eSource System

Add Documents

eSource Number: ES-RFP-84700-54
eSource Title: Large Document Copiers

Select document to be posted from your | Browse... |

computer.

Enter the title you want related with this |
document,

Submitthe Document

Documents submitted

Click on dosument title to view the document.

Document Title select document for Dglas
Motice of Intent to Award ES REP 84700 54|

Click if you
want to delete
the document

Then, click
to delete
the
selected file

Delete selected Document

Retum |

14 The award document has successfully uploaded, click on the
Award ES-RFP-XXXXX-XX to complete the award process.
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Upload award
documents

You can exit the
award process
without awarding

15

16

=i = e e C T [t Fighet Besng Proposar =] =
=1
e Eansesdan Bovidig | © [= [F aded Comtract Mgtz %] =]
=
e Bl [esnm | # e | T————— |
L= :-l
H:‘J_{-'_j_-_*:f:'li_ﬂ Lli.'.i:'f-_; w1 T el 5] n = | =] [reconaary swaraea =]
=
L —— W T | Cupple Wiharwwal | -
=
remelerpel TR
f-v_-“r_" -'-UII':I.-.'. 15 Ookmehee aftel Feccessful complecisas of che fsd Oeer/Sssplier Hiomaff ;i
e i
Ay DA aeeind b §3 S0na Cllck to award the
\pliad RFP Aveard Documti | | event to the
- 1 selected suppliers
] || S AT and notify them of
Fat RFP Auard Piocest__ | | the award

After you have click on Award ES-RFP-XXXXX-XX, the award
is final. To verify, you can click on Review and Maintenance
and click on Award. When you do this the following screen
displays. In this example, the award amount exceeds
$100,000. Therefore, eSource issues an NOIA.

-
R oo, o
&4

Marketplace g
Georgla

Georgia Procurement Registry

Al v Services

eSource Maintenance on ES-RFP-84700-54

¥iew eSource
Edit eSource

NOIA is Yiew Responses
Issued aTar=1 W=I=TaTRlat=]

Award eSource MOLA 10 days

— Click to return to
main men

Click Return to Menu to return to the main menu of eSource.

Awarding an RFQ Event to a Single Supplier

To make an award for events using the RFQ methodology, the
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award steps vary slightly than that of the RFP procedures.

For example, when awarding an RFQ the award functionality
include only the Single award or Primary/Secondary process.
To award an RFQ to a Single supplier, follow these steps.

1 Access the eSource Main menu and select Review and
Maintenance of eSource.

E‘DJ é?e?)Tgia (.

Georgia

Marketplace

Georgia Procurement Registry

eSource Menu

w
View Intended Award that triggered NOTA
eSaurce Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buyer

2 Click Under Evaluation eSource events.

-
Team
@ Georgia (.
L J Marketplace g
Georgla

Georgia Procurement Registry

Ademini

eSource Review & Maintenance
Select Status
e All eSource Events

' Open e5ource Events

oo

L.

Avarded eSource Events

Cancelled eSource Events

Clased eSourca Events(No responses raceived)

Completad eSourca Events(RFQC & RFI)

EQ_maintanence
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3

4

5

From the Under Evaluation screen, find and select the event
you want to award by clicking on the blue hyperlink in the

eSource Number column.

List of UnderEvaluation eSource Events

Click on eSource Number to Update

|¢Sour'c¢ HNumber |¢50ur‘c¢ Title

‘Agency |¢50ur‘c¢ Status

[ES-RFP-84700-12  [Athletic Laundry Services

‘84?00 |under‘EvaIua‘r|0n

[ES-RFP-84700-16  [CD Roms

‘847’00 |under‘EvaIua‘ri0n

|ES—RFP—B4?OO—2 |cu‘rer'ing services-test

‘847’00 |under‘EvaIua‘ri0n

|ES-RFP-84700-22 K-8 Training Pragrams

‘847’00 |under‘EvaIuaTinn

|ES—QFP—84?OO—48 |Lar'ge Document Copiers

‘847’00 |under‘EvaIuaTi0n

|ES—RFP—84?OO—4D |C0mmissar'y implementation

‘847’00 |under‘EvaIuaTi0n

|E57RFP—84700752 |Cosm0‘rolugy Supplier Services

‘84700 |under‘EvaIuaTi0n

|ES—RFP—84700—54 |Large Document Copiers

64700 [roia 7 days

[ES-RFP-84700-58 [HVAC Repair and Service

‘84700 |noia Ready to Award

|ES—RFP—84?00—62 |Cummisscu'y implementation

‘84700 |under‘Equa‘riun

Digital Printers

‘84700 |under‘EvaIua‘ri0n

Sleeping Bags

‘84700 |under‘EvaIua‘ri0n

ES-RFQ-84700-12 fTest

‘84?00 |under‘EvaIua‘r|0n

echnical Books for Denfal Tech Program ‘847’00 |under‘EvaIua‘r|0n

| 5-RFQ-84700-45 |Techn|cu| Books for Denfal Tech Program ‘847’00 |under‘EvaIua‘r|0n

Click Award eSource.

@ Eeam )
eorgia
4

Marketplace

Georgia Procurement Registry

-
Georgia

Daparimant af
Adminigtrative Services

eSource Maintenance on ES-RFQ-84700-101

View eSource
Edit eSource

View Responses
Cancel eSource

Aorard eSource

Export Bid Responses to Excel spreadsheet

Retum to Menu |

The RFQ bid sheet displays.
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ingle © Primary/Secondary Award

Line [Line Title Description Line NIGP # Units |eSource Line
Ne. Documents
(1) |[sle=ping sdult sleeping 45015-Carmping and Outdoor 200
ags bags Equipment; Camp Staves, Cots, EA
Lanterns, Mantles, Sleeping Bags,
stools, Tarpauli
[c [ d [ lier [Amount [Amount |[Single [Award Reject Reason Award Comments
(GA Based Name Status |per Unit perline |Award
Flag)
HOWARDS Ted Boxer bid $21.43 ] $4z88.00 | & = H
TRUE VALUE
HARDWARE
INC (N) j
BATTLE & Josh Zirkle bid $24.32 | $4884.00
Barrie zl =]
DISTRIBUTORS
o el
MASSEY & Carly Labrador |[bid $25.93 ] $5188.00 o~ = H
BOWERS LLC
(N)
-
5TAG Dack Anders bid $35.97 | $7154.00 = H
ENTERPRISE
INC (N)
E
‘ | | | ‘ o~ |NIJ AVWARD FOR THIS LINE |

The bid sheet displays the bid responses for each line. Note
the system will flag the supplier indicating the reciprocal
preference status for your consideration. You can award each
line separately. The bid responses display from that line’s
lowest bid to that line’s highest bid.

% If you decide not to award a particular line, indicate the
No Award in the award justification selection box.

The initial configuration below represents the lowest total response

click on the Responder's name to view the response for the given line.

Ranks bids from
low to high

& Single ¢ Primary/Secondary Award

e [Line Tie Description Line NIGP # Units  |eSource Line Enter AWard
Documents
ult sleeping 45015-Camping and Cutdoor 200
e Equipent camp Stoves, Gets, |[eA comments
Lanterns, Mantles, Sleeping Bags,
Stools, Tarpauli
= |

[c [ d [ ier [Anount | Amount  [Sifkgle | [Award Reject Reason hyvrard Comments
(GA Based Name Status [per Unit Jper Line | Afard
Flag)
HOWARDS Ted Boxer bid sz1.4 $4z86.00 d I
TRLUE VALLE
HARDWARE i
IHC (M) Mot Low Bid El
BATTLE & 1osh zirkls bid $24. 320 486400 _( Non-Respansible ;I
BATTLE Mor-Responsive
7(‘3;)5""”5“"'0“ Failed Contract Megotiations

Supplier Withdrawal LI
MASSEY & Carly Labrador |bid 525,99 $5186.00 | 4 Mo Bid E
BOWERS LLC
(N) _I

-

STAG Jack andars bid $35.970 4719400 f
ENTERPRISE I =l B
IHC (N)
| | | | I o I ND AWARD FOR THIS LINE Select aWard

6 Select

No award for
this line

Award Reject Reasons fiw

reason for each
winning supplier
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down list for egach supplier not selected to receive award.

7

Enter the appropriate award comments for the selected

supplier.
Select Line [Line Title Description Line NIGP # Units  [eSource Line
q | d No. Documents
single awar ing adult sleeping 45015-Carnping and Outdoor 200
v, ags Equipment: Camp Stoves, Cots, Ea Enter award
Lantetns, Mantles, Sleeping Bags,
Stools, Tarpauli comment
Company Responder Supp! Amount [Single |Award Reject Reason Award Comments
(GA Based Name Status  |per ine |Awar
Flag)
HOW AR DS Ted Baxer bid $21.43 | $4256.00 [l I Lwarded lowest =~
TRIUE WALUE
HAR Dy AR E responsive and
] responsible LI
h zitkl bid . .
gigtg 2 Qosh Zirkls i $24.32 | $4364,00 | o~ INUn-ReSpUnS\bIe
DISTRIBUTORS
(N) =
MASESEY & Carly Labradar  [bid $25,92 | $5186,00 : N
ToelE e o Mat Low Bid =l
(N)
STAG Dack Anders bid $25.97 [ $7194.00 [ ~ ﬂNot Low Bid REJecuon
ENTERFPRISE
e (9 Reason
| L  |NO AWARD FORTHIS LINE ”
No award for this line =}
|The lowest possible award{award by line} is: || 5428600
The selected award configuration above yields a total of:
Enter any | 9 Y [ §4285.00
genera| |The difference between selection above and lowest possible award is: i $0.00
comments General =
Comments
[

Because the award amount is under $100,000.00, the NOIA

document is optional, the issuing officer may set the NOIA or
simply award the RFQ. In this example, the decision is made
to award the RFQ. To do this, click the Award eSource ES-

RFQ-XXXXX-XX.
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© Set NOTA (Qptional)

Awiard 8Source ES-RFQ-G4700-101

Click to
award

J

tlick on the Responder's name to view their response details

To select a single Supplier for the entire award click the appropriate button below. It
will automatically change the above selection configuration.

Over lowest award
af

$4286.00

new
P O BOX 4457
CANTOM, GA
Cherokee

30114

Phone: 444-444-4444
Emnail:
anders@hey. com

Total Supplier  [Supplier % Dver Company Responder Name select [Supplier Lines
Amount Lowest HeadQuarter Address Supplier
Award by line
supplier Line & AWARD BY LINE
Configuration above
$az86 0.00% HOWARDS TRUE WALUE Ted Boxer I
Guer lowest award HARDWARE THC Phone: 444-444-4444
o new Email:
f4z86.00 P o BOR 1030 thoxer@isk. net
HORCROSS, GA
Ginnett
30051-1030
$aged 13.48% BATTLE & BATTLE Josh Zirkle P
Suer lowest award DISTRIEUTORS Phone: 444-444-4444
o new Email:
$4z86,00 2072 WHITES MILL ROAD zirkle@kdl net
DECATUR, G4
Dekalb
30032
$5186 20.999% MASSEYT & BOWERS LLC Carly Labrador fal
Gver lowest award new Phone: 444-444-4444
o 3535 PIEDMONT AVE Email:
$4286,00 SUITE 1100 clab@yahoo, cam
[ATLANTA, G4
Fulton
30305
$7194 £7.84% STAG ENTERPRISE INC Jack Anders I

9  After clicking on Award eSource,

menu.

eSource displays the main

Awarding an RFQ Event that Exceeds the Entity’s DPA to a

Single Supplier

To make an award for events using the RFQ methodology, the
award steps vary slightly than that of the RFP procedures.

For example, when awarding an RFQ the award functionality
only allows single award or primary/secondary award.
To award an RFQ to a Single supplier, follow these steps.

1 Access the eSource Main menu and select Review and
Maintenance of eSource.
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-
@ é?e%rgia (.

Georgia®

Marketplace

Georgia Procurement Registry

eSource Menu
Post New eSource
Review and Mainfenance of eSource|

eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ menu_buyer

2 Click Under Evaluation eSource events.

@ Eee?)Tgia (.

Marketplace »
GEOYBIQ

Georgia Procurement Registry N

eSource Review & Maintenance
Select Status
All eSource Events
Open eS5ource Events

Saved eSource Events

Under Evaluation eSource Evenisl

Avarded eSource Events

Cancelled eSource Events

Closed eSource Evants(No responsas received)

Completad eSourca Events(RFQC & RFI)

EQ_mazintanence

3 From the Under Evaluation screen, find and select the event
you want to award by clicking on the blue hyperlink under the
eSource Number column.
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List of UnderEvaluation eSource Events

Click on eSource Number to Update

|¢Sour'ce Humber |¢50ume Title |Ag¢ncy |¢Soum¢ Status
[ES-RFP-84700-12  [Athletic Laundry Services [84700 [underEvaluation
[ES-RFP-84700-16  [CD Roms [84700 [underEvaluation
|E5—RFP-84700—2 |cq‘rer‘|n9 services-test |84?00 |under‘EvaIua‘hon
[ES-RFP-84700-22 k-2 Training Programs [84700 [underEvaluation
|E57RFP—84700748 |Lar‘ge Document Copiers |84700 |under‘EvaIua‘riun
|E57RFP—84700749 |Cnmm\ssary implementation |B4700 |under'EvaIuaTinn
|ES—RFP-B47UU—52 |Cnsmm‘mlngy Supplier Services |B4700 |under‘EvaIua‘rinn
|E5—RFP-84700—54 |Lqrge Document Copiers |84?00 |under‘EvaIua‘hon
[ES-RFP-84700-55 [Hv4C Repair and Service [54700 [underEvaluation
[ES-RF@-84700-1  [bigital Printers [84700 [underEvaluation
[ES-RFQ-84700-19 [Test [84700 [underEvaluation

[ES-RFG-84700-37 [Technical Books for Dental Tech Program [84700 [underEvaluation
|E5—RFQ—84?UO-45 |Techmca| Books for Dental Tech Program |84?00 |under‘EvaIua‘hon

[ES-RFQ-84700-5 [IT Test [84700 [underEvaluation
[ES-RFQ-84700-6  [Digital Printers [84700 [underEvaluation
[ES-RFQ-84700-7  [Temp Staffing [84700 [underEvaluation
[ES-RFGQ-84700-8  [Construction [84700 [underEvaluation
- - - |Cos‘mmology Supplies |84700 |under‘EvaIuaTion
%blgmﬂ Printers |84?00 |under‘EvaIua‘hon
[ES-RFQC-84700-60 [Pest Cantrol Services [84700 [underEvaluation
[ES-RFQC-84700-51 [Eldercare [84700 [underEvaluation

4 Click Award eSource.

-
Team
Team
Y o
Georgia Procurement Registry e

eSource Maintenance on ES-RFQ-84700-9

Wiew eSource
Edit eSource

Yiew Responses

I

Export Bid Responses to Excel spreadsheet

Return to Menu |

5 The RFQ bid sheet displays.
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Ranks line items
from low to high

6

o]

Single © Primary/Secondary Award

Line Tile

Line
No.

Description

eSource Line
Documents

Line Nigp No
of
Units

(1.) Dental Illustrated dental 71548-Medical Boaks and 175
Technician hygenic Publications Ea
textbooks
supplier |Amount |[Amount |Award ppli ponder Name |Award Reject Reason Award Comments
Bid Par Unit |per Line |Selection [Name (GA
Status Based
Flag)
bid $85| 414275 PDG test
& Consulting I Sl =l
() \
i =
Indicates the
hid +z00| 435000 ¢~ MOORE  |Darna Test D) —;[
Wailhcr | supplier’s state
AMERICA I
pER I for reciprocal IEl
fa no preference
AW ARD 3 A
FoR THIS consideration
\\ .

The bid sheet displays the suppliers’ responses for each line.
eSource flags any supplier with the reciprocal preference
status for your consideration. You can award each line
separately. The list of responses display from that line item’s
lowest price to line item’s highest price.

% If you decide not to award a particular line, indicate the
No Award in the award justification selection box.

Click on the bidders name to view the bid information/documentation for the given line.

Line |Line Title Description Line Nigp No  |eSource Line
No. of Doc
Units
(1.) |Smart Boards [Smart boards to 20460-Monitors, Color and 2 EA Enter AWard
use for instruction Monachreme (CGA, VGA, SVGA,
etc. Com m e ntS
-I }
Amounfl|/Award  |Vendor Bidders §Award Reason
Amounfll per Ling] |Selection |Name [GA Name
Status |Per Unif Based Flag)
bid £7500) $6000 Il TECHNICAL |Jos 5
ASSOCIATES ‘Not Low Bid ;
ING (N) MNon-Resposible
bid s765q se120d[ SYNTELLUS [sheri I Non-Responsive l—
DATAWORKS |Rojas .
LLC (N) Vendor Withdrawal :
- Nao Bid
bid $8500 $6800 el TIGERDIRECT |Mary
‘ ‘ ‘ c i) Contrary| NotLowBid =
el NO AWARD
FOR THIS Select award reason
LINE 5
N for each supplier
Lii Line Title 1 1 N 5ol Lii
ol No award this line oF |[Docsments.
J Units
(2.) [TV Monitors  [Monitors to 84038-Monitors, Television 20
conduct distance EA
or remote
learning

Select the appropriate Award Reject Reasons from the drop-
down list for egach supplier not selected to receive award.
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7

Enter the appropriate award comments for the selected
supplier.
( '\ Enter award
~ Select comment
o gt single award |~ ¥
[TH] J-:-L:- - L 20 TR Pt n, Sgetal 4
¥ s e L el By froegia | Amoars] Ba i | P saim [rep————
ey iR v Bl phemrans. o=
¥l b
le'_;.!u'l: :'T"."’ - e T | ﬂ Avarded. Perponalve _’
= |-C:- - Thod=ny and responsilbis
J =J
Enter
[T L - ey
< A RO Eorrmeritn comment
LS oy e s bar fagephas Bpesaet el par Lengls ll Asoenl Be e b B ssies jos srnd | mayemasaibn
e e et el o —
Pl i
i i Eaabaly -y S i Lz | Sppbn itk awa =|fruppiter withizen

LT Hibrgdaly

rEFpeose .

| No award this line item}h yPrrrTTTE

Gomnrnl
Commurds

This lnvwwst possibin aveassiavan by lnn) is: Enter any
Ther sedectod avard confbguratian aboen yields o ol al of general
The ditferescs betvern seloction above and bhvest possilisls aveemd IS Comments
—
A

In this example, the entity has been assigned a DPA amount
of $50,000. Since the award amount is under $100,000 the
NOIA document is optional, the issuing officer may set the
NOIA or award the RFQ. In this example, the decision is made
to award the event. To do this, click the Award eSource ES-

RFQ-XXXXX-XX.
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Ths bavenst poasibdn avand(aard by line) s [
The ssloctod gward oenliguradkon abows yisdds o tolsl of; |

Thae diffurencs belvreon seloct ion above and koot possibde aveard is; |

GEEral

CORIADT oD CoMMERC® on oF hefore Cooober § and scpize Septesbear !!‘|.| _-J
Comireng e
=
S ey LA aiFrment s S 30000
Than awaaerel confiiparation usinctod rowults in s avaoed grostor Chan The agency OPA

& Set POVLA { Optiongsl )

I Aol WSRCE EGRFOUESATIG :I

T witbern a singhe Bupplier for [he ooties award oick The appropeists Deton below . 18
el ait st scally change e ahove seleciin oonligriration

A0 e b P g’y s S vern S resperaae de Ly

Taral b geebar gl e s 1 B e e i nalaan apar S5 E
Ammrrrl Laremetl e el Qs ey Arthelirwns Ragepler tund bl
Aol b B
A A A B L
(R i el COFICH BOMLUTIOWE DNE i
iy brm e e gl s=
o e ¥
T L Y §PREd

st AFQ fueed Process |

9 The awarded amount exceeds the DPA set for the entity.
When you click to award, the following screen appears
instructing you to submit the One-Time Request to Exceed
DPA Form and submit it to SPD for authorization to proceed
and complete the award process.

Tearn
W e,
Georgia Procurement Registry

eSource RFQ Award Summanry

ER-RED-Baon-2

Awrarel Typs @ Q=G F

Instructions to e Btk
complete and : e
submit the One-
time Request to
Exceed the

NO'A form rhe tatad avaard armeaal iv greser than the geer Delegated Purebecing Aubarity. &a small

meitage fai Bren ailamatic ally Lo 1o s Sale Poaschasing Diemies 1o nstiiy e af 1he
aduati Theis avird CANNOT hie (ompleted wall 5P bat ssigined ssthoriy ol e & Saroe
P SR nr hack 08 your sgeny

el D e P LT

I The total proposed award amount is € 487 500.00 I

Flieacr 1l One Time Excesds A Form ssd cubseid @ s 500

Fofarm To Wara

10 Click Return to Menu.
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Determining the Best Price Response in an RFQ

eSource provides you with information regarding the amount
that you could save by awarding to more than one supplier
(splitting the bid) as opposed to making the award to one

supplier.

1 To determine the best price, display the bid sheet to review
the price and select the lowest bid for each line.

Line [Line Title Description Line NIGP #Units  [eSource Line
No. Documents
(1) [sleeping adult sleeping 45015-Carmping and Cutdoor 200
bags bags Equiprnent: Camnp Stowes, Cots, EA
Lanterns, Mantles, Sleeping Bags,
stools, Tarpauli

Company Responder supplier Amount [Amount [Single [Award Reject Reason Award Comments
(GA Based Nama Status  per Unit |perline |Award
Flag)
HOWRRDS Ted Boxer bid $21,43 [ $9286,00 | ~ [ =l [zvaraea Lovest 5|
HAR D WARE responsive and
INC (N} responsikble ;I
BATTLE & Qosh zirkle bid $24.32 [ $9864,00 | ~ - .
EATTLE |N0n Respaonsible j
DISTRIBUTORS i
o Indicates the
MASSEY & Carly Labradar ||bid 525935519698 [ [fiot Low Bid =l price by
EOWERS LLC a
] selecting the

_ lowest bid for
STAG [Qack anders bid $35.97 [$7194.00 [ [Nat Low Bid = .
EMTERPRISE each line
NG (N) \

/
| | ‘ | ‘ ~ ‘ND AWARD FOR THIS LINE |
|The lowest possible award({award by line) is: || $4206.00
| The selected award configuration above yields a total of: || $5186.00
|The difference between selection above and lowest possible award is: || £5900.00
Y

2 Then, click on Click to Process the Award Configuration
Above. Here you can view the price difference.
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© Set NOTA (QOptional) C[i) ft Il
I Award eSource ES-RFO-84700-101 deCISlonS are made
To select a single Supplier for the entire award click the appropriate button below. It
will automatically change the above selection configuration.
tlick on the Responder's name to view their response details
Total Supplier  [Supplier % Dver Company Responder Name Select [Supplier Lines
Amount Lowest Head Quarter Address Supplier |Not bid
Award by line
Supplier Line & AWARD BY LINE
Configuration above
f4286 0.00% HOWARDS TRUE WALUE Ted Boxer ~
ower lowest award HARDWARE THC Phone: 444-444-4444
o new Email:
$4286,00 P O BOX 1030 thaxer@jsk.net
NORCROSS, GA
Gwinnett
300591-1030
f4864 13.48% BATTLE & BATTLE Josh 2irkle r
Ower lowest award DISTRIBUTCRS Phone: 444-944-4944
of new Email:
$4286,00 2072 WHITES MILL ROAD zirkle@kdlnet
DECATUR, G4
Dekalb
z0032
$5186 20.39% MASSEY & BOWERS LLC Carly Labrador r
Ower lowest award e Phone: 444-944-4944
of 3535 PIEDMONT AVE Email:
$4286,00 SUITE 1100 clab@yahoa.carn
MTLANTA, G4
Fulton
30305
f7194 £7.84% STAG ENTERPRISE INC Jack Anders r
Ower lowest award e Phone: 444-444-4444
of PO BOX 4457 Emnail:
$4286,00 CANTON, Gé anders@hey. com
cherokee
30114

Awarding an RFQ as a Primary/Secondary Award

1 Access the eSource Main menu and select Review and
Maintenance o f eSource.

>
E‘UJ Eee?)rgia (.

Marketplace

Georgia Procurement Registry

Georgia

Depanment of
Administrative Services

eSource Menu

Post New eggurce

Review and Maintenance of eSource

View Intended Award that triggered NOTA
eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buyer

2 Select Under Evaluation eSource Events.
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@ Jeam
eorgia
|

Marketplace

Georgia Procure

Select Status
e All eSource Events

¢~  Open eSource Events

ment Registry

eSource Review & Maintenance

Saved eSource Events

Under Evaluation eSource Events

Avarded eSource Events

Cancelled e5ource Events

Closed eSource Events(No responses received)

Completed eSource Events(RFQC & RFI)

5]
Georgia

Cepartment of
AdminiSIFative Services

3 From the Under Evaluation screen, find and select the event
you intend to award by clicking on the blue hyperlink under
the eSource Number column.

|¢Sour'c¢ Mumber

|¢50ur'c¢ Title

|Ag¢ncy |¢50ur‘c¢ Status

[ES-RFP-84700-12

|AThIeTic Laundry Services

|84700 |under‘Eva\ua‘ri0n

[ES-RFP-84700-16

|CD Roms

|84700 |under‘Eva\ua’rion

[ES-RFP-84700-2

|cafer'ing services-test

|847’00 |under‘Eva\ua’rion

[ES-RFP-B4700-22

|K—Q Training Programs

|B47’00 |under‘Eva\ua’riDn

[ES-RFP-84700-48

|Lar‘ge Document Copiers

|847’00 |under‘Eva\ua‘ri0n

[ES-RFP-B4700-49

|C0mmissar'y implementation

|84700 |under‘Eva\ua‘ri0n

S-REP-04700-E2

|Cosmofu|ugy Supplier Services

|84700 |under‘Eva\ua’rion

ES-RFP-84700-54

|Lar' e Document Copiers

84700 [noia 7 days

C Repair and Service

|B47’00 |noia Ready to Award

[ES-RFP-84700-62

|C0mmissar'y implementation

|847’00 |under‘Eva\ua‘ri0n

[ES-RFQ-84700-1

|Digi‘ra| Printers

|84700 |under‘Eva\ua‘ri0n

[ES-RF@-84700-101

|Slee|3ing Bags

|84700 |under‘Eva\uu‘riun

[ES-RFQ-84700-12

|TesT

|84700 |under‘Eva\ua’rion

[ES-RFQ-84700-37 [Technical Books for Dental Tech Pragram [84700 [underEvaluation

|ES-RF-84700-45 [Technical Boaks for Dental Tech Program [34700 [underEvaluation

4 Select Award eSo

urce.
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Team
@iﬂ‘ Georgia

Marketplace

Georgia Procurement Registry

-
Georgia

Deparmant of
Administrative Serviess

eSource Maintenance on ES-RFQ-84700-101

Award eSource

Wiew eSource
Edit eSource

Yiew Responses

es to Excel spreadsheet

Return to Menu |

5 Determine the award methodology from any of the following
methodologies depending on the result of your evaluation and
the RFP documentation:

e Award to a Single Supplier
e Award to a Primary/Secondary Supplier

[ select award
o Single # Primary/Secondary Award K method
Line [Line Title Description Line NIGP #Units  [eSource Line
No. Documents
(1) |zleaping adult slaeping 45015-Carnping and Cutdaor 200
bags bags Equiprment; Camp Stoves, Cots, £
Lanterns, Mantles, Sleeping Bags,
stools, Tarpauli

I [ d [ lier [Amount [Amount Primary/ [Bward Reject Reason |Award Comments
(GA Based Name Status |per Unit perLine [|Secondary
Flag) Award f
HOWARDS Ted Boxer bid $21.43 | 44286000 i =
HowaRDS & Indicate the — =
HARDWARE
Hanpw Primary and -

. Secondary award f——
BATTLE & lozh Zirkle [bid $24,32 [ $4864,00) B
BATTLE o p J
DISTRIBUTORS
o I L
MASSEY & Carly bid $25.93 | £5186. 00| = I~
BOWERE LLC  |Labrador S [ El
(N) -
STAS Jack Anders |bid $25.97 | $7194. 00 B —
ENTERPRISE ¢ 0 &l 2l
INC (N} J
| | | ‘ | P |Nl:l AWARD FOR THIS LINE |
‘ The lowest possible award({award by line} is: || 54206.00
‘ The selected award configuration above yields a total of: || $4286.00
‘The difference between selection above and lowest possible award is: || 50,00

6 Enter award comments for the winning supplier.

7  Select the appropriate rejection reasons from the drop-down
list for each supplier not receiving award.
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8

Click to set
NOIA

« Single @ Primary/Secondary Award

Line [Line Tite Description Line NIGP # Units  |eSource Line

No. Documents

(1.) [sleeping adult sleeping 45015-Camping and Outdoor 200 Enter

bags bags Equipment; Camp Stoves, Cots, EA
Larterns, Manties, Slesping 8aas, award
stools, Tarpauli
comments

e [ d [ lier [Amount [Amount [Primary/ fAward Reject Reason ward Comments

(GA Based Name Status |per Unit |per Line |Secondary|

Flag) Award

'HHgL\?éA\';{fLELIE Ted Boxer |bid $21.43 [$4286.00 [ @ I 2 | P ———
IHARD WARE nd responsive.

IMC (M) rimary Supplier LI
BATTLE & Josh zikle [bid $24.32 [ $4864.00 -

BATTLE o 3 I |l owest responsible ;I
DISTRIBUTORS nd responsive.

(N) econdary Supplier d
MASSEY & Carly bid $25.93$5186.00 | n

BOWERS LLC  |Labrador T JIMot Low Bi I B
(~N) =

-
;

5TAG Jzck Anders [bid $35.97 [$7124.00 ;

ENTERPRISE e r INm Low Bid I H
INC (N

=
| | | | | - NO AvwARD Foif s LINE 1
7 A

|The lowest possible award{award by line) is: Select || $4296.00
| The selected award configuration above yields a total of re]ec“on || $4266 .00
|The difference between selection above and lowest pos reason || £0.00

Click Award eSource to complete the award process.

© Set NOIA (Optional)

Award eSource ES-RFQ-84700-101

Click to award

the event

To select a single Supplier for the entire award click the appropriate button belov. It
will automatically change the above selection configuration.

tlick on the Responder's name to view their response details

Total Supplier  [Supplier % Dver Company Responder Name Select [Supplier Lines
Amount Lowest Head Quarter Address supplier [Not bid
Award by line
supplier Line & AV ARD BY LINE
Configuration above
$4z86 0.00% HOWARDS TRUE VALUE Ted Boxer ~
Ouer lowest award HARDWARE TNC Phone: 444-444-4444
o new Email:
tazee.00 P o BOX 1020 thoxer@isk, net
NORCROSS, GA
Guinnett
30051-1030
$4864 13.48% BATTLE & BATTLE Josh Zirkle ~
Gver lowest award CISTRIBUTORS Phone: 444-444-4444
o new Email:
$4286,00 2072 WHITES MILL ROAD zirkle@kdl net
DECATUR, G
Dekalb
30032
$5186 20,95% MASSEY & BOWERS LLC Carly Labrador ol
Over lawest award new Ph : 444-444-44449
of 3535 PIEDMONT AVE Emai
$4z86.00 SUITE 1100 clab@yahoo.com
ATLANTA, GA
Fulton
30305
47154 £7.84% STAG ENTERPRISE INC Jack Anders ol
Suer lowest award new Phone: 444-444-4444
of P O BOK 4457 Em
$azEe.00 CANTON, G janders @hey.com
Cherokee
20114

Exit RFQ Award Process

9

This is the final step. You may include a message to the

suppliers for additional information. Click Final Step-Post
the Award and Notify the Suppliers.
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HOWARDS TRUE VALUE Ted Boxer 21,43 4286,00 prirnary
HARDWARE INC
[BATTLE & BATTLE DISTRIEUTORS [Josh Zitkle [24.32 [4584.00 [s2condary

|Genera| Email Message to all the Awarded Suppliers:

NOTICE OF AWARD

eSource Number ES-RFQ-34700-101

Congratulations, you have been awarded allfpart of eSource # ES-RFQ-24700-101 entitled
'Sleeping Bags' for which you recently submitted an online response.

Access the solicitation for further details. The issuing officer will contact you in the near
future,

Contact Information:

AGEMCY: FLINT RIVER TECHMICAL COLLEGE
COMTACT PERSON: Acey, Stacy

COMTACT PHOME: BE6-BEE-5EE6

If this is an open agency contract all the award amounts are estimates only,
If the state entity has made a secondary award this supplier is intended to be a back
up source of supply only, or as otherwise indicated in the solicitation

You will be contacted in the future regarding the order. ﬂ

Click to
finalize
award

The total proposed award amount is $ 4286.00

Final Step -- Post the Award and Notify the Suppliers |

Return To Menu |

10 eSource alerts you that you are about to award the event. To
continue, click OK.

General Email to all the d

NOTICE OF AWARD

eSource Number ES-RFQ-84700-101

Congratulations, yvou have been awarded all/part of eSource # ES-RFQ-24700-101 entitled
‘Sleeping Bags' for which vou recently submitted an online response.

Access the solicitation for further details. The issuing officer will contact vou in the near
future.

Contact Informdbion:
AGEMCY: FLIMT @INES TE~LmMT a1 ~oui Ecc

CONTACT PER 5 [ ey x|

CONTACT PHOMJ:

If this is an ofbe \“.’2 This is the final step For your award process. Do you want ta continue?
If the state o

up source of g Ok I Cancel I

You will be =l

== back

Click =
OK

posed award amount is $ 4286.00

Final Step - Post the Award and Motify the Suppliers I

Return To kenu I

11 All suppliers participating in the sourcing event receive an
email notification. Click Return to Main to exit.

186 eSource User Guide

Version 2 — July 2011
DOAS — State Purchasing Division



User Guide

g o
eorgia
L J Markgtplace

. - Georgia
Georgia Procurement Registry

Department of

Administrative Services

eSource Award Processing

ES-RFQ-84700-101

The &ward has been posted and all the suppliers are notified.

Return Ta Menu |

%Below is a sample email sent to the succesful supplier.

= e rrartactady Sawt fun W12 300 A
Ta Test, PR

£

Subers

s ward for R 04700 101

BEDISTO) BEDISTVI.

NOTICE OF AWARD
eSotiree Nusber ES- RFQ-S4700-100

Congrandaticas, you have bees awwrded alipart of eSource # ES.RFQ-534700- 101 enssied ‘Sleepeg Bags' for which you recently subaoned s cebne respeese
Aeemes the dobeitaticn for fiether detels The pemsg ole er il 2ottt you  the neie Satiee

fthas o e g agency combract of thie e, st e

1fthe wiate ety ts made 8 necondery wward s wuppber s ianded 52 by & Sack up e of supply ondy, of s ikerries mdoied o G sabotetion

Y wil b contactrd m the fiture regandog the order

% Below is an example of the email sent to the
unsuccessful supplier.

Y vk um 82000 500
= Tew, PR

e

Subynct

izt Saberted for wiours 15-6PC-86THS 101

Crawcan Miederer,

Wi segret to forms you that o eSotere sespanse was st selected for eSourre pumber S BFC84T00: 101 entified Sleeprng Bags for whath you reenthy aibussmad an colme prapome We thask yea
= it o b thad oas Wil 86 4 g

o fox firthes detals

Centact Inform
AGENCY FLONT RIVER TECHMICAL OOLLEGE
CONTACT PERSCH. Avey. Susey

ACT PHONE 6646 £66-6666
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Using the Excel Spreadsheet When Working with RFQ Events

eSource provides you with the ability to download item line
responses to a spreadsheet. This allows you to collaborate
with others who might offer input into the award decision.

1 Access the eSource Main menu and select Review and
Maintenance of eSource.

-
@ Eee%Tgia (.

Marketplace .
Georgia

Georgia Procurement Registry T

eSource Menu

Ei!'
Review and Maintenance of eSource

eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buysr

2 Click Under Evaluation eSource Events.

-

Team

Team
) 2 e o
Georgia Procurement Registry

Administrative Sorvices

eSource Review & Maintenance
Select Status
~ Al eSource Events
Opan eSource Events

Saved =Source Events

ol e}

Under Evaluation eSource E'UEI'HSI

Avarded eSource Events
Cancelled eSource Events

Closed eSource Events(No responses received)

=
-
-
-

Completed eSource Events(RFQC & RFI)

EQ_maintanence
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3  From the Under Evaluation screen, find and select the event
you intend to export an Excel spreadsheet by clicking on the
blue hyperlink under the eSource Number column.

Click on eSource Number to Update

List of UnderEvaluation eSource Events

‘eSouw:e MNumber

|¢Sour-c¢ Title

|Ag¢ncy ‘eSouw:e Status

[ES-RFP-84700-12

|ATh letic Laundry Services

|B4700 ‘under‘EvaIua’rinn

[ES-RFP-84700-16

|CD Roms

|B4700 ‘under‘EvaIua’rinn

[ES-RFP-84700-2

|ca‘rer‘ing services-test

|84700 ‘under‘EvaIua’rion

[ES-RFP-84700-22

|K—D Training Pragrams

|84700 ‘under‘EvaIua’rion

[ES-RFP-84700-48

|Large Document Copiers

|84700 ‘under‘EvaIua’rion

[ES-RFP-84700-40

|C0mmissar'y implementation

|84700 ‘under‘EvaIua’rion

[ES-RFP-84700-52

|Cosm0‘rulogy Supplier Services

|84700 ‘under‘EvaIua’rion

[ES-RFP-84700-54

|Large Document Copiers

|84700 ‘under‘EvaIua’rion

[ES-RFP-84700-58

|H\/AC Repair and Service

Click to
access
event

|84700 ‘under‘EvaIua’rion

[ES-RFQ-84700-1  [Digital Printers

|84700 ‘under‘EvaIua’rion

[ES-RFQ-84700-18 [Test

|84700 ‘under‘Equa’rion

[ES-RFQ-84700-37 [Technical Baoks for Dental Tech Program [84700 \underEvalugtion

[ES-RFQ-84700-45 [Tzchnical Boks for Dental Tech Program [84700 underEvalugtion

[ES-RFQ-84700-5 [IT Test

|84700 ‘under‘E\rqua‘riun

[ES-RFQ-84700-6  [bigital Printers

|84700 ‘under‘EvaIua‘rion

[ES-RFQ-84700-7  [Temp Sraffing

|84700 ‘under‘EvaIua‘rion

[ES-RFQ-84700-5  [Construction

|84TUO ‘under‘EvaIua‘rion

Costomalogy Supplies

|84TUO ‘under‘EvaIua‘rion

‘ES—RF -54700-8  WDigital Printers

|84700 ‘under‘EvaIua‘rmn

BT G- T 0-00 |Pest Control Services

|84700 ‘under‘EvaIua‘rmn

[ES-RFQC-84700-51 [Eldercare

|84700 ‘under‘EvaIua‘rion

4  Click on Export Bid Responses to Excel spreadsheet.
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>
Team
Georgia (.
J Marketplace .
Georgla

Georgia Procurement Registry

Dapantmant af
Administrative Services

eSource Maintenance on ES-RFQ-84700-9

View sSaurce Click to

Edit eSource export item
Yiew Responses p|'
ne

Cancel eSource
responses

Export Bid Responses to Excel spreadsheet

Return to Menu |

5 Click on Click here to load the spreadsheet.

Team
@rﬂ Georgia
L J Marketplace }
Georgia

Georgia Procurement Registry

Administrative Services

Excel SpreadSheet for eQuote # EQ-40300-1299

Return fo Menu |
Click to load
The spreadsheet has been created spre adsheet

Click here to load the spreadshed

Please save this file as an EXCEL(.xls) to your desktop computer immediately.

EQ_vendor_excel_guote_line

An Excel spreadsheet opens. Complete the following steps:
¢ Copy and save this spreadsheet to your local computer.
e Date the file and label the columns and or rows with all
other requirements of the solicitation.
e You can also send this file to others—such as to
requesting end users—for collaboration or approval of
the eSource decisions to be made.
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Working with Supplier’s Discounts

If a supplier offers an early-pay discount, incorporate that
discount amount up to 5%/Net 30 in the price submitted.
Perform this calculation off line and justify your award in that
section.

%For example, suppose Supplier A bids $10,010 with no
cash discount, and Supplier B bids $10,050 with a 5%
discount (or $50) in the event the state makes payment
within 30 days. Using the general evaluation rule from the
GPM (up to 5% discount for payment within 30 days may be
considered for the purposes of evaluation).

Using these calculations, Supplier B has actually bid $10,000
(for the purposes of evaluation) and will win the award over
Supplier A. If the state does not make payment within 30
days to Supplier B, the state will have to pay a higher price of
$10,050. In other words, based on the expectation to meet
the 30 day turnaround for payment of $10,000, it is a better
business decision to contract with Supplier B.

Locating Events Under the NOIA Status

1 To locate an eSource that is under NOIA status, return to the
eSource main menu and click View Intended Award That
Triggered NOIA.
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ﬁ Eee%rrngia (.

Marketplace _
Georglal

Georgia Procurement Registry

[

eSource Menu

ost New eSource

“iew Intended Award that triggered MNOTA
eSource Reports Menu

Just for testing
eSource List to hard close o quote
eSource NOTA fast farward

Return Ta Main Menu

2 A screen with all eSources under NOIA status appears. Click
on the desired eSource number to view it.

ﬁ g%%rpgia (.

Marketplace @
Georgia

Georgia Procurement Registry

Cepartmant of
mbnistrat

v Sorvices

Ad

Award Intent for NOIA

Click on the Ref Mumber to view intended Award
Click eSource
number to view

s |Ref Number |'I'|He |Buyer Name |Buver Phone |Agencv

NOIA [ES-RFP-34700-5§ [Large Dacurnent Copiers [Acey, Stacy [666-666-6666 [FLINT RIVER TECHNICAL COLLEGE
[Es-RFP-24700-5§ [HvAC Repair and Seruice [acey, Stacy [666-666-6666 [FLINT RIVER TECHNICAL COLLEGE
Feturn To kain hMenu |
3 Once the NOIA is set and posted, monitor the 10-day
countdown. To do so, return to the Review and Maintenance
menu within the eSource menu and go to the Under
Evaluation section. Check the
under
evaluation
Commaiiory mphemarrtaton ST orcier € walgation StatUS
Lot gar Do winaiTl C@p s PE il 7 O
TR T
4 Clicking on the eSource displays the following screen.
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TG .. ©

Georgia Procurement Registry

Cannot award

while in
countdown
status

%You cannot award an eSource while under NOIA status.

Attaching a Notice of Intent to Award Form (NOIA) to an Event

You must attach a Notice of Intent to Award (NOIA) form to
any event with an expected award value of $100,000.00 or
greater. Posting this form is mandatory. It marks the
beginning of the 10-day protest period for suppliers
interested in filing a protest prior to the award.

When you attempt to make the award for an event with the
intended award of $100,000 or above, the following screen
displays.

Agency DPA amount is Unlimited.

The award configuration selected re<ults in an award greater than $ 100,000.
NOIA is set automatically when you click Award button.

< Set NOIA (Optional)

Award eSource ES-RFQ-48400-1230 !

When you click Set NOIA, eSource automatically posts the
NOIA to the event. eSource uses the award information you
enter to complete the form. If the award value is
$100,000.00 or greater, you are not able to click on the
Award eSource # button, you can only click on the Set NOIA
button. Below is a sample NOIA.
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2

%Although optional, you can post an NOIA to sourcing
events that are less than $100,000.00.

eSource RFQ Award Summary

ES-RFQ-48400-1224

Award Type ! SINGLE

[Line Na. [Line Title |# units

|1 |L"|:|-t: |1ﬂu Ea

!I:nmplnv iﬂ.-lppnlll! Name |Arm'.l||||l Par Unit |' Par Ling | i v/ Secandary
|W W GRAINGER INC |Shirley Price |s03.00 |sozoo.00 |primary

[Line Ne. [Line Titla [@ units

F [Fants [100 EA

[Company Raspondar Nama || Amount ParUnt |[Amcunt Par Line || Primary/ Sacondary
|w W GRAINGER INC |Shiray Price |s0a.00 |s0200,00 |primary

The total proposed award amount is $ 100600.00

The award total is greater than $100,000,00, Notice of Intent to Award (NO1A) has boen set,
The award process can be completed after a 10 day waiting pariod.
All Suppliers who submitted their respoansos for this aSource have boon notified of the NOTA.

Return To Menu |

Click Return to menu to return to the main menu of eSource.

After you have issued the NOIA, it is necessary to
return to the event and attach the evaluation documents. For
example:

e RFPs-attach scoring sheets

e RFQs-attach bid tabulation sheets

Attaching evaluation documents and a NOA to an Event

As stated in the previous section, it is necessary to attach
the evaluation documents to the event in accordance with
the State Purchasing Act.

To attach award documents, access the eSource Main menu
and select Review and Maintenance of eSource.
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E‘DJ éee?)rpgia (.

Marketplace s
Georgia

Georgia Procurement Registry T

eSource Menu

Post New eSource

eview and Maintenance of eSource

eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_menu_buyer

2 Click on Awarded eSource Events.

3 Click Next.

@ é%?)rpgia (.

Marketplace
Georgia

Georgia Procurement Registry —

Administrative Services

eSource Review & Maintenance

Select Status
All eSource Events

Open eSource Events
Saved eSource Events

Under Evaluation eSource Events

Awarded eSource Events I

Canczlled eSource Events
Closed eSaurce Evants(No responses received)

Completad eSourca Euvants(RFQC & RFI)

4 Select the event you wish to attach documents.
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[ES-RFQ-48400-1074 [Post an RFQ delete lines

48400 |award

Click to
attach
award

[ES-RFQ-48400-1183 |Testing Awarding

48400 |award

|TesTing Awarding

48400 |award

ES-RFCI-48400-1225 |TesTing Awearding

48400 |award

documents

|ES-RF(3-48400-1235 |TesTing Awarding

48400 |award

[ES-RFQ-48400-1236 | Testing Awarding

48400 |award

5 Select Edit eSource.

Team
@EJ Georgia

Marketplace

Georgia Procurement Registry

-
Georgia
Departmant of

Administr

eSource Maintenance on ES-RFQ-48400-1225

Wiew swarded eSource Information

Be-sward eSource

Export Bid Responses to Excel spreadshest

Return ta tenu |

6 Because the event has already been awarded, you can only
add/delete documents at the Header Panel. Click on

Add/Delete Header Documents.
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eSource Number

ES-RFQ-48400-1225

Solicitation Process RFC
Purchase Type Open Market
Category Type Goods

Agency Name

48400 TRANSPORTATION, DEPARTMENT OF

Contact Mame Walker, Randy

Contact Phone 404-656-6768

Contact Email randy walker@dot.stare.ga.us
Fiscal Year 2011

eSource Title
eSource Description

eSource Released Date

Testing Awarding
Testing Awarding
0070272010 05:11 AM

Closing Date 09/02/2010
Closing Time 3:53 PAM
Estimated Contract Value a0000

MNIGP Code Selection

eSource General Documents

34034 — Fire Protection Clothing (Turnout Coats, Bunker
Parts, Hoods, Glaves, ete.)

34063 --- Lockers, Turnout Gear

¢RFQ Template

Add/Delete Header Docurments |

Line Mo  Line Title
1 Coats

Line Information

UaM  Ne of Units
Coats  EA 100

Add/Delete Documents

Sawe eSource and Return to benu |

7 Click on Browse and select the document you want to
attach.
8 Click Open.

9

Lok [ G T 3] & : ]
= — 0 reargia eSource System
Jofice aas pecumarre First, click
Second, m o Svang matng Browse to
find the _ find the file
award A - :7 on your PC
documents s
on your PC - | e B
Hpal:;:d | Document: submitted

Third, click 814G Tanoloe [
Open to Dol sokcspoorat |

upload the

document [ |

Uocumant Title Salect document for Dalation

Name the document appropriately.

10 Click Submit the Document.

eSource User Guide

Version 2 — July 2011
DOAS — State Purchasing Division

197



User Guide

State of Georgia eSource System
Add Documents

eSource Number: FS-RFG-48400-1225
eSource Title: Testing Awarding

Select document to be posted from your IQ\DgcumemS and Setti Browse... |

computer.

Enter the title you want related with this I IRFQ 48400 1225 Bid Takulation Sheet
document,

Submitthe Docurment | I

Name the file
appropriately

Click to
upload the Documents submitted
document Cligk on document title +o visw the document.

|Docum¢n1‘ Title |5¢I¢c1' document for Deletion

|eRFQ Template ||'

Delete selected Document

Returm |

11 Check to ensure the documents are attached.
12 Click Return to return to the Header Panel.
% You can delete attached document by clicking in the

box adjacent to the document, then click on Delete selected
Document.
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State of Georgia eSource System
Add Documents

eSource Mumber: ES-RFG-48400-1225
eSource Title: Testing Awarding

Select document to be posted from your | Browse.. |

computer,
Enter the title you want related with this I
document.
Submitthe Document
Documents submitted
Click on document title to wiew the document.
CheCk to |Docum¢n1' Title |5¢Iec1' document for Deletion
ensure the |eRFQ Template ||' You can
saie Tl RFQ 48400 1225 Bid Tabulation Sheet [ delete_
are attached attached files
I Delete selected Document

Once satisfied,
click to return to

|_Fetun 4 Main Menu

13 The attached document are visible at the Header Panel. Click
Save eSource and Retrun to Menu.
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Contact Phone 404-056-5758

Contact Email randy.walker@dot state.ga.us

Fiscal Year 2011

eSource Title Testing Awarding

eSource Description Testing Awarding

eSource Released Date 09/02/2010 08:08 AM

Closing Date 08/02/2010

Closing Time 3:53 PAL

Estimated Contract Value 120000

NIGP Code Selection 34034 -— Fire Protection Clathing (Turnout Coats, Bunker

Pants, Hoods, Gloves, etc.)
34063 -- Lockers, Turnout Gear

eSource General Documents eRFQ Template

Matice of Award

REQ 48400 1224 Bid Tabulation Sheet
RFQ 48400 1224 Bid Tabulation Sheet
RFQ 48400 1224 Bid Tabulation Sheet

Attached files

Add/Delete Header Documents

Line Information

Line Mo  Line Title UOM  No of Units
1 Coats Coatz  EA 100 Add/Delete Documents |

2 Pants Pants  EA an Add/Delete Documents |

Click to save
changes

Sawve eSource and Return to Menu
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Re-Awarding an Event

There might be a situation whereby you need to re-award all or
part of a sourcing event. Perhaps, the supplier who received
the award cannot continue to provide the service or the goods
purchased.

% The process of Re-Awarding an Event is the same for
both the RFP and the RFQ.

1 After thoroughly documenting the situation, you can re-award
an event to another supplier. To do so, return to the eSource
menu, and select Review and Maintenance of eSource.

-
Team
@ Georgia (.
. JMarketplace

o N Georgia
Georgia Procurement Registry i

eSource Menu

eoource

Review and Maintenance of eSource

lew Lntended Award that triggere:
eSource Reports Menu

Just for testing
eSource List to hard close a quote
eSource NOTA fast forward

Return To Main Menu

EQ_meanu_buyer

2 Select Award eSource Events.

—

Team
N, Gbroia @
> l‘Mr:lrket[:ilr:lce ’
Georgia’

Georgia Procurement Registry

eSource Review & Maintenance

Select Status
All eSource Events
©Open eSource Euents

Saved eSource Events

fwarded eSource Events

Cancelled =Source Events

Clased eSource Events(Mo responses received)

Completed eSource Events(RFQC 2 RFI)
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2 When you click on the event, the following screen displays.
Click Re-Award eSource.

-
For. L, @
|

Marketplace

Georgia Procurement Registry

Georgia

eSource Maintenance on ES-RFQ-84700-101

Wiew eSource
Edit eSource
Wiew Responses

Return to benu |

The screen shows the event that was awarded and indicates
the awarded suppliers selected at each line.

The initial configuration below represents the original Award
click on the Responder’s name to view the response for the given line.
cSingle Award ¢ Primary/Secondary Award
Line [Line Tite Description Line NIGP # Units  [eSource Line
Na. Documents
(1.) [sleeping adult sleeping 45015-Camping and Outdoor z00
bags bags Equipment: Camp Stoves, Cots, EA
Lanterns, Mantles, Sleeping Bags,
stools, Tarpauli
[ [ d [ Amount [Amount [Prmary/ | Award Reject Reason Award Comments
(GA Based Name Status |per Unit |perLline |Secondary
Flag) Award
HOWARDS Ted Baxer |bid $21.43 (4428600
TRUE WALLIE L r I j Lowest responsible ;I
HARDWARE and responsive.
INC (N Primary Supplier j
BATTLE & Josh zirkle [bid $24.32 [$4z8d.00 - [
BATTLE v I j Lowest responsible d
DISTRIBUTORS and responsive.
(0] Secondary Supplier j
MASSEY & Carly bid $25.93 [$5185.00 | ¢~
BOWERS LLC |Labrador || Mot Low Bid =l =l
~N)
=
STAG Jack Anders [bid $35.97 [$7194.00 | ¢~
ENTERPRISE T [Mot Low Bid [ E
INC (N
=
‘ | | | | | o ‘NIJ AWARD FOR THIS LINE |

3 To re-award any or all of the eSource, select the supplier to be
re-awarded and type the rationale for re-awarding in the
justification area.
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4 After you click to re-award, the following screen displays. Add
a message including an explanation regarding the re-award.

Include a
message

e ;

eSource RFQ Re-Award Summary

ES-RFQ-84700-101

Award Type : PRIMARYSECONDARY

[Line Na. [Line Titde [# units

[x [zleeping bags [zoo Ea

[company |Responder Name || Per Unit | Per Line [Pri v /Sacondamy
[MassEv s poWERS LLC [Carly Labrador [25.23 [s186.00 [prirmary

[5TaG ENTERPRISE INC  [1ack Anders [35.97 [7194.00 [secandary

[General Email Message to all the Awarded Suppliers:

NOTICE OF AWARD
eSource Number ES-RFQ-84700-101

Congratulations, you have been awarded allfpart of eSource # ES-RFQ-24700-101 entitled
'Sleeping Bags' for which you recently submitted an online response.

Access the solicitation for further details, The issuing officer will contact you in the near
future.,

Contact Information:

AGEMCY: FLIMT RIVER TECHMICAL COLLEGE
CONTACT PERSOM: Acey, Stacy

CONTACT PHOME: 666-5666-565666

If this is an open agency contract all the award amounts are estimates only.
If the state entity has made a secondary award this supplier is intended to be a back

T ———— e ——

FTour message here...

El
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Line [Line Tide |Destripﬁnn Line NIGP |# Units |e'jnulte Line
No. Documents Enter
(1) [sleeping adult sleeping 45015-Camping and Outdoor z00
ags bags Equiprment: Camp Stoves, Cots, EA award
Lanterns, Mantles, Sleeping Bags,
i P =1 U i
£ s -
I R d [ A t [Amountl] [Primary /| [Award Reject Reason Award Comments
(GA Based Name Status |per Unit per Line | |Secondar
Flag) Award
HOWARDS Ted Boxar |bid $z1.43 [f4z8e.0 - ;
TR UE wali e i~ ] INDn Responsible ~Hd|supplier provided =]
HAR W ARE sub=standard product
e (N) =
Select REiERLLL (X oI |N0n-Respon5ib\e l[supplier could not <
. meet delivery times
suppliers .
% kS | I ) ||Lowest responsible <]
and responsiwve.
Primary Supplier -
STAG Dack anders  [bid $35.97 (4710l [~ 7 ;
ENTERPRISE | I ) ||Lowest responsible -]
INT (M) and responsive.
| | | ‘ ‘ P ‘NU AWARD FOR THIS LINE |
| The selected award configuration above yields a total of: ‘I $5186.00
timelines. LI
lick to Re-Awar
e Powward EmOuTCe o Cord O T {C Ck 1o e ard
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Once you complete these steps, complete and attach a Revised
NOA with the new award information. Do not delete the original
NOA since it is now part of the permanent record.

5 Click Final Step-Post the Award and Notify the Suppliers
to finalize the Re-Award.

T

Tour message here...

Click to
The total proposed award amount is $ 5186.00 finalize

Final Step -- Post the Award and Matify the Suppliers the Re-

Award

Return To Menu

6 Click OK.

General Email Message to all the Awarded Suppliers:

NOTICE OF AWARD

eSource Number ES-RFQ-84700-101

Congratulations, vou have been awarded all/part of eSource # ES-RFQ-24700-101 entitled
'Sleeping Bags' for which you recently submitted an online response.

Access the solicitation for further details. The issuing officer will contack vou in the near
future.

Contact Information:
AGEMGCT: FLINT RIVER TECLRMTS A —on e

cONTACT PERSON [T x|

COMTACT PHOME!

If this is an ope \\?) This is the final step For wour award process, Do you want ko continue?

If the state en e a2 back
up source of st oK | Cancel |
Tour ore, jA

7 Click Return to Menu.

E E%%Tgia (.

Marketplace :
Georgla

Georgia Procurement Registry b

Ade

eSource Re-Award Processing

ES-RFQ-84700-101

The Award has been posted and all the suppliers are notified,

Return To Wenu |
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Reviewing Awarded Events

You can review events and the award decision after the award
has been made by returning to the Review & Maintenance
screen.

1 To review awarded events in eSource, click on Awarded
eSources.

Team
Georgia

. Markgtplace
Georgia Procurement Registry

eSource Review & Maintenance

Select Status
all eSource Events

Click to view

Saved eScource Events

TR TEPE PSP Fpare

Awarded eSource Events

Cancalled eSaurce Events
Closed eSource Events(Mo responses received)

Cormpletad eSource Events(RFQC & RFI)

A screen with a list of all awarded events displays.

2  Click on the event number and the following screen displays.

-
@ éee?)rpg ia (.
|

Marketplace i
Georgla

Georgia Procurement Registry ==

Admini

List of Awarded eSource Events

Click on eSource Number to Update

eSource Number |eSource Title |Agency |¢Sourc¢ Status
ES-RFQ-84700-101§S leeping Bags [B4700 [award
ES-RFGQ-84700-81 |Costomology Supplies (34700 [award

Return to kMenu

At this point, you can perform several functions:

¢ View an awarded event
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Edit an event

View Bid Responses

View Awarded eSource Information
Re-Award

Export Bid Responses to Excel spreadsheet

-
@rﬂ E%%Tg ia (.
4

Marketplace .
Georgia

Georgia Procurement Registry .

Addris

eSource Maintenance on ES-RFQ-84700-101

View eSource
Edit eSource

View Responses
View swarded eSource Information

Be-tward eSource
Export Bid Responses to Excel spreadsheet

Feturn to kenu |

To view an awarded event, click View Awarded eSource
Information. The event displays with each awarded supplier
next to the awarded line.

[Closing Date (0570772010
[Closing Time [8110 Am
[Estimated Contract Value [45000
NIGP Code Selection:

45015 -~ Camping and Gutdeor Equipment: Camp Staves, Gots, Lanterns, Mantles, Sleeping Bags, Stools,
Tarpauli,

Documents ‘ 2RFG) Template

Primary/Secondary Award

Line |Line Tite Description Line NIGP #Units  |eSource Line
No. Documents
sleeping adult sleeping 45015-Carnping and Cutdoor
ags bags Equiprent; Camp Stoves, Cots, EA

Lanterns, Mantles, Sleeping Bags,
Stools, Tarpauli

(1)
b

200 ‘

Company Responder Name [Amount [Amount per Line [Primary/ [Award Comments

(CA Based Flag) per Unit Sacondary

[MASSEY 8 BOWERS LLC [Carly Labrader | $25.93 $5186,00 [Primary  |Lowsst responsible and responsive. Primary Suprplier
|eTAG ENTERPRISE INC [Jack Anders [ $35.97] $7194.00 [Secondary [Lowest respansible and responsive. Secandary Supplier
General This event reawarded to Massey & Bowers and to Stay enterprises due to intiailly ;I
Comments

awarded suppliers providing substandard product and not meeting delivery
timelines. LI

The total award amount is $ 5186.00

Return To Menu

e Edit an Awarded Event in eSource: The only edit that you
can perform is to add or delete a document. You use this
206 eSource User Guide
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function to attach the NOA.

Re-award: This manual reviews how to re-award in
previous sections.

Create an Excel Spreadsheet from an Awarded eSource:
eSource provides you with the ability to create an Excel
spreadsheet that includes all of the bid response
information, which you can copy and save. You should
also include the date you created the spreadsheet and any
additional information that you might need for future
documents.

Finding Open Solicitations

To find open solicitations posted by state entities, you must
access the Georgia Procurement Registry (GPR).

Issuing officers from Georgia state entities post and
advertise all solicitation opportunities on the GPR. The
solicitations posted on the GPR result from postings made on
eSource, Team Georgia Marketplace™, or directly on the GPR
(for paper-based solicitations which are processed without
the use of an electronic system).

The Georgia Procurement Registry (GPR) is a web-based
system used by the state of Georgia to post and advertise
for solicitations. State government entities post the
following types of solicitation events:

¢ Request for Information (RFI)
Request for Quotes (RFQ)
Request for Qualified Contractors (RFQC)
Request for Proposals (RFP)
Sole-source notices

%eSource is part of the GPR and is used to process
solicitation events. Therefore, any solicitation event posted
and processed using eSource, also posts on the GPR
automatically.

To access the GPR, display the DOAS website at
www.doas.ga.gov.

Find and click the link to Bid Notices — Bid Notices-GA

eSource User Guide
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Procurement Registry under the Direct Links section.

nging the way we do business!

Features
) 3 Fiscal Year Benchmarked »
— s ®
2y i 3 Y & “Customer Focused, Performance Driven”
Risk & State Bids & Getting Surplus Getting Fiscal Year Benchmarked
Insurance Purchasing Contracks  Started Property Starked

Learn about the transformational challenges
News Direct Links and successes of DOAS in our now available
200% Annual Reportd

* Aug 02: VITAL Fleet Syster Gets an Upgrade i 2 Team Georgis Marketplacs Biddsr &
; 'E¥ Team Georgia Marketplace -
# Jul 20: The State of Georgia Achiswes Notsworthy B 3
: = Bid Notices - GA Procurement
Milestones in Government Procurement Reform
_ i Comprehensive Loss Control -
+ Jul 05: gewd | Stat:wldle o F‘uel Card  Standards & | oot GPR for State & Local
uiaehnes Avallable .
i Entities B8 Statewide Card Programs -
+ Jul 01:  Gowernor Sonny Perdue Signs Texting Bills i enuste
More Hews.. | 2 GA Pracurement Manual A, purchasing Training -
B 2 IKON Document Services i
: “How do L. ?
A VITAL Fleet Management Systern €8 HOwW do i
+ Aug 25: Supplier Webinar HE.
. . Car Rental C.nst Comparison . (@ Haw's my Service? -
+ Sep 09: Supplier Orientation 2 Teamn Georgia Marketplace Window
Shopper
+ Sep 15: Supplier Webinar
+ Sep 23: supplier Seminar
Mare Events.., ’
geargia.gov | Privacy / Security / Notices | Translate P Bookmark

When the GPR main menu displays, you will have various
ways you can search the GPR. You can click on the rolling
banner to view Recently Awarded events, click on New
Opportunities to view events recently posted, or you can
enter the criteria for your search. You can also register and
manage your business account.

Team

-
Georgia (.
b* = Marketplace

Georgia
Georgia Procurement Registry T
CONTACT US SUPPLIERS SEARCH
Recently Awarded New Opportunities
View Award Information Closes on Nov 30, 2011 Access Team Georgia
Marketplace to register and
041. Water Treatment Agency A test pllrcl]as_irs for deskand Manage your
Contract chairs * Bidder/Supplier Profile

View Award Information Closes on Nov 30, 2011

FIRE FIGHTING BULLDOZERS

Wiew Award Information

To view recently awarded, simply click on the hyperlinked
“View Award Information”
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-

Georgia

Marketplace

Georgia Procurement Registry

g
eorgia
K

CONTACT US SUPPLIERS SEARCH
Click to view Recently Awarded New Opportunities
award View Award Information Closes on Nov 30, 2011 Access Team Georgia
2 7 Marketplace to register and
information 041. Water Treatment Agency =A test purchasirs for deskand Manage your
Contract chairs * Bidder/Supplier Profile
fiew Award Information Closes on Nov 30, 2011

FIRE FIGHTING BULLDOZERS

Wiew Award Information

Once you have clicked the “View Award Information”
hyperlink, the information displayed appears as shown

below.

Close Window |

Bid Information

Bid Tide 041- Water Treatrment Agency Contract
Bid Number 44100-DEHO000187
Agency 44100-DEPARTMENT OF BEHAVIORAL HEALTH

Contact Person
Contact Phone Number

Laura M Hardwick

£

@280.08. 9OV

Bid Process RFQ

Purchase Type Agency Contract
Category Type Services

Date Posted May &, 2011

Bid Closing Date /Time
Last Revision Date

May 19, 2011@5:00 PM
May 9, 2011@3:17 AM

Bid Status Aunarded
Government Type state
Fiscal Year 11

To view recently posted events, look to the “New
Opportunities” area of the rolling screen. Once you locate an
event that interests you, click on the hyperlink.

©

Georgia

g 5
eorgia
Ed

Marketplace
Georgia Procurement Registry

CONTACT US

SUPPLIERS SEARCH

New Opportunities
Closes on Nov 30, 2011

Recently Awarded

View Award Information Access Team Georgia
Marketplace to register and
A test purchasirs for deskand Manage your

chairs * Bidder/Supplier Profile

Closes on Nov 30, 2011 _
i Click to view event I

041. Water Treatment Agency
Contract
View Award Information

FIRE FIGHTING BULLDOZERS

Wiew Award Information

By clicking on the “Closes on” hyperlink found in New
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Opportunities, you can immediately view the general
information for that specific event.

[‘_\]@i é?a%rpgia (.

Marketplace Georgla
eorgl

Georgia Procurement Registry

Dapartment of
Administrative Services

eSource Summary Information

** Solicitation opportunities for which Suppliers must submit electronic responses.

-Have an eSource invite OR -Team Georgia Marketplace Of --- Unregistered Suppliers --
D 7- Registered Suppliers- -
Click Below Click Below Click Below

Respond Now ’Bn:m.nn.lmmﬂlm.m&lﬂ Register with Team Georgia
Marketplace

eSource Number ES-RFQ-76110-2

Agency Name 76110 ATLANTA PUBLIC SCHOOLS
[contact Name [odom, David

‘Contact Phone [404-567-8900

Contact Email dodom@atlanta.k12.ga.us
Fiscal Year 2011

eSource Title **a test purchasirs for deskand chairs *

eSource Description A test purchasirs for deskand chairs
leSource Released Date  |05/26/2011 12:05 PM

[closing Date [11/30/2011

Closing Time 1:00 PM

NIGP Code Selection: 42008 --- Cafeteria Furniture, Chairs and Tables.

After clicking on the hyperlink, the eSource Summary
Information page is displayed. The information displayed is
specific to the event you are viewing. At this point, you can
decide to “Respond Now”, “Request an Immediate Invite or
Register” with “Team Georgia Marketplace™”

The last option provided by the GPR Rolling Screen provides
you the opportunity to register or update your supplier
profile with Team Georgia Marketplace™. To register or to
update you profile with Team Georgia Marketplace™, you
can do so at this time by clicking on the Bidder/Supplier
Profile hyperlink.

R e ©

Marketplace
Georgia Procurement Registry

CONTACT US

Georgia

Administrative Services

SUPPLIERS SEARCH

Recently Awarded New Opportunities
Closes on Now 30, 2011

Wiew Award Information Access Team Georgia
Marketplace to register and
Manage your

Bidder/S lier Profile

**A test purchasirs for deskand
chairs *
Closes on Nov 30, 2011

041- Water Treatment Agency
Contract
View Award Information

Click to access Team
Georaia Marketnlace™

FIRE FIGHTING BULLDOZERS

Wiew Award Information
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Clicking on the Bidder/Supplier Profile hyperlink displays the
login screen to Team Georgia Marketplace™.

Team
Georgla
Marketplace

Financials Production

Menu & Hews and Announce,
[Search: .
o) Scheduled Systams Maintenance: The Team Georgia Marketplace Supplier Portal wil ba
\2 unavailable on Sunday, June 25, 2011 from 5:00 AM to 1200 PM for system maintenancs
1 aintain Suppier information Anyone accessing the Team Georgia Marketplace site during the time noted above will be
I Manage Events and Place Bids: presented a maintenance page explaining this application is not available and please retum to
1 Manags Electionic Nobficaton login on June 26, 2011 after 12.00 PM. We apologize for any incanvenience and appraciate
- View Teims & Congifions
your support
Regular Maintenance:
Loginhece as an exising User

Monthly; Manthly maintenance for PeopleSo Financials and Team Georgia Marketplace™ is

User 10: ‘scheduled for every third Sunday of the calendar month. The application will not be available for
1 hour between 7.00 AM 1o 8:00 AM
Password:
Waekly: The system will shut down every Monday bstwesn 500 AM and 5:30 AM for routine
Signin

maintenance.

# Ragister as 3 Sourcing Bigger
o a bidder.

QUESTIONS:  Team Georgia Marketplace ™
Procurament Helpdesk

F ’ Phone: 404-657-6000

¥ Reqister as 2 Supplier 2

Clek here to regaer 0 a suppler user and 10 b shie 10 see purchasng detols daftenialiseal
nrocurementhelo@doas aa gov

7 Liotaot my password
Clck here toreset your password
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