SEEIS

SRM 7.2 Bidding Processes South Carolina Enterprise Information System

Exercise 2

Edit RFx

Exercise 2 Page 1 0of 8 Version 1.0



SEEIS

SRM 7.2 Biddin g Processes South Carclina Enterprise Information System

Exercise 2: Edit RFx

1. Click on the ‘Strategic Purchasing’ tab at the top of the screen.

r
=

Strategic Purchasing

2. Click on “Strategic Sourcing. from the blue menu bar on the left-hand side of
the screen.

Work Overview

Strategic Sourcing

Contract Management
Business Partner

Workload Redistribution

3. Under the “‘Active Queries’ heading, click on RFxs ‘All’. This will generate a
list of all solicitations regardless of their status.

4. Click on the RFx Number that was created in Exercise 1. This will open the
RFx in a new window. NOTE: Maximize the window to complete the
remaining steps.

Display RFx :

| 4 Edt | | | \ Close || Copy || Check H Closg Rfx || Responses and Awards H Create Folow-on RFx H Convertto Auction || Export || Print Preview || Questions and Answers (1) || Syatem hnformation H Create Memory Snapshot || Related Links 4

RFx Number 5400006587  SmartNumber Web e Design Project  Type RequestforProposal  Status Published  Created On 09252013134318  Created By Mr. SamHanvey CPPBAPM  Time Zone EST
Version Number 5 Version Type Acfive Version  External Version Number 4

RFXInformation |  Bidders “ tems  Notes and Aftachments ” \Weights and Scores “ Approval “ Tracking

RFx Parameters  Questions | HNotes and Atachments  Table Extension
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5.

Click on “‘Edit’ to make changes to the RFx document. On the RFX
Information Tab, the fields that should be entered on the RFx Parameters
screen are:

RFx Name — what you want the solicitation to be titled

Product Category — use drop down selection to select your product (may be
left blank). If using the Product Category at the Header level, the Questions
must be entered prior to the Product Category.

Purchasing Organization — always will be SCEIS Purchasing Organization
Purchasing Group — your purchasing group

Start Date — leave blank

Submission Deadline- The opening date & time (End Date in SRM 5.0)
For this exercise type in: tomorrow’s date, Time: 11:00:00 AM
Opening Date: Date and Time — Same as the Submission Deadline

Valid From / To — The total potential contract term.

For this exercise type in: 12/01/2013 to 11/30/2018

Award Posting Date — The date you will make the award

For this exercise type in: tomorrow’s date

Target Value — leave blank (unless the vendor community needs to know)
Follow-on Documents — Select one of the options: Purchase order/ Contract
/ Purchase Order or Contract (recommended)

Bidder can change RFx Responses - must be checked

SCBO Category - Select from Drop Down (you will not be able to publish
the RFx if a category is not selected.)

Partners and Delivery Information — Defaults from shopping cart. Must
be entered if creating an RFx without a shopping cart unless this is a State
Term Contract.

. Click *Questions’

Display RFx :
| | | Close || Copy || Check || Close Rfx || Responses and Awards

RFx Number 5400008587 Smart Number Web Site De=sign Project T
Version Humber S Version Type Active Version External V

RFX Information Bidders | lems | MNotes and Attachments

RFx Parameters Questions Notes and Attachments Table Extension

Exercise 2 Page 3 of 8 Version 1.0



SEEIS

S R M 7 . 2 Bl d d | n g P rocesses South Carolina Enterprise Information System

7. Click ‘Add Question’

RFx Number S400005887 Smart Number Web Site Design Project 1
Version Number C4 Version Type Change Version Extern:

- RFX Information |’ Bidders  ltem=z |  Notes and Attachments

RFx Parameters | Questions | MNotes and Attachments | Table Extension

| Details | | [ Add Question | | | Delete |

8. Use the Search icon in the Group field to find the pre-loaded questions.

Add Question

Propose CQuestions Final l:lues#ions ] Creste Cuestions

The table lists all swvailable gquestions Y ou can narrowy dowen the results by selecting the dropdowns on the toolbar,
or you can enter in the fiker row to get yvour gxpected results.

Craestion: | | Product Category: | |
L Jull o |MAND | Cwestion Type: | |
Field Rlame: | |
T | i Field Mame F Cuestion P Type SF Product Category
i

ma
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9. Select MAND - ‘Mandatory attributes for online vendors’. Click ‘OK’.

All Values: Grouping for the Dynamic Attributes

Results List: 8 results found for Group Perzonal Yalue List  Settings  Showe Search Criteria
Group for Dyn Attrib = | Description

| Foop Food Attributes

. f D Mandatory attributes for online vendors

[ ] MISC Mizcellaneous Line tem Attributes

B OFFSH Offshore Contracting

| PREF Header Preferences

| PREFZ Line tem Preferences

B SAM Software Acquisition Manager

| WEHIC Wehicle Attributes

10.Click “Search’. This will bring up a list of pre-loaded questions. Select the
questions to be added to the solicitation and click ‘Add’

- — Find Ouestlons | Corele Cumstions

The ble st ol ol iz e ersuls by seieting lhe o e
o yra s prdee i e B rcow 8 el yeur e aprctrd v
Cumstion: Preshuel Crbegery £
Group (WAL [ Cueten Type 0
Fed Hemme
=]
T P el bame W amshion
W
AL FEE BOER CERTFES THAT THEY VTH ALL s ¥ HEL

= THE SLEMTTER HAS READ AND LADERSTANDS ANENDMENT CHE

| scresoent AL THE 5C RESDENT SIL T CO0H, SECTION 11361 SM0CN MDA F THES [ B TR A Fad O THEESE PRIFERDHCES, PLLASE SE0 Wy FROCURIMENT S8

| gear BREF. SECTION 11861424, 5 & VI8, SELECT S5 PROCLCT 15 MADE, SELECT F PRODUCT 15 MADE, RO N T LS. SELECT MO F NGT CLARIG
|| woersTaomg oF T80 1, THE SUBMITTER MAS REAL AMD LRDERSTANDS THE TERMS AND COMDITIONS. OF THE SOUCITATION.

WERDIOR 15 M ACCORDANCE OF TAC 2. THE OFFER 15 N ACCORIVINCE WTH THE TERMS AND COMDTIONS OF THS SOLCTATION.

2 J[cwen ]

£l

Exercise 2 Page 5 of 8 Version 1.0



South Carolina Enterprise Information S

nation System

SRM 7.2 Bidding Processes

11.Click ‘Notes and Attachments’ to add header level Tendering Text or an
Internal Note, if needed. Text or Notes entered at the header level will NOT
appear on the paper version of the solicitation. However, vendors who log-
in SRM will be able to read Tendering Text at the Header level.

Display RFx :
| | | Close || Copy || Check || Close Rfx || Responses and Awards

RFx Number S400005887 Smart Number Web Site De=ign Project T
Version NHumber 5 Version Type Active Wersion External V

RFX Information Bidders © ltems |  Notes and Attachments

RFx Parameters | Questions | HNotes and Attachments | Table Extension

12.Click “‘Bidders’ Tab.

RFx Number S400008887 mart Number Web Site Design Project 1
Version Number C4 Version Type Change Version Extern:

RFX Information .~  Bidders temz |  MNotes and Attachments

13.Click *Search for Bidders’. A drop-down box will appear, select ‘From
Internal Directory’.

RFx Number 5400006587 Smart Number Web Site De=sign Project Type Request for Proposal
Version Number C4 Version Type Change Version External Version Number

RFX Information .~  Bidders tems | Motes and Attachments | ‘Weights and Scores

w Bidder Overview

Add Bidder by Company [II:| || Add | | | Search for Bidders a | | | Cutput Medium | |
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14.Enter the bidder’s name using an asterisk * in the ‘Company Name 1’ field.
In this example type SCEIS*.

Search for Bidders B

The table listz all available hidders. You can fiter the results by selecting a value from the dropdown menu on the toolbar.
You can alzo enter values in the fitter rows.

Wigna By |Elidders Including Cortact Persons v| Hidle Guery

Search by Contact Persons

Business Partner Organization: Courtry;

Company Mame 1: Company Mame 2

OO

I |
I |
E-Mail: | | Minarity Status:
DLMNS: | | iiomen Cwvned:
Postal Code: | | City:
haximum Mumber of Hits: | SDD|
Bidders
Ty | Organization Mame Buziness Partner Organization DUNS | Business Parttner I | Last Mame | First Name (=
CANADIAN PRODUCE MARKETING ASS0C 3945
WYEMCO LIMITED 6253
SYMNDEL LABORATORIES LTD 7265
HALLPRINT PTY LTD e
AMBUTECH 7783
IGHITE SALES AMND MARKETIMG 77a7 9232 CO'GRADY DAMIEN
REPRESEMTATION PLUS (LK) LTD 7733 9231 CRYER ALISOM
FIRST PUBLIC RELATIONS LTD 7739 9233 GORDON FIOM A,
ADYAMNTAGE MANAGEMENT GROLUP 7730 9234 RANHIM MACIME
SCOTT LINSTEAD 7891 -

[ &0 Selected Bidders | Cancel |

15.Click the “‘Search’ box. Highlight the bidder you wish to add — in this
example select SCEIS Bidder.

16.Click ‘Add Selected Bidder’ box. | &dd Selected Bidders
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17.Click on the ‘Items’ Tab and check any of the boxes that apply to the type
of solicitation you are issuing.

RFX Information r Bidders i MNotes and Attachments r Weights and Scores r Approval r Tracking |

| | ]
| Details || Add Line a |[ Copy || Paste |[ Delete |
|r£|L'l1eM.lmer  temType | Option Type | ProductD | Description Lot | Product Category ' Revision

18.To add items, click on the ‘Add Line’ pull down menu and select the
appropriate option.

RFX Information r Bidders Notes and Attachments r Weights and Scores r Approval r Tracking |

—

¥/ RFxResponse Required for Alltems  Bidder Can Add New kems 7| Alow RFx Response Modification || Bidder Can Change Quanties
[ Details || Add Line 4 || Copy || Paste || Delete |

\'F_D|L'nem | temType | Option Type | Product | Description Lot | Product Category ' Revision

19.Click on the ‘Notes and Attachments’ and add tendering text and/or
attachments, if needed. Note: Tendering Text added at the line item level
will print on the bid tab and can be viewed by vendors who log into SRM

RFX Information l/ Bidders Notes and Attachments Y Weights and Scores Y Approval l/ Tracking |

—

YIRFx Response Required for Alltems | |Bidder Can Add Hew flems | Alow RFx Response Wodification || Bidder Can Change Quantiies.
| Details |[ Add Line 4 |[ Copy || Paste |[ Delete |

|"£|L'mum  temType | Option Type | ProductD | Description Lot | Product Category | Revision

20.Click “‘Check’ [Check at the top of the page.

21.1f there are no red errors, click ‘Save’ Lsave] i you have red errors, correct
them, then click ‘Save.’
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