Electronic Request for Quotes (eRFQ) Process

Jaggaer Sourcing Director for the University System of Georgia

Create Draft eRFQ

1. Access Website to Sign In
a. Open up a web browser
b. Goto
https://solutions.sciquest.com/apps/Rout
er/Login?OrgName=Georgia

2. Enter Logon Credentials
a. Enter User Name
b. Enter Password
c. Select “SIGN IN”

Team Georgia Marketplace
.
i wE
=

SIGN IN

State of Georgia

Welcome To Team Georgia Marketplace!

Existing Users: Please enter your user name and password below (fields are case-sensitive)
New Users: Please Click Here for access. You will be provided with details on how to access
this site.

User Name = Ipatel

Posword = [aasasad]
[Eorgot your Password?

T g

3. Access the Sourcing Menu

a. Navigate to Sourcing Menu Icon -
b. Select “Sourcing Events”
c. Select “Create New Event...”

Sourcing Type to Search Sourcing Events... Q

»  Sourcing Events Home

Sourcing Events

Search Events
Approvals Create New Event...
View Saved Searches

Reports
Create New Event...

Requests Create New Quick Quote Event

View Exports
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https://solutions.sciquest.com/apps/Router/Login?OrgName=Georgia
https://solutions.sciquest.com/apps/Router/Login?OrgName=Georgia

Create Draft eRFQ

4. eRFQTitle and State Entity Name

a. Inthe “Event Title” Field, include the State
Entity Abbreviation plus Event Title Name

(e.g. UGA Consulting eRFQ)

Select/Confirm your State Entity’s name

c. Click “Next”

Tip: including State Entity Name in Event Title will
assist in Sourcing Director event list (as there is no

column to display state entity’s name).

Create Sourcing Event

About the Sourcing Event (Step 7 of2)

Event Title *
Entity Name *

UGA Consulting eRFQ

Middle Georgia State

University
State Purchasmg Division
SPD) > Board of Regents
University System of Georgia)

* Required

Next »

5. Select Event Type and Template
a. Inthe “Event Type” Field, click the
magnifying glass
Select “Request for Quote”

¢. RECOMMENDED: Use the eRFQ template

to simplify event creation

OR

d. Skip step cif you want to create your own

Click the magnifying glass for the

“Create from Template” field

Click the “Select” button for eRFQ
template or Skip step c if you want

to create your own event and

upload completed eRFQ template

under Buyer attachments.

event and upload completed eRFQ

template (SPD-SP018 eRFQ Template)

under Buyer attachments.
Select “Create Sourcing Event”

Create Sourcing Event

About the Sourcing Event (Step 20f2)

Event Type *

Create from Template

Sourcing Event Type

Name
Request for Information
Request for Proposal

Request for Qualified Contractors

I Request for Quote

HERE

Create Sourcing Event

About the Sourcing Event (Step 20f2)

Event Type * Request for Quote

Create from Template
Sourcing Event Templates

a

Name

jol

eRFQ template
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http://doas.ga.gov/state-purchasing/seven-stages-of-procurement/stage-3-solicitation-preparation

Create Draft eRFQ

Create Sourcing Event

About the Sourcing Event (Step 2 0f2) ?

Event Type * Request for Quote X Q

Create from Template eRFQ template X Q

N

* Required < Previous

6. Confirmation of Draft Event
a. Verify that draft Event has been
successfully created

> . - © Success

Sourcing » SourcingEvents » Search Eventa The draft Event, entitled UGA Consulting eRFQ,
@ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this ban 't‘)j‘rse‘[_’::f" SUGCEIL LI SRS I S UIoNs

UGA Consulting eRFQ Setup

*
Type: Request for Quote Evert:Tdia UGA Consulting eRFQ
Event Status:  Draft
Bk Tyie Request for Quote
Settings and Content Entity Name Middle Georgia State University

Setup

Event Number * 58300-eRFQ-000000181-2020 #

Once the event draft is created, you’ll complete a
setup wizard to assist with completion and
submission of your event.

At the bottom of each page of the wizard, there is
a button to save progress and to move on to the
next page.

You can also navigate through the various pages of
the setup wizard by selecting the page desired on
the left side of the screen.

There is also a Tools option at the bottom of the
setup wizard. Continue event set-up by
completing steps below.

UGA Consulting eRFQ
58300-eRFQ-000000181-2020

Type: Request for Quote
Event Status: Draft

Settings and Content
Setup
Additional Event Details

Users -

Description
Prerequisites
Buyer Attachments

Supplier Attachments

0<00

Questions
Additional Itemn Fields
Price Components

Items

Suppliers

Review and Submit

Internal Notes
Exports and Imports

Q & A Board

|| * Required ——

—1
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Complete Event Set-Up

7. Settings and Content

a. View Event Title and Edit as needed T
b. Note that Event Number is automatically Type T Event Title*
assigned by the system ventStatis: prat e Request forQuote
c. The “Stage Title” field should be left blank Settings and Content e N Middle Georgia State Universtty
during set-up Event Number * ’
Additicnal Event Details
NOTE: The Event Type and Entity cannot be edited Jeere o | T

once the draft is created. If there was an error in
selecting the Event Type or Entity, then the draft
event should be deleted and a new drafted started.

8. Select First NIGP Code

a. Click the “Edit” button for Reporting NIGP NIGP Codes
Code [Reporting NIGP Code -

b. Search for the NIGP code by number or text
description and click the magnifying glass
icon

c. View the search results and click “Select”
for the desired code

Additional NIGP Codes - Edit

Forced Supplier Invitation Yes
by NIGP Code

d. Confirm the desired code appears or select NIGP Codes
“edit” to modify

consulting
{ IMPORTANT: Do NOT select an NIGP code il
< > Page 1 of 4 1-20 of 79 Results 20 Per Page »
+ endingin “00”. No suppliers are allowed to NIGPCode | Dusatpton
register with NIGP codes ending in “00” so this Avistion Analytical Studis Including Surveys (See e
would prevent email notifications being sent to 1812 for Consulting]
registered Suppliers_ 91800 CONSULTING SERVICES &
91802 Audio/Visual Consulting Services ﬂ)
IMPORTANT: IF THE EVENT IS LIMITED TO
SUPPLIERS THAT WERE PREQUALIFIED THROUGH NIGP Codes \
AN eRFQC, THEN DO NOT SELECT ANY NIGP CODES. Reporting NIGP Code 91802 - Audio/Visual Consulti... " Edit
INSTEAD, ADD THE QUALIFIED SUPPLIERS TO THE N _
EVENT TO BE NOTIFIED MANUALLY. Additional NIGP Codes = Edt
consulting
=
< > Page 1 of 4 1-20 of 79 Results 20 Per Page «
NIGP Code Description
90528 Aviation Analytical Studies Including Surveys (See | Select

918-12 for Consulting)

91800 CONSULTING SERV\[ESX %

91802 Audio/Visual Consulting Services Select |
91803 Alcohol and Drug Abuse Consulting Services Select
91804 Accounting/Auditing/Budget Consulting | Select
91806 Administrative Consulting Select
91807 Advertising Consulting Select
91809 Agricultural Consulting Select
91810 Air Pollution Consulting Select

Close
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Complete Event Set-Up

9. Select Additional NIGP Codes

a. To add more than one NIGP code b LEL EalEs
(RECOMMENDED), select the “edit” button Reporting NIGP Code - Edit
beside Additional NIGP codes . ;|
Repeat the steps above to search
Click the box to add a “check” for each E;‘,’ﬁfg’f;ﬂﬁ[j” ovition - Yes

desired additional code

d. Click “Done”

e. Click “Save Progress” at the bottom of the NIGP Codes

page consulting
f. To view codes select, click “xx Values Q
Selected,, to VieW additiOnaI COdes < > Page 1 of 4 1-20 of 79 Results 20 Per Page ¥
NIGP Code Description
90528 Aviation Analytical Studies Including Surveys (See O
TIP #1: You must first select “Save Progress” before 91812 for Consulting)
. . 91800 CONSULTING SERVICES ]
you are able to click and view the codes that are —— : -
. . 91802 Audio/Visual Consulting Services O
seIeCted for the Addltlonal NIGP COdes Ilne' 91803 Alcohol and Drug Abuse Consulting Services [}
91804 Accounting/Auditing/Budget Consulting |
TIP #2: To remove an NIGP Code selected in error, 91800 Adminisuative Consulting =
click Edit and then search for the specific NIGP code oreer Advertising Conzulting S
91809 Agricultural Consulting
to be removed. From the search results, select oo R :
ir Pollution Consulting »
“Remove” (for the reporting NIGP code line) or 91811 Anthropology Consulting O
deselect the checkbox (for the additional NIGP code 91812 Analytical Studies and Surveys (Consulting) =
line).
Done Close
NIGP Codes
Reporting NIGP Code 91802 - Audio/Visual Consulti.. Edit

Additional NIGP Codes I 3 Values Selected I Edit

Forced Supplier Inv| 01807 - Advertising C i
by NIGP Code - Advertising Consulting

91809 - Agricultural Consulting

Payment 91810 - Air Pollution Consulting
Currency US Uonar
10. Payment
a. Currency will always default to US Dollar Payment
b. Insert the estimated purchase price for Currency US Dollar
your event. NOTE: The system will use this
amount to calculate “savings” (if any) Estimated Value 40000 usp

based on final award amount.

* Also re-enter the same amount under Additional
Event Details field. This is used for delegated
purchasing authority (DPA) workflow.

Additional Event Details

Dollar Estimate (Re-
Enter Estimated Dollar
value) *

4k
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Complete Event Set-Up

a.
b.

11. Bid and Evaluation

Sealed bid - will always default to Yes.
Cost Per Quality Point. Used in
combination with Best Value for RFPs. Not
applicable to RFQs.

Best Value. Allocates percentage points
for technical and cost proposals. Not
applicable to RFQs.

Auto Score — allows buyer to set
automatic points per question. Not
applicable to RFQs.

Cost Analysis — allows for the calculation
of monetary implications of supplier’s
answers to questions. Not applicable to
RFQs.

Alternate Items — allows bidders to
suggest alternate items to those required
on the event. Recommend default to No.
Allow Split Item Quantity in Evaluations —
permits awarding items to multiple
Suppliers. Will always default to Yes.
Confidential Pricing - Confidential is
displayed when the user is not allowed to
see the prices on items or on supplier
responses; useful for RFPs when technical
team will score within Jaggaer.
Recommend default to No for RFQs.

Bid and Evaluation

Sealed Bid Yes

Cost Per Quality Point O Yes @ No
Best Value O Yes @ No
Auto Score O Yes @ No
Cost Analysis O Yes @ No
Alternate Items O Yes @ No
Allow Split ltem Yes

Quantity in Evaluations

Confidential Pricing O Yes @ No

The event creator manages which users can see supplier
prices. If you believe that you should be able to see prices on
the sourcing event, then contact the event creator for further
assistance. Select any additional applicable options.

Note — these options are rarely used, and many are related to
the formal RFP (Request for Proposals) process rather than the
standard RFQ (Request for Quotes) process.

12. Display and Communication

a. VISIBLE TO PUBLIC will always default to
Yes Display and Communication

b. Enter brief description to be displayed on Visible to Public Yes
Jaggaer Sourcing Director site.

H N Public Event Short Middle Georgia State University
RECOMMENDED: include the state entity’s Description o 9 | . A
. . . IS seeKing a consu tant to elp v

fU” name in the deSCFIptIOI’l. assist with implementing results

c. Restrict Buyer Notification will always

. R 31 characters remaining
default to Yes so that only the issuing
. . . i Yes
officer will receive event-related Resrict Buyer e
. i . Notifications
notifications. If you want additional users
to receive notifications, those can be
added in User Tab under Notifications
Recipients.
Naotification Recipients * gll;‘g‘lrbMEOI:I:l::;?reie,:sltjei"itgseh:é?:d & Edit Users )
event notifications.
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Complete Event Set-Up

13. Posting Dates

a. Verify Time Zone is set to “Eastern
Standard Time”

b. Identify “Open Date” (must be today or in
the future)

i Click Calendar to Select Date
ii. Click Clock to Select Time

c. ldentify “Close Date”

i Click Calendar to Select Date
ii. Click Clock to Select Time

d. Sealed Bid Open Date — Defaults to “Same
as Close Date” which allows Issuing Officer
to access bids as soon as the event closes.
Do not change.

e. Show Sealed Bid Open Date to Suppliers —
Defaults to “Show Sealed Bid Open Date to
Supplier”. Do not change.

f. Select “Save Progress”

IMPORTANT: VERIFY THAT YOU HAVE NOT
SELECTED A STATE HOLIDAY, WEEKEND OR.
OTHER DATE WHEN YOU WILL BE OUT OF THE
OFFICE. ENSURE CLOSING TIME IS BETWEEN THE
FOLLOWING TIMEFRAME (10AM - 2PM) TO
ENSURE SUPPLIER’S ACCESS TO HELPDESK
SUPPORT.

TIP #1: Once the date is selected, the time defaults
to 12:00 AM. Be sure to revise the time to normal
busines hours.

TIP #2: Click the  symbol for Close Date to view
the posting guidelines based on dollar value.

TIP #3: Wait to finalize the event open and close
dates until you are ready to finalize and post the
Event. This prevents posting with “old” dates that
are invalid or failing to observe the minimum
posting period.

TIP #4: The deadline for submitting questions should
allow enough time for the issuing officer to review
and post answers prior to the closing date. For that
reason, do not select the “Same as Close Date” box
for the Q&A deadline as this does not allow time for
responses.

Dates

Time Zone

EDT/EST - Eastern Standard Time (US/East-| ¥

Open Date *

Close Date *

Q&A Submission Close
Date *

* Required

Dates

Time Zone

Open Date *

Close Date *

Q8A Submission Close
Date ™

< April 2020 g

Mon Tue Wed Thu Fri Sat Sun

1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26
27 28 29 30

April 30,2020

EDT/EST - Eastern Standard Time (US/East-| ¥

05/01/2020 12:00 AM |§|

12:00 PM
12:30 PM
1:00 PM
1:30 PM
2:00 PM
2:30PM
3:00 PM
3:30 PM i

Time defaults to 12:00 AM.

BE SURE TO REVISE!

The Close Date is the date in which the bidding period ends and Suppliers can no longer submit a

response.

Public Posting Guidelines

If the Estimated Contract Value is...

Then the Posting Period is...

$0 - $24,999.99

No Posting Required

$25,000 - $99,999.99

Minimum of 3 Business Days

$100,000 - $249,999.99

Minimum of 5 Business Days

$250,000 and above

Minimum of 15 Business Days

Construction/ Public Works Contracts

Minimum of 30 Calendar Days

Close Date * D

Sealed Bid Open Date *

Show Sealed Bid Open
Date to Supplier

mm/dd/yyyy hhemm a

Same as Close Date

BO

Show Sealed Bid Open Date to Supplier

)
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Complete Event Set-Up

a.

b.
c.

14. Set Q&A Deadline

Identify Deadline for Suppliers to submit
questions to the issuing officer
i Click Calendar to Select Date
ii. Click Clock to Select Time
Select “Save Progress”
Select “Next”

TIP: The deadline for submitting questions should
allow enough time for the issuing officer to review
and post answers prior to the closing date. For that
reason, do not select the “Same as Close Date” box
for the Q&A deadline as this does not allow time for
responses.

Dates

Time Zone

Open Date *

Close Date *

Q&A Submission Close
Date *

Dates

Time Zone

Open Date *

Close Date *

Q&A Submission Close

Date *

‘ April 2020 >

Mon Tue Wed Thu Fri Sat

1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26
27 28 29 30

April 30,2020
\ Efe)

mm/dd/yyyy hh:mm a

12:00 PM -
12:30 PM

1:00 PM

1:30 PM

2:00 PM l

2:30 PM
3:00 PM
3:30PM

-

05/08/2020 12:00 AM
mm/dd/yyyy hhimm a
Q&A Submission Close Same as Clos¥ate Do not select !
Date *
05/08/2020 02:00 PM ®©
mm/dd/yyyy hh:mm a
* Required
15. Additional Event Details Additional Event Detalls
a. Re-enter Estimated Dollar Value (Put in the
same amount as in Payment section Dollar Estimate (Re- :
above) E;ltfer‘EjtlmaTe(: Dollar Feld Validation
b. Enter Fiscal Year Event will be Awarded ’
(e.g., 2020, 2021, etc.) Fiscal Vear .
c. Select appropriate Purchasing Type from
drop-down list Purchasing Type * v
d. Select Category Type from drop-down list
. . . Category Type * v
e. Enter state entity’s website address in the
URL field. (Optional) URL
f. Select ‘Yes/No’ if you want to offer Price
Match for the bid. RECOMMENDED: Do you want to Offer O Yes (O No
Select Yes to support Small Business Price Match ? *
Initiative.
. . Select Supplier v
g. Select demogréphlc group, if you select Demographic Group
‘Yes’ for the price match.
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Complete Event Set-Up

16. Enter Offerors’ Conference Information

a. Verify Event Creator and Owner
information is correct
b. Verify contact information that will be
displayed to suppliers is correct
c. OPTIONAL: assign additional stakeholders
(if any) that will have access to view the
event and responses
i Click Edit Users
ii. Search by username, email
address
iii. Select Individual
iv.  Select “Save Changes”
d. Select “Save Progress”
e. Select “Next”

NOTE: only individuals with Jaggaer accounts will be
visible; contact the CUPO to add users.

. . Off " Conf Inf i
a. Indicate whether an offerors’/bidders’ srors’ Conference Information
. Offerors Conference * Mandatory ﬂ
conference will be conducted by the State
. oOfferors Conference Date e
Entity. s
i.  Choose “N/A” if no conference will Offerors Conference Tme | 10,00 am
be held (HH:MM AM/PM)
OR fffertcrs Conference Offerors Conference Location
M ocation
ii. If conference will be offered, “
. 1972 characters remaining
select whether supplier
. . ” Offerors Conference Street Offerors Conference street
attendance is “Optional” or
“Mandatory”. Continue to identify 7 e
location and additional comments Offerors Conference Gity | gy
related to Conference' offerors Conference State GA ﬂ
b. Select “Save Progress”
offerors Conference Zip 200232
c. Select “Next”
.. . . . . Offerors Gonference Offerors Conference Comments
NOTE: This information is transmitted and displayed Comments
on the Georgia Procurement as part of the public o B
characters remaining
notice. It is not visible on the event itself. The
issuing officer must also include offerors’ conference
information by publishing SPD-SPR010
Bidders/Offerors’ Conference Announcement in the
Buyers’ Attachment section.
17. Review/Assign Users
Users

@ Sourcing Events have a limit of 500 users per Role, Department or Business Unit for notifications and e-mails

be created and executed but not all users will receive notifications and e-mails.

Event Creator * Agency Buyer, Leena

Event Owners * Event Owners have full control over & ot Users

this event:
Agency Buyer, Leena

Event Managers on this Entity Name

have full control over this event
Department: 40199 (State Purchasing Division (SPDY) (11 users)
Department: Board of Regents (University System of Georgia) (47200) (5 users)
Department: Middle Georgia State University (58300) (3 users)

Contacts ™ Contact information for these users is 2 Eoit Users
shown 1o suppliers:

Agency Buyer, Leena

Stakeholders Stakeholders can view the event and & Edit Users

responses:
No User Sefectec

Stakeholders on this Entity Name can
view the event and responses
Role: SD_SPD_Agency_Sourcing_Manager (8 users)
Department: Board of Regents (University System of Georgia) (47200) (5 users)
Department: Middle Georgia State University (58300) (3 users)
Notification Recipients * Only Notification Recipients will be 2 Edit Users

eligible to receive system-generated
event notifications.

Agency Buyer, Leena
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Complete Event Set-Up

18. Description
a. If the eRFQ template was selected, then
the tool prepopulates standard text.
Review “Instructions to Issuing Officer”,
edit text, and then delete notes
Otherwise, please add text
Please be sure to include state entity’s full

name in the description

TIP: To remove yellow highlighting, select the text
and then click the “Paint Bucket” icon to change the
background color. Select top left box for “white” or
no background color

NOTE: this description will be displayed to suppliers
on the Georgia Procurement Registry

Description

Please enter a description for this event, or copy from library. *

Format (inherited font) ™ | (inherited size)

x| x| B [

B I U s A IR

Georaia College is seeking a consultant to help assist with implementing results of a staff compensation study conducting by the Sibson Consulting aroup.

19. Stage Description
a. Thisis not applicable to RFQs during
event set-up. This should be left blank.
b. Select “Save Progress”
c. Select “Next”

NOTE: Once the RFQ closes and is under evaluation,
the Buyer may conduct a new “stage” of the event
to capture revised pricing from supplier(s). For
example, if the price match option is applicable and
a qualifying small business is allowed to revise their
price to match the lowest bid. Reference the
Conducting Stages Quick Reference Guide for
additional instructions.

Stage Description

2 & description for this event stage

Format Y| (inherited font) (inherited size)

x, X' E o

.
=
=
¥
-
“
°
LU
il
il
L0}
iii

* Required

-_sM Progress -Nw: >

20. Review and Edit Event Prerequisites
a. If the eRFQ template was selected, then
the tool prepopulates standard Event
Prerequisites
b. To add additional prerequisites, click “Add
Prerequisite” and select from the
following:
i. “Add New Prerequisite” (to add
custom) OR
ii. Select “Add from Library” (to select
standard prerequisite)

Note: Suppliers must acknowledge/respond to
prerequisites (either before accessing the event or
before submitting an electronic response depending

on how the prerequisite is configured).

The lock symbol indicates the supplier must acknowledge prior to
viewing the event.

The star symbol indicates the supplier must acknowledge prior to
submitting an electronic response

Prerequisites
(fdd Prerequisite 7

Instructions to supplier

vent Actions

History

2

% Required to Enter Bid

Prerequisite Content

eRFQ Instructions for Suppliers *
General Pricing Rules %

Georgia Standard Terms and Conditions %

Proposal Certification & Certificate of Non-
Collusion *

Registration in Team Georgia Marketplace™
*

Restrictions on Communications with State
Staff *

Supplier Q&A Board %

& eRFQ Instructions for Suppliers
eRFQ+Additional+Instructions.docx

& General Pricing Rules
GeneralPricingRules.docx

Georgia Standard Terms and Conditions

Proposal Certification

Registration in Team Georgia Marketplace
Restrictions on Communicating with State
Staff

X supplier Q&A Template
SPD-SPR004SupplierQandATemplate.doc

Actions w

Actions w

Actions w

Actions w»

Actions ¥

Actions w

Actions w»
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Complete Event Set-Up

ik Required to View Event

vk Required to Enter Bid

Prerequisites

Add Prerequisite w

Add New Prerequisite

Add from Library

Add Event Prerequisites (CONT.)
i. Add New Prerequisite (to add custom)

a. Select “Add New Prerequisite”

b. Inthe “Instructions to supplier”, add a
title to describe the requirement

c. For “prerequisite content”, select to
enter text directly or attach a file with
additional information

d. For “Type”, select whether the
prerequisite is “optional,” “required to
view event” or “required to enter bid.”

e. Edit “Certification Text” as desired

f. If the supplieris required to include an
attachment, select the checkbox

g. Use the Display Order to change position
of new prerequisite as it will appear with
any other prerequisites added

h. Select “Save Changes”

i. Repeat the steps above to add additional
custom prerequisites

Prerequisites

Add Prerequisite w

Add New Prerequisite

Add from Library

Add Prerequisite

o I:l
ng

000 cha

o ent*
Prereqisite Content Enter text d

Enter text directly (or copy and paste)

Type* Attach file

Type*

Optional v

Certification Text * Optional
Required to View Event

Required to Enter Bid

*
Certification Text I certify that | have read and agree

to the terms above.

4244 characters remaining

Supplier Must Also Upload a File

~ Hide Display Position Options

Display Order * Last v
* Required Save Changes |  Close

Add Event Prerequisites (CONT.)
i. Add Prerequisite from Library (standard)
a. Select “Add from Library”
b. Select the magnifying glass
c. Click “Select” for GA Library
d. Click “checkbox” for each desired
prerequisite
Click “Add Selected Prerequisites”
Confirm desired prerequisites appear
g. Click the “Actions” drop-down to edit
or delete
h. Repeat the steps above to add
additional prerequisites
i. Click “Save Progress”
j.  Click “Next”

S o

Prerequisites

Add Prerequisite w

Add New Prerequisite

‘ Add from Library ‘

Add Prerequisites from Library

Choose Where to Add From

Library * E

> Show Display Position Options

Add Selected Prerequisites Close

Select Values

Name

GA Library Select | I

Selected Value
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Complete Event Set-Up

Add Prerequisites from Library

GEORGIA SECURITY AND IMMIGRATION
COMPLIANCE ACT AFFIDAVIT - SUB-
CONTRACTOR *

GEORGIA SECURITY AND IMMIGRATION
COMPLIANCE ACT AFFIDAVIT *

Download the tax compliance form, and
The star symbol upload your completed response. %
indicates the
supplier must _cvaiuation, Negotiations and Award
*
acknowledge prior

to submitting an
electronic
response

Registration in Team Georgia Marketplace™
*

Proposal Certification & Certificate of Non-
Collusion ¥

Georgia Standard Terms and Conditions %

Sensitive/Confidential Information &
The lock symbol
indicates the , —wauers/Offerors Conference %
supplier must
acknowledge prior
to viewing the

Pre-Qualification ¥

eRFl Certification %

& AFFIDAVIT

& GEORGIA SECURITY AND IMMIGRATION
COMPLIANCE ACT AFFIDAVIT

Sales and Use Tax Compliance
& Proposal Evaluation, Negotiations and
Award

Registration in Team Georgia Marketplace™

Proposal Certification

Georgia Standard Terms and Conditions
Sensitive/Confidential Information
Mandatory Bidders/Offerors Conference

Pre-Qualification

& eRFI Additional Instructions

OR
ii.  Addfrom Library

i. Add New Attachment

Add Attachment w

Add New Attachment

's below.

Add from Library

event
* Required Gt Save Progress
21. Add Buyer Attachments
a. Select “Add Attachment” and select from: Buyer Attachments

b. For New Attachments, please

Template.

i Create a Display Name (which will
appear to the supplier)

ii. Click “Select File” to search for file,
browse and click the file, then click
open

iii. Confirm Desired File Appears

iv.  Add any additional comments for
the file

v.  Click “Save Changes”

vi. Repeat steps above for each

additional file

¢. On main “Buyer Attachments” page, select
“Actions” button to edit, delete or modify
the attachments

d. Click “Save Changes”

e. Click “Next”

TIP: If you are using the eRFQ template within
Jaggaer Sourcing Director, there is no need to
separately attach SPD-SP018 State Entity eRFQ

Add Attachment
Attachment Type * @ File (O Link
Display Name *
eRFQ Template
Select file @
eRFQ Template.url 100% x
Maximum upload file size: 50.0 MB
-
987 characters remaining
* Required | SaveChanges = Close
Buyer Attachments Event actions w | istory | 7
| Aca Attacnment v
Attachment = Version = Size & Added By = Modified Date =
& eRFQ Template 1 oke Leena Patel 4/29/2020 92805 PM Actions v
eRFQ Template.ur
& -Verity Affidavit i oks Leena Patel 4/20/2020 9:28:46 P Acicns w
E-verify Affidavitur
& Questions and Answers 1 oks Leens Patel 4/29/2020 92903 PM Adtions w
Questions and Answers.ul
it Properte
Downioad
Usload New Varsion
Deete
Attachment = Version = Size Added By = Modified Date =
& sample File 1 118K8 Mary SPD Admin 5/1/2020 4:26:25 PM Actions v

Sample File.docx
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Complete Event Set-Up

* Required < Previous SaveProgress | | Next>
22. Supplier Attachments
a. Observe that all event types are set up to .
. Supplier Attachments fetoy 7
allow suppliers to upload attachments
b CIle ”NeX t,, For this event suppliers will be able to upload attachments with their bid response.
23. Event Questions
. Questi v oy 7
a. RECOMMENDED: To allow suppliers to — R
. . . . On This Page _mammazv Export Questions If importing. * Response is Requin
answer questions directly within the P auesions rom o, {9 Pt e
upplie o o you must use the

Sourcing Tool, add event questions.

b. When using the template, the tool will
prepopulate standard questions.

c. To add event questions, you can use any of
the following options:

i. Select “Add New Question” to enter
a custom question

ii. Select “Add from Library” for
standard questions

iii. Select “Import from File” to upload
previously prepared questions
IMPORTANT: you must use system
template.

iv. NOTE: If the eRFQ template was
selected during event set-up, the
buyer will have existing event
questions pre-populated. To
maintain the existing questions and
add additional within the template,
select “Export Questions” to obtain
system template while also
maintaining existing page structure
and pre-populated questions.

d. Questions are organized into “Page” and,
on each Page, into “groups”.

i.  From the main Question page, select
“Add Question Page”. Or select
“Add Question Group” to add a new
group on an existing page.

ii. Toaddanew questiontoa
particular group, select the “Add
Question” button for the identified
group.

e. Select “Save Progress”
f.  Select “Next”

Group 1: eRFI

system template

Question Text|  Adc

Conditional Upon

attachment that all suppliers can view prior to the solicitation close date, % @

Questions

On This Page Bxport Question

Group 1: eRFI

If importing.
questions from a file,
you must use the

Profle Content system template

P 1: eRFI Re

Question Text]  Ads fom Livary Conditional Upon

he Chat tab or as a file
ion close date. *  ©

Supplier General Information

Please enter your questions into groups below. | Add orimport w

Group 1.7: Supplier General Informati

Add Question Page

Add Question Group

Add Block Questions With Supplier Profile Content

Response Type

Yes/No

v Hstoy 7

*  Response is Required
Q Protected Content from Template
.

Response Type
Yes/No

EventActions w | History = 2

Export Questions

1se is Required

ected Questions

Questions \

On This Pa

p 1: Supplier General Information

zip * - Text (single Line)

Question Text Conditionsi Upon  Respanse Type o
Company Name (Frovide full lsgal name) % Test (Single Line) = 1
Strast acdress % Text (single Lin) x|~ 1
City * - Text (single Line) v jm
State Dropdawn List (Pick One) e v o

v a

v =)

Please provide the following information for your company: Autherized Comact
Persan’s Name, Contact Persan's Telephone Number, Contact Persen's Email address
*

A scrutinized company is @ company conducting business operations in sudan thatis - nultiple choice (Pick One) v 1
in power production activities, mineral extraction activities, cil-related
or the production of military equipment, but excludes a company which
< Previous

Text (uulsi- Line)

% Respanse is Required

Marsge Groim | Delete Seis

Save Progress | mexti>

* Required

< Previous

s
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Complete Event Set-Up

NOTE: Use of Event Questions is optional but
strongly recommended. As an alternative, questions
can be uploaded as a file attachment in the Buyer
Attachments section.

TIP: Review the Import Event Questions Quick
Reference Guide for additional instructions.

24. Add Additional Item Fields (OPTIONAL)

a.

d.

Additional Item Fields allows the Buyer to
capture supplier data at the cost line item
level. These questions are directly related
to the product (or service) line item,
different from the event Questions
section, which are not line item specific.
For example, for each cost line item, the
buyer may include item fields to capture
product information such as the
Manufacturer’s name, or whether the
product is made in the USA.

Select “Create Additional Field” and

choose:

i.  “Create Additional Field” (to create
custom question)
OR
ii. “Add Field From Library” (to browse
and select standard content)

If creating custom additional field, then

complete the following steps:

i Enter Name for field

ii. Integration Id may be left blank

iii. Add text in Description as needed to
assist suppliers in responding

iv. For “Applicable To”, choose whether
the additional field is applicable to
product line items, service line items
or both.

V. For “Supplier Can Respond”, be sure
to select “Yes” and also check
“Supplier response is required”

vi. From the “Field Type” drop-down
menu, choose desired response type
for supplier (Text (single line), Text
(Multi-line), Yes/No, etc.)

vii. Select “Save Changes”

viii. Repeat steps above to add more

additional fields
If selecting from library, then click the
magnifying glass and then select GA library
on the next screen. From the menu, view

Additional Item Fields

Event Actions w | History

Additional Item Fields are line item-specific questions. These questions are directly related to the product
(or service) line item, different from the event Questions section, which are not line item specific. An
example may be “Provide the Manufacturer's name” or “Made in the USA? (Yes/No)". Questions can be
internal-only, or visible/ answered by the supplier. Additional Item fields are unnecessary if your event does

not contain Line ltems.

Create Additional Field ¥

Create Additional Field

Add Field From Library

Create Additional Field

Name *

Integration Id
100 characters remaining

Description

4
1000 characters remaining

@ ProductLineltem (O ServiceLineltem () Both

Applicable To *

Supplier Can Respond @ Yes No
Supplier response s required

Field Type * v

N | o=

Add Additional Item Fields from Library
Choose Where to Add From

Librery * IEI

> Show Display Position Options

* Require Add Selected Item Fields Close

Select Values

Name

| GA Library Select

?
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Complete Event Set-Up

the options, check the box to select, and
then select “Add Selected Item Fields”

Add Additional Item Fields from Library

Choose Where to Add From

Library * GA Library x Q
TIP: Finalize cost line items (next step) before adding
oy . . Supplier
additional item fields. on
Name Field Type Applicable To Respond
O What s the brand/manufacturer's name ~ Text (Single Product Line Yes
that you are quoting? % Line) Item
(O What is the model number for this Text (Single Product Line Yes
equipment? % Line) tem
O Please list complete warranty information ~ Text (Multi-Line) ~ Product Line Yes
for the item that you are quoting. Include Item
contactinfo. %
> Show Display Position Options
* Required ‘Add Selected Item Fields Close
25. Add Cost Line Item(s) :
ltems Event Adtions w | History 7
a. The Items page allows the Buyer to create
one or more cost line items for suppliers to ) | sy ‘
submit pricing. Lines may be created on * unitre s Requred
. . . GoT roups V| | Addorimpory | Exportitems
the Product Line Items tab, Service Line o pome - (—
ltems tab or both. IMPORTANT: To allow (1-16f1 ) R
Contract award’ the Buyer MUST have at # Name Description Qy UoM Requested Service Delivery O
. o .1 Labor Total Cost % q - it v O
least one cost line item. | L =
b. Select the desired tab. If your solicitation st e —

includes both products & services, you will
add items for both tabs. NOTE: if you used

. Add Product Line Item w
a template to create your event, you will

have pre-populated content. Edit or Add New Item
delete as desired. Add Item from Library
c. Select “Add Product Line Item”/ “Add

Service Line Item, and choose:
i “Add New Item” to create custom
cost line item. Enter required
information. IMPORTANT: be sure tame .

Add Product Line Item

to check the box for “Unit Price is

Required.” This ensures the .

suppliers does not leave the price Gatalog Number

line blank (which will prevent Quentity o000 . IMPORTANT: Check

“Unit Price

contract awa rd) Se|ECt ”Save [ Make Quantity a Supplier Response Field X mt” LICElS
Required” to ensure

Cha nges”. EA-Each v Supplier is prompted

ii.  “Add Item from Library” to browse J to enter pricing

and select standard line items. Click
the magnifying glass and then select

GA Library. Check the box to select o
desired cost line items and then click commediy coce
“Add Selected Items”. Historical Uni Price uso
d. If you have a significant number of line et frice uso
items to add, then select “Add or Import” e o Flenocned doten
and choose and of the following: Display order * Last v ]
i “Add Item Group” to create one or —

more groups to organize multiple
cost lines
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Complete Event Set-Up

OR

ii. “Import from File” to download
Excel file template, populate and
then import (beneficial for large
number of cost line items)

TIP #1: NIGP codes can be added to the line item, if
desired. However, only NIGP codes added in the
“Set-up” section will display on the GPR and
generate supplier invitations.

TIP #2: The buyer may attach a file at the line item
level if desired. However, the file may be
overlooked by suppliers. If a cost worksheet will be
used, it is recommended to attach it in the Buyers
Attachments section to increase visibility.

IMPORTANT: the dollar value entered by the
supplier(s) selected for contract award will be used
to determine the Notice of Intent to Award (NOIA)
posting period (protest count down) on the Georgia
Procurement Registry (GPR). Therefore, buyers
should never instruct suppliers to enter $1 in the
total cost line item as this will generate an
inaccurate NOIA posting period.

P1 (1-10f1 items)

# Name Description CatalogNumber  Qty  UOM Requested Delivery

P11 Whatisyour bid price? - 1 Lump Sum
*

IMPORTANT: Verify all cost line items ai
\AdPedaitnehon 7

include the black star. This means the Delete

line is required and that the supplier
cannot leave blank. If missing, “edit”
the line and select “Unit Price is
Required.”

Manage Group w | Delete Sclected hem(s)

26. View Suppliers Invited by Commodity Code

a. View the “Suppliers Invited by
Commodity Code” tab to see which
registered suppliers will receive an email
notification based on the NIGP Codes
selected in the “Setup” section.

b. Proceed to the next step to invite
additional suppliers

TIP: if the tab is blank, return to the “Setup” section
and select NIGP codes.

Suppliers

Suppliers Invited by Commodity Code (839)  Addstianal Suppiiers (0

1:20001 842 Resutts

Doing Business As

& 1.500 wEANSWES 050316 NG IRS MATCH - NEW W9
ReQUIRED

Action

save Progress.
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Complete Event Set-Up

27. Invite Additional Suppliers
a. Select the “Add Suppliers to Event” tab
and choose to:
i Invite additional registered
suppliers by search
OR
ii.  Select “Manually Invite Suppliers”
and desired option
b. To add by “Search Registered Suppliers”:
i Enter part of the Supplier’s name
ii. Select Relationship (In Network or
Out of Network) See note below.
iii. Select desired supplier from
results
c. To manually invite suppliers:

i. If only adding a few suppliers, then
select “Add Supplier to Event”, enter
Supplier Name, contact person and
email address and then click “Save”
or “Save and Add Another”

ii. If adding multiple suppliers, then
select “Get Import Template”,
download and complete template,
and then select “Import” to import
file

d. Select “Save Progress”

e. Select “Next”
NOTE: The “Search Registered Suppliers” menu
allows the buyer to search for additional companies
that are registered in Team Georgia Marketplace™
(TGM) (In Network) or that are registered directly
with Jaggaer (Out of Network). The buyer can
search for suppliers by name, supplier contact,
location or NAICS code. As the State has not
adopted NAICS codes, this search feature will not
work to find In Network suppliers.

Suppliers v
Suppliers Invited by Commodity Code (839)  Additional Suppliers (0 Add Suppliers From Group
Search Registered Suppliers O ki
Supplier
jonship Al v
upplier C
Zip Code Wihin - 5 Miles |V
Commodity Code = Edic
NAICS Code a
| Qsearch
Add Supplier to Event
Same screen can be
- used to invite both
Supplier Name | registered TGM
bidders/suppliers
Sales or Corporate Contact | or non-registered
Name companies
Email * |
* Required Save and Add Another Close

28. Review and Submit

a. Review your progress for each section

b. Click the Section Title to return to a
section for editing

c. Once satisfied, click “Submit”

d. View the “Event Submitted” confirmation
page and summary of your event posting

e. If there is workflow surrounding the event,
Approval Steps can be viewed by clicking
“View Approval Steps”

f. In this example as the Estimated Value is
above the state entity’s DPA limit there is
an SPD’s Approval step before the bid is
released to suppliers.

Review and Submit

Setup.
Users

Description
Prerequisites
Buyer Attachments

Supplier Attachments
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Complete Event Set-Up

g.

[

View the “Event Submitted” confirmation
page and summary of your event posting.
Notice the Event Status is in Pending
Approval as the event is under SPD for
approval. Once SPD approves the event,
the Event status will be changed to ‘Open’
as it will be released to suppliers and an
email notification will be sent out to all the
suppliers that are matched to the event
NIGP codes.

IMPORTANT: Once the event is under
‘Open’ status you can verify it on the GPR
Public Interface
https://ssl.doas.state.ga.us/gpr/

() Event Submitted

Next Steps
What would

o to do next? Here are links to commen actions:

View Approval Steps
Event Summary
Event Tite

UGA Consulting eRFQ.

Event Type

Enity Name

50300-2RFG-000000181-2020

Event Number

Event Status Approved

EDT/EST - Eastemn Standard Time (US/East-Indiana)
Open Date 4/30/2020 12:00:00 AM

Close Date 5/5/2020 1200:00 AM

Madhavi_eRFPTest| Approvals
emplate

Type Resquest for Proposel
e Feonding

Thia ever s Pending Approval i must be approved bafore i can be apenad s sch

20 1200 AM EDT,

g Event Approval Workflow | Sourcing Event Evalustion Workfiow

sPD P.\Dnmval @

29. Complete Final Approvals

a.
b.

Select “Return to My Event”

Observe the event status. If status is
“Approved”, no further action is required.
If status is “Pending”, then review pending
approvals.

Open the “Tools” menu and select
“Approvals”

Observe the steps remaining in the
“Sourcing Event Approval Workflow” tab.
The Buyer Pre Bid Finalization approval
step requires the buyer to approve the
event before it will be in approval status.
Perform a final review of your event.
When ready, select the “Workflow
Actions” drop down. Select “Approve.”
Observe new status of event. If no other
approvals are remaining, the status will
display as “Approved.

NOTE: Once the scheduled open date/time arrives,
the event will transition to “Open” status, a public
notice will appear on the Georgia Procurement
Registry, and courtesy emails will be sent to all
invited suppliers.

(s Event Submitted

Next Steps

What would you like to do next? Here are links to common actions:

« Add Another Event
« Go to My Home Page
* Go to Sourcing Dashboard

This event is Pending Approval. [t must be approved before

GSU Consulting eRFQ Setup

Event Title *

Type: Request for Quote
Event Status:  Pending

Event Type
Settings and Content -
ntity

Setup v
Event Number *
Additional Event Details &
Stage Title
s v
GSU Consulting eRFQ
Type: Request for Quote

Event Status: Pending

Settings and Content

@_

Internal Notes
Exports and Imports

Q& A Board

Award Notifications

it can be opened as scheduled on 8/2/2021 3:00 PM EDT.

GSU Consulting eRFQ
Request for Quote
Georgia State University

50900-eRFQ-000000226-2022
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Complete Event Set-Up

Approvals
Sourcing Event Approval Workflow | Sourcing Event Evaluation Workflow
Buyer Pre Bid Finalization
"
Active
Submitted v i
8/2/2021 118 PM GSUstudent03 Train Finish

View approvers

Workflow Actions w /

Approve |
This event is Approved. It will be opened to suppliers on 8/2/2021 3:00 PM EDT.
GSU Consulting eRFQ Approvals
Type: Request for Quote

Sourcing Event Approval Workflow Sourcing Event Evaluation Workflow
Event Status: Approved

30. Email Notification to Supplier

Once the event is Open, email notifications will be
sent to all invited suppliers. The email will include a
link to view the event. Interested suppliers may
elect to respond. To submit an electronic bid,
suppliers will be prompted to create an account in
Jaggaer Sourcing Director.

Event Announcement to Suppliers, Ref. "Request for Quote - UGA Consulting eRFQ"
° inotice donatreply@doas ga ge pportisciquest con

ALTION: This eomad ciginated {om ounside ofthe o ganieatian. Do not clkk ks or apen attachments umles Yo recogrioe the serer and ks the comtert & e

@  GEORGI

CUREMENT - _

REGISTRY 3 frk

Event Announcemant to Suppliers

Mikie Georgia Siate Universily. a Georgia govemment ansty. has pasied an Event which is
P —_ e been ssisctad bassd on NIGP ¢

s e for your
codeds) beted n yous o protia

FO-000000181-2020

REQ
12:00 AM EDT

Evont Close Date: 5/5/2020 12:00 AM EDT

RUSTRN Pioasa cicx tha ink 1o view e sourcng ovent

Tho ovent can b

website ot
Intermation

Thank you for your interest in opportunities with Georgia Governmen ¢

Managing Question and Answer (Q&A) Board

Review the Managing Q&A Board Quick Reference Guide for additional instructions.

Amending, Extending or Cancelling Events

Review the Amending, Extending or Cancelling Events Quick Reference Guide for additional instructions.

Viewing Supplier Progress in “Open” Status

RECOMMENDED: While the event is in “Open” status, the buyer should actively monitor supplier progress to ensure
adequate competition. The buyer may invite additional suppliers to respond or extend the event to ensure adequate
competition. Follow the steps below to view supplier progress.

1. Access Website to Sign In
a. Open up a web browser
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Viewing Supplier Progress in “Open” Status

b. Goto
https://solutions.sciguest.com/apps/Rout
er/Login?OrgName=Georgia

2. Enter Logon Credentials
a. Enter User Name
b. Enter Password
c. Click “SIGN IN”

Team Georgia Marketplace
-
E

SIGN IN

Georgia

Welcome To Team Georgia Marketplace!

Existing Users: Please enter your user name and password below (fields are case-sensitive)
New Users: Please Click Here for access. You will be provided with details on how to access
this site.

e —
LT I—

3. Access the Sourcing Menu

a. Navigate to Sourcing Menu Icon .
b. Select “Sourcing Events”
c. Select “Sourcing Events Home”

Sourcing Type to Search Sourcing Events... Q

Sourcing Events Sourcing Events Home

Approvals Search Events

View Saved Searches

Templates and Libraries
Create New Event...

Reports Create New Quick Quote Event

Requests View Exports

Sourcing Administration

4. Search for Event
a. View the Sourcing Event Summary table
b. Choose the preferred sorting feature from
the “View Sourcing Events By” drop-down
menu
c. From the search results, find and click on
the “Event Number” to select the event

Sourcing Event Summary s 2

+ Filter Sourcing Events

View Sourcing Events By Sourcing Events
Status Y| Areents v
Entity Name

138 Total Sourcing Events
Event Owner

Event Type

E
Supplier

Completed NEE—_—_—
Withdrawn m—

Rejected

Under Evaluation

0 15 30 4 60
< > 1-10 of 12 Results Event Status (ascending) & 10 Per Page &
Showing 1-1 of 1 Resuits Last 90 days (5/5/2021-8/2/2021)
Results Per Page (20 v Sortby: | Event Status: First to Last v
Status Event Details
=3 GSU Enroliment Management System eRFI
|50900-eRFI-000000225-2022  Created 8/2/20217:49 AMEDT  Submitted Bids 0
Request for Information Release - Intending to Bid 0
Gpen 8/2/20219:00 AMEDT  No bids 0
ax Close 8/28/2021 4:00 PM EDT

Sealed Bid Open  8/28/2021 4:00 PM EDT

<|Page10f1[x

Manage Event | v

?
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Viewing Supplier Progress in “Open” Status

5. View Supplier Progress

a. From the left-hand side menu, select
“Evaluations” to expand

b. Select “Supplier Responses”

c. View supplier progress, including whether
supplier has accepted the email invitation,
viewed the bid, selected no bid/intent to
bid and overall progress in submitting
response.

d. Select “Resend Supplier Invite” to resend
the email invitation to invited suppliers if
needed.

NOTE: The contents of suppliers’ responses will not
be visible to the buyer until the event closes and is
under evaluation.

Event Status: Open

Settings and Content

Setup

Additional Event Details

Description

Prerequisites

Buyer Attachments

Supplier Attachments

Questions

O <00 <« & &«

Supplier General Informa

RFI Questions

Suppliers

(aliations ) < —

Supplier Respon

Supplier Responses

6 Invited Suppliers

S

@ Supplier opted-in via Public Site

1-6 of 6 Results 50 Per Page v
Response %
Progress a Complete = Supplier Name =
Submitted 100% Made with Love Cafe and Catering @ Ask 2 Question
led until 8/31/2021 3:00 PM EDT.
Submitted 100% She Construction @ . ion
led until 8/31/2021 3:00 PM EDT.
20% peachstate landscaping @ Re: -
[ NoBid ] 0% Rocking R Enterprises LLC @ Supplier Invite | v
[ Event Not Viewed | - EESCHER ING Resend Supplier Invite
- Mary's Gompany Resend Supplier Invite
Conducting Evaluation Activities
1. Follow the steps above to logon and locate See Above

the event

2. Select Event
a. Locate event in Search Results and Select
“Manage Event”
b. Select “Manage Event” from drop-down
menu

Miltor's Batteries

50900-eRFQ-D00000195-2022  Created 7 4PMEDT  Submitted Bids 2

Request for Quote Release intending to Bid 3
Open 7 300PMEDT  Nobids 1
Close 7 200 PMEDT

(=D

Sealed Bid Open  7/13/2021 3:00 PM EDT

3. View Supplier Responses Individually

a. The event will open in the “Evaluations”
section and display supplier responses

b. The Buyer can observe the submission
status of all suppliers

c. To view submitted responses, click the
“View Response” option to the right of the
supplier’s name

d. View the supplier’s response to the
prerequisites

Settings and Content

Evaluations

(———

Supplier Responses

Eval. Calculation Options
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Conducting Evaluation Activities

e. Click “Next” or click on “Supplier
Attachments” to view submitted files. The
buyer can click to open and download
each file.

f. Click “Next” or click on “Questions” to
view responses to event questions

g. NOTE: if file attachments were allowed to
specific questions, then these file uploads
will appear in this section. Click on the file
name to download and open each file.

h. Once complete, click “Back to Event” to

5 Invited Suppliers

Response

Progress = Complete
Submitted 100%
Subimitted 100%

Milton's Batteries

Suppler

Atianta, LLC
‘Submitied
1 Request for Quote
Eventstatus:  Under Evaluation

Eid Status:

Evl
% Requireditems  Optional ltems
a Supplier Name & Total Bid = Total Bid =
Greater Images of Atlanta, LLC @ 0.00USD  30,000.00 USD
(1ef1)
Made with Love Cafe and Catering @ 000USD  36,000.00 USD

(10f1)
peachstate landscaping @

] -

GEORGIA BAL

CABLEXPRESS TECHNOLOGIES -

Response from Greater Images of Atlanta, LLC
Prerequisites

select the next supplier’s response to s e

review
TIP: The “Supplier Attachments” section will display
all files uploaded by the supplier in the “Supplier editn
Attachments” section. However, check the
“Questions” section for file(s) uploaded in response

) .
to a particular question.
4. Side-by-Side Review and Exporting Supplier

Responses

a. Asan alternative to reviewing each
response individually, the buyer can also
conduct a side-by-side review by
completing the following steps:

i Check the box to select all desired
suppliers

ii.  Then select “Evaluate Selected
Responses”

iii. On the new screen, observe each
supplier appears in a separate
column. Click to expand the rows
(Total Bid, Product Line Items,
Supplier Attachment, Questions) to
view each supplier’s response side-
by-side

b. Another option is to export supplier
responses.

i.  Toexport all supplier responses
from the system, start from the
Evaluations section, Supplier
Responses subsection.

ii.  Selectthe dropdown arrow for
“Evaluation Actions” and choose
“Export All Responses”

iii. On the “Evaluation Export” pop-up,
select “Submit”

iv. A new pop-up will appear, stating
“You have successfully submitted an
export request, click here to view it.”

Supplier Responses

Actions w || Load Ssved Scenario

5 Invited Suppliers 2 seiectec

Response %

Progress ~ Complete = Supplier Name = Total Bid = Total 8id =
Submitted 100% Greater Images of Atlanta, LLC @ 0.00 USD 30,000.00 USD  viewResponse v
(10f1)
Submitied 1005 Made with Love Cafe and Catering @ 0.00USD  36,00000USD | ViewResponse v
(1ot1)
5
[ Noad | o
| Unaertnce )
Award Scenario for Milton's Batteries
o Export +
it Bids [ v 9 3 Show Sueplie Resgonse N
Soanaro Award Actlons + Greaterimages of Atlnta, LLC w Made witnLove
Response Notes
000 chaactes rmi
« ol 81t 3000000 U5 36200.00 uSD
o00uso ooouso
3000000 us0 3600000 uso
30000.00USD 36000.00 USD
20000.00usD 2600000 UsD
&sample cont L.
&
his event is Under Evaluation. You may view 1
Milton's Batteries Supplier Responses
@ suppl

Type: Request for Quote
Event Status. Under Evaluation

Settings and Content

Evaluations

Supplier Responses
Tools \ -

Required Items  Optional Items

000 characters remsining

Cafo and Catering +

Required ftems  Optional ftems:
TolBid & TowslBid =

(ot

000USD  3600000USD | ViewResponse

pler opted-in via Public Site

Evaluate Selecied Responses
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Conducting Evaluation Activities

Click the blue text to access the
report.

V. On the new screen, select the file
name to download and save.

vi. Once finished, click on “View Event”
(to the right of the Event Number) to
return to the event.

Evaluation Export

. ¢
Description Milton's Batteries|

Evaluation Export

You have successfully submitted an export request, click here to view it

/

Close

Sourcing Event Evaluation Exports

Sclected Exports

Number of Exported
Swws = FileName = Description = Suppliers: = Evem Number = ExponOate/Tme = By =

EESD Srentastonemon 491 Mitens Bareres !

50900-6RFQ-000000195:2022 View  8/2/2021 S16PMEDT  Mary

Chapman

5. Disqualifying Suppliers
a. During administrative review, the buyer
may determine that a supplier is
disqualified (failing mandatory
requirement, submitting a conditional bid,
etc.). The buyer can identify the supplier
as disqualified by completing the following
steps:
i From the side-by-side comparison
(see previous step), click on the
drop-down arrow for the
supplier’'s name

ii. Enter the reason for
disqualification and click
"Continue”

iii. Observe that disqualified supplier
no longer appears on the current
page. Select “Back to Event” to
return to Supplier Responses page

iv. Observe the supplier’s status has
changed from “Submitted” to
“Disqualified”

b. If the buyer needs to undo disqualification,
select the “View Response” drop-down
menu and select “Re-Qualify”

Greater Images of Atlanta, LLC v\

Tag Supplier
Pin /~

Remove Response

Disqualify

Disqualify

*
Comments Supplier failed mandatory

requirement

e : @ clos

Award Scenario for Milton's Batteries

View Scenario ~ | SaveAs..  Reset | Export -

v Ascending - Show Supplier Response Notes

Scenario Award Actions ~ Made with Love Cafe and Catering ~

Response Notes

1000 characters remaining
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Conducting Evaluation Activities

NOTE: disqualifying a supplier within Sourcing
Director does not send a communication to the
supplier. When the buyer is ready to post the

Supplier Responses

Evaluation Actions

5 Invited Suppliers

Event Actions w | Hi 2

@ supplier apted-in via Public Site

. rogras « Comes = Supplrams = Srmne s v 5

NOIA/NOA, the buyer must list all unsuccessful _— omws sownoun (g O
suppliers and the reason each supplier was not [ 1 o
selected for award. -

[1o00 ] a0 -

[ v ot viewsd CABLEXPRESS TECHNOLOGIES

—
6. Selecting Supplier(s) for Award rentetmae [ Hoer | 2

a. Select all supplier responses and then
select “Evaluate Selected Responses”.

b. OPTIONAL: To assist in identifying the
best award, the buyer may view
different scenarios for award (will vary
based on event type).

The most common example for
RFQs is Lowest Bid Price, which
automatically awards to the
supplier with lowest cost. Single
award and split award scenarios
may be available.

Other options may also be
available based on the buyer’s
choices during event set-up.
Scenarios can be saved by
evaluators and viewed by
managers for comparison.

c. When the buyer is ready to select
suppliers for award, the buyer should:

Vi.

Vii.

Check the box for “Total Bid” or
select the specific cost line items
to be awarded

Select the drop-down menu for
“Scenario Award Actions”

Select from available choices
Observe that the selected supplier
will include the designation
“Pending Award”.

If incorrect, the buyer can click the
drop-down by the supplier’s name
and select “Remove Award from
Supplier”.

If correct, the buyer should select
“Finalize Award”

In the pop-up box, enter the
Scenario Name (for example,

Supplier Responses

jons w | Load Saved Scenario

5 Invited Suppliers 2 ssiectex

Response %

Progress Complete =
Submitted 100%
Submitied 100

0

[ Mo | 0

Award Scenario for Milton's Batteries

View Scenario v I SaveAs.. | Resel

Total Bid

Scenario Award Actions v

Response Notes

1000 characters remaining
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Export v
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Response Notes
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Conducting Evaluation Activities

Notice of Intent to Award or
Notice of Award as applicable)
viii. Click “Save and Finalize”

ix. Observe Award Scenario Title and
“Finalized”. Observe that new
option will appear to “Remove
Finalized Award” if needed.

NOTE: Completing the steps above will complete the
award selection. However, the event status will
remain “Under Evaluation” on the Georgia
Procurement Registry until the buyer completes the
public notice steps noted below.

Made with Love Cafe and Catering

Greater Images of Atlanta, LL
Scenario Award Actions v Awarded Scenario TRl

Response Notes

1000 characters remaining

Award Scenario for Milton's Batteries

View Scenario v Save As... Reset Export «

Scenario Navigator Scenario Breakdown Scenario Savings

Save a New Scenario

o i *
Scenario Name | Lowest Priced, Single Award|

Scenario Notes

1000 characters remaining

Close

Last updated 8/2/2021 5:48 PM by Mary Chapman

7. Manual NOIA Process
NOTE: the NOIA process is required for all awards of
$100,000 or more. For less than $100,000, the NOIA
is strongly recommended; however, the buyer may
proceed to NOA (see next step).

a. After you complete the step above,
select “Back to Event”.

b. On the left navigation click on Tools to
expand and Click on “Award
Notifications”

c. Under Public Site Award Attachments,
click on “Add Attachments”

d. Upload a NOIA document related to the
Event and select “Save Changes”

e. Observe the file now appears in the
Attachments section. Next, click the
drop-down menu for “Edit” and choose
“Publish”

f.  On the pop-up message, click “Yes” to
confirm publication

g. Observe that the “Edit” option is now
replaced by an option to “Unpublish”

h. Repeat the steps above to add and
publish any additional files, such as SPD-
EP002 Sample Bid Evaluation Template.

i.  Send a courtesy email to all suppliers
alerting them that the NOIA has been
posted. The buyer may do so from

< Back to Event

The response(s) from Greater Images of Atlanta, LLC is Pending Award

Award Scenario "Lowest Priced, Single Award" for Milton's Batteries (EEiad

Milton's Batteries Supplier Responses
50900-eRFQ-000000195-2
Evaluation Actions ¥ | Load Saved Scenario

Type: Request for Quote
Event Status:  Under Evaluation
5 Invited Suppliers
Settings and Content Response %
Progress = Complete = Supplier Name =
Evaluations 100% Greater Images of Atlanta, LLC @
Supplier Res; S
}‘ Submitted 100% Made with Love Cafe and Catering @
fools 5
Internal Notes [ Intend To Bid | 0% peachstate landscaping @
Exporis Sndimpott [ NoBid | 0% GEORGIA BALANCE @
Q& A Board
[ Event Not Viewed | GABLEXPRESS TECHNOLOGIES

Approvals

| Award Notifications I

Public Site Award Attachments

No attachments have been added.
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his/her email account or by following
the steps in Tip #3 below.

TIP #1: Visit the Georgia Procurement Registry and
search for your bid to confirm the status is now at
“Notice of Intent to Award” and the protest
countdown has begun.
https://ssl.doas.state.ga.us/gpr/

TIP #2: In Jaggaer Sourcing Director, the event status
will remain in “Under Evaluation”. The buyer must
observe the NOIA protest filing period before
approving the final award in Jaggaer Sourcing
Director.

TIP #3: The “Award Notifications” section includes
the option to send email notifications to suppliers.
However, these templates cannot be generated
during the NOIA phase. SPD strongly recommends
sending a courtesy email to all participating
suppliers alerting them that the NOIA has been
published. The buyer may do so from his/her email
account or by following these steps:
a. Return to the Evaluations section,
Supplier Responses subsection.
b. Check the box beside all participating
suppliers.
C. Select the drop-down menu for
“Evaluation Actions” and select “Ask a
Question”
d. In the pop-up box, enter the Subject line
(Notice of Intent to Award) and question
(see example) and select “Submit a
Question”.
e. Observe that the Q & A board menu is
displayed with the new posting. This will
trigger an email to all selected suppliers.

Add Attachment

Attachment Type @ File (O Link

Files *
SPD-APO04NoticeofintenttoAward.c 100% X
Maximum upload file size: 50.0 MB
- .
Public Site Award Attachments
\Sgeitecment)
# Attachment Description Date Uploaded
1 &, SPD-AP0O4NoticeofintenttoAward doc 8/2/2021 6:05 PM EDT Edit | w
Edit
Delete
Are you sure you want to publish this information to the public site?
s

Public Site Award Attachments

# Attachment Description Date Uploaded
1

&, SPD-AP004NoticeofintenttoAward.doc 8/2/2021 6:05 PM EDT

Milton's Batteries Supplier Responses

Type: Request for Quote
Event Status:  Under Evaluation

Settings and Content
Totalgid =

Supplier Name: =

Evaluations

‘Suppiier Responses
Tools \

uc @ 0.00USD

Required fems  Optior

Unpublish

nal rems:

ering @ 0.00USD 3600000 USD | view Response.

(1ef1)
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Ask a Question

Send To™ All Suppliers Edit

et
Subject | Notice of Intent to Award

*
Question The NOIA has been posted and
may be viewed on the event]
)
4944 characters remaining
Attachment
Select file
*p -
Required Close
Tools Supplier M sortby Date Asked: Most Recent First v
I
T — Notice of Intent to Award
‘The NOIA has been posted and may be viewed on the event Asked 8/2/2021 at 6:25 PM by Mary Chapman (My Question)
QaABoard Submitted to Made wth Love Cafe and Caterng, Greater Images of Atlant, LLC
No answer yet. You may withdrav this question unt 1t answered. Withdraw tis Question

‘Award Notifications

8. Award Process/Notice of Award T

a. Onright side, click on the “Workflow mmmﬂ:"’“’" N
Actions” dropdown and select “Approve” oo s

b. Observe the Event is now in Awarded e -
status

c.  On the left navigation click on “Tools” to —— — _—
expand and select “Award Notifications” — e

d. Under Public Site Award Attachments, s
click on “Add Attachments” ‘

e. Upload the NOA document related to the “':.;;im"a‘"f;,

Event and select “Save Changes” — ,

f. Observe the file now appears in the e e e B
Attachments section. Next, click the drop- e e—— = —
down menu for “Edit” and choose el e mT— e
“Publish” bkt Nt g P i

g. On the pop-up message, click “Yes” to o
confirm publication T — ——

h. Observe that the “Edit” option is now i e gL
replaced by an option to “Unpublish”

i. Repeat the steps above to add and publish =

any additional files, such as SPD-EP002
Sample Bid Evaluation Template (if not
already completed during NOIA stage)

j.  Verify status of your event on the GPR and
send courtesy emails to suppliers following
the tips below.
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TIP #1: Visit the Georgia Procurement Registry and
search for your bid to confirm the status is now at
“Notice of Award” https://ssl.doas.state.ga.us/gpr/

TIP #2: The “Award Notifications” section includes
the option to send email notifications to suppliers.
SPD strongly recommends sending a courtesy email
to all participating suppliers alerting them that the
NOA has been published. To do so, complete these
steps:
a. Inthe Award Notification section, select
“Preview and Send” for the Awarded
Supplier Email type
Review message and select “Send Email”
On the pop-up confirmation, select “Send
Email”
d. Next, proceed to the Participating Supplier
Email type and select “Preview and Send”
e. Onthe pop-up confirmation, select “Send
Email”

Add Attachment

Attachment Type ® File O Link

Files ™
Select files @
SPD-AP005NoticeofAward.doc 100% %

Maximum upload file size: 50.0 MB

* Do
Require Close
Public Site Award Attachments
# Attachment Description Date Uploaded
1 & SPD-APO04NoticeofintenttoAward.doc 8/2/2021 6:05 PM EDT Unput
2 & 5PD-AP00SNoticeofAward.doc 8/2/2021 6:34 PM EDT Ean | v
Edit

Are you sure you want to publish this information to the public site?

=l -

Public Site Award Attachments

¢ Amachment Description Date Uploaded
1 &.SPD-APO04NoticeofintenttoAward.doc 8/2/2021 6:05 PM EDT Unpublish
2 &, SPD-APO0SNoticeofAward doc 8/2/2021 6:34 PM EDT Unpublish
Award Notifications <N Euem Actions v | Hisory | 7
Type Status Message
Awarded Supplier Email Pending Default
Participating Supplier Email Pending Default
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Awarded Supplier Email

Email Content

Template *
Subject *

Attachment(s)

Message ™

* Required

Notice of Award

No File Attached | upload
No File Attached | upload

No File Attached | upload

s -/|B I US|x x A B

L |i= 3= = 4 | @ = | [EJPlaceholders

Solicitation Number and Title: ${SOURCINGEVENT_EVENTNUMBER} and ${SOURCINGEVENT_EVENTTITLE} =
Opening Date and Time: ${SOURCINGEVENT_BIDOPENDATE} and ${SOURCINGEVENT_BIDOPENTIME)

The following S{synonym:suppliers) submitted responses to the above solicitation:
[${SOURCINGEVENT_PARTICIPATING_SUPPLIERS}

Responses were evaluated according to the criteria stated in the solicittion, We announce our intent to award 2
Sisynonymcontract) to:
S{SOURCINGEVENT_AWARDED_SUPPLIERS)

We would like to thank each S{synenymssupelisn for your time and efforts in preparing a response to this
solicitation.

We invite you to contact the Issuing Officer if you would like additional information or have any uestions about
‘the evaluation process.

[The successful S{synonymisupplier) is instructed not to begin work, purchase materials, or enter into
relating to the until both the recipient
iand ${SOURCINGEVENT_PROJECT_NAME} sign the ${synonym:contract).

Nbin annraciata e intaract in dnina bicinace with SIGAHDFIRIECUTMT NPAICET MARE!

Confirm

Are you sure you want to send the award notification email?

== -

Participating Supplier Email

Email Content

Template *
Subject *

Attachment(s)

Message *

* Required

Default v

Notice of Award
No File Attached | upload
No File Attached | Upload

No File Attached | Upload

I U S5 x. x* A-

4z g | @ =3 | [ Placeholders

Solicitation Number and Title: ${SOURCINGEVENT_EVENTNUMBER} and ${SOURCINGEVENT_EVENTTITLE} -
Opening Date and Time: $(SOURCINGEVENT_BIDOPENDATE} and ${SOURCINGEVENT_BIDOPENTIME)

The following ${synonym:suppliers} submitted responses to the above soli
'${SOURCINGEVENT_PARTICIPATING_SUPPLIERS}

Responses were evaluated according to the criteria stated in the solicitation. We announce our intent to award a
‘${synonym:cantract} to:

${SOURCINGEVENT_AWARDED_SUPPLIERS}

We would like to thank each S{synonym:supplier) for your time and efforts in preparing a response to this
salicitation.

We invite you to contact the Procurement Officer if you would like additional information or have any questions
abaut the evaluation process. ${synanym:Suppliers} are reminded that any protests of this decision must be
submitted to the Procurement Officer within seven days after the issuance of this notice. The protest must be in
writing, clearly identify the solicitation, and detail the nature of the protest.

The successful S{synonym:supplier} is instructed not to begin work, purchase materials, or enter into
subcontracts relating to the ${synonym:workgroup) until both the recipient and S{ORG_EXTERNAL_NAME] sign

Confirm

Are you sure you want to send the award notification email?

== -
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