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Welcome and Introductions

SGEIS

Welcome to SCEIS Bidding Processes
@ Introductions
@ Sign-in sheet
@ Restrooms
@ Breaks

@ Parking Lot
@

Complete course evaluation at end of class
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Classroom Logistics SW@EIS

@ Classroom etiquette
— Cell phones off/silence
— No side conversations

@ Feel free to ask questions

@ No email or internet usage during class
except at breaks

Course Learning Objectives SWEIS

@ Upon completion of this course, you should
be able to:

— Describe Complex/Small Purchases.

— Describe the Procurement Process Flow.
— Redistribute Workload.

— Create RFx.

— Complete RFx..

— Create a Document using Document Builder.

2013-10-16
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Course Learning Objectives SGEIS

@ Upon completion of this course, you should
be able to:

— Edit a document using MS Word.
— Publish an RFx.
—  Publish an Amendment.

— Create Surrogate Bid.

— Accept Bids and Create Purchase Order and/or
Contract .

Course Learning Objectives cont.  S@EIS

@ Upon completion of this course, you should
be able to:
— Edit contract data .
— Use Document Builder to create award documents.
— Post award documents to the website.
— Activate web posting date/time.
— Send E-mail notifications.

— Understand when & how to close an RFx.

MM
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Course Map SGEIS
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Lesson
Lesson
Lesson
Lesson
Lesson
Lesson
Lesson

Lesson
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: Complex/Small Purchase RFx

: Workload Redistribution

: Sourcing

: Strategic Purchasing

: Create Surrogate Bids

: Evaluate & Accept Bid/Create PO & Contract
: Maintain Contracts and Award Statements

: Close RFx Transaction

SWEIS

South Carolina Enterprise Information System

LESSON 1: DIFFERENCES BETWEEN
COMPLEX AND SMALL PURCHASES

RFX

STATE INFORMATION
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$C BUDGET AND CONTROL BOALD
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Lesson 1 Learning Objectives S@EIS

@ Upon completion of this lesson, you should be
able to:

— Understand the definition of RFx.

— Describe the difference between Small Purchase
RFx and Complex RFx.

RFxs - Types SGEIS

@ RFx is the SAP 7 term for the bidding
transaction types equivalent to the methods
of source selection referenced in the Code.

10
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Small Purchases SGEIS
Question:

When do | use SRM'’s bidding engine for Small
Purchases?

Answer:

Buyers will use the bidding engine when the total

value of the RFx is estimated to be greater

than $10,000 up to $50,000. End result may

be either a purchase order or a contract.

Complex Purchases

SGEIS

Question:
When do | use SRM’s bidding engine for Complex
Purchases?

Answer:

Buyers will use complex bidding when the total value
of the RFx is estimated to be greater than

$50,000. End result will be a contract.

12
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RFxs - Types S@EIS

@ You can create the following types of RFxs:
— Best Value Bid
— Fixed Price Bid
— Invitation for Bid
- RFQ — Request for Qualification
— Request for Information
— RFP — Request for Proposal
— Small Purchase — Only for bids $50,000 and under

Complex Purchase RFx
Process Flow

SGEIS

Use Doc Builder o
h..iln 'rm

iy 56 Doc Buider 1o Publish Bid
Cinein i o Tome s Invitation/Confiem FAcess Biox fom Bid Evaluation
Conditions on WebiSCBO Sato
u
Redistibue
rement to
o Procurement
ca

c«uaumm

’ Yes
within™ rea s so Do Bulder o Publish Bid Fen Create Contract
. . invitioo/Confim Bid Evaluation Issun Awaed o
Web/SCB0 oo [

No

Requir
Stane P
Offi 14
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Lesson 1 Summary SGEIS

@ You should now be able to:
— Define the term RFx.

— Describe the difference between Small Purchase
RFx and Complex RFx.

SWEIS

South Carolina Enterprise Information System

LESSON 2: WORKLOAD
REDISTRIBUTION

STATE INFORMATION
TECHNOLOGY
$C BUDGET AND CONTROL BOALD
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Lesson 2 Learning Objectives S@EIS

@ Upon completion of this lesson, you should be
able to:

— Determine if a requisition will need to be
redistributed to ITMO/MMO or another buyer.

— Redistribute the requisition to ITMO/MMO or another
buyer.

Redistribute Workload - SRM 5.0 SGEIS

@ Screenshot from SRM 5.0

Redistribution of Workload
Find Documents
Requirements Purchase Orders Bid Invitations Contracts
O O O
Purch. Organization Purchasing Group Status
| SCEIS Purchasing Organization | % | | ocaticnal Rehabilitation L ||AII w |
Product Product Category Vendor
| ro o @
Delivery DateMalidityPeriod/Submizsion Deadine  Document Number
| @ - | @ | |
Simple Search Reporting Workload

18
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Workload Redistribution SW@EIS

@ Used to:
— Assign requirements to a different P-Group within an agency.
— Assign requirements to ITMO/MMO.
— Assign requirements to SCEIS Team Members for deletion.

uPerform Information — Redistribute

Workload S_@E_IS

uPerform Business Process Procedures
(BPPs) related to this function are
available at
http://www.sceis.sc.gov/page.aspx?id=272

SRM SPUR Redistribute Workload

20
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Lesson 2 Summary SGEIS

@ You should now be able to:

— Determine if a requirement will need to be
redistributed to ITMO/MMO or another buyer.

— Redistribute the requirement to ITMO/MMO or
another buyer.

21

SWEIS

South Carolina Enterprise Information System

LESSON 3: SOURCING
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Lesson 3 Learning Objectives S@EIS

MM

@ Upon completion of this lesson, you should be
able to:

— Take a requirement from Sourcing and create an
RFxX.

23

Carry Out Sourcing SWEIS

@ Screenshot from SRM 5.0

Add to Work Area

Sourcing
o
Display ‘ All Categories b
Overview of Requirements
|:| Description Category Quantty Reguester % Reguirement o Contract B|dP:na\fnrizt|un In
|:| Single Enging Airplane Alrplanes 1 each Tracy Hill 20000158581
30 KW Standby Generator | Generators Stationary Type L1 o o
O 104 Amps (Mot Autometive) sach |0 L 2000015722
30 KW Standby Generator | Generators Stationary Type 10 - s - PR
D 125 Amps (Mot Automotive) sach racy Hil 200001572612

24
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Perform Sourcing

Perform Sourcing — Step 1
Select Requisition

Assign Sources of Supply: Step T {Sefoct Requistion)
sl | [

@ Click blue box to select line item.
@ Hold Control key to select multiple line items.
@ Click Next to move to Step 2.

26
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Perform Sourcing — Step 2
Assign Sources of Supply

e L e —————

Assign Sources of Suppiy: Step 2 (Assign Sources of Supply ( 1 lems))
[P | e 3] | [fca L gmee | 0

» 8
e Aawign Sousces of Supply [1Meme) e St 4t Burrary Sarvar iz Dazommey

[Bemt i | fzrs &1 | Cotwznn od | crunge | Swvens | | {Erapzan eweme s

R T R e

@ Use Create Draft drop down to select RFx.
@ This will automatically move you to Step 3.

27

Perform Sourcing — Step 3
Review Drafts

e L e — —
Assign Sources of Supply: Step 3 (Review Drafts { 1 Items))
58 Frovews | teoe 5] Erzsess 3 Dexte | e | Pracass soiwcms crats | bt fucins oran | S|
4
S ema) mary Srve -
O
Semein
antyse S lumter Sussier seancten Tize
Ba ot -
| Argenser ftyem et e~ Gescrpees — ety | Ut Ancer
s assaamseasy 1o P Bnsas et 2 v

@ Use the drop down to select Transaction Type.

@ Click Edit Selected Drafts to begin editing
solicitation in a new window.

28
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Demonstration and Exercise SGEIS

¢ Purchasing

¢ Sourcing — Exercise 1

29

Lesson 3 Summary SGEIS

@ You should now be able to:

— Take a requirement from Sourcing and create an
RFxX.

30
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SWEIS

South Carolina Enterprise Information System

LESSON 4: STRATEGIC
PURCHASING

STATE INFORMATION
TECHNOLOGY
$C BUDGET AND CONTROL BOALD

Lesson 4 Learning Objectives S@EIS

@ Upon completion of this lesson, you should be
able to:

— Complete the RFx in Strategic Purchasing.
— Create a document using Document Builder.

— Edit a document using MS Word and attach to RFx.

— Publish RFx and activate the posting date/time via
website.

— Publish an Amendment to an RFx.

— Send RFx email notification.

32
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Strategic Purchasing

Gy Do 1o ra
| Bebwat Expot v 8

R fiars Typs Bumm  RFaCaegery | Puching Orprerain [
KRRASTE SIS 155110 IFD Bawd ECETS Fusthanong Oupirarsosn »
ST T AT D Sems ECHIS Pumnanny Crgmuranan .
Rt Sanbrn P Puihed G085 SCEIS Puhasi Omparicanen  E3DG301Y 0
et St Dwsege Pragert TR Pt VW SCEIS Pusthanng Onporrmsen  IMILT01) d
SHMNEY SIS NN BP0 Semd SCEIS Puchase Cngenicnon "
MUSTHASII W) P Pulked SCEIS Pusthase Oupericanen  SMIS3011 1
P Prcn D ot 1 D Pttt BCEIS Pochany Omparzmosn  $MILT01) '
oa prec 2 Pttt SCEIS Puhaseg Ongenicann £V 2
Comvac Fagianton wvartney  IFD  Puliihed BCEIS Pusthanong Ompotinn 26061 '

Copy of L4300006N DU See BCRIS oy Corgaras 0T
Liat Bnbsh IR 165448 EST Satnis

@ RFx documents can be found under Strategic

Purchasing — Strategic Sourcing.

33

Process Bid Invitation — SRM 5.0

SCEB

Change Invitation For Bid

| Records I.\anagamentl | Start Document Eul\:srl | Refresh |

‘ann\naﬂllﬂutpm Preview Back toj

Name ‘“RNSRT—INUM 12/28/2009 11:35.09 | Number 5400001301

"

Baszic Data || Partner | Bidder/Bids | Documents | Atfributes | Weighting | Additional Currencies | Approval Preview | Status | Status | Mersions

Transaction Type ZIFB Invitation For Bid

Product Category ‘ ~

Type of Publication Public Bid Invitation L

Responsible Purchasing Organization ‘ SCEIS Purchasing Organization | % |

Responsible Purchasing Group 740 - DNR L Q

Company Code State of South Carelina

Start Date [ |mfoo:0000
End Date * 05/03/2010 1
Opening Date 05/03/2010 14:20:00

00

34
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Edit RFX — SRM 7.2 S@EIS

35

Edit RFx — Helpful Hints S@EIS

@ Submission Deadline and Opening Date should be the
same in order to seal bids from the vendor.

@ Do not enter a Product Category on the RFx
Information Screen. The Product Category must be
entered on the line item.

@ A bidder is required in order to publish a solicitation.
Use SCEIS Bidder if a vendor is not known.

@ If creating an RFx without a shopping cart, you must
enter the Location on the RFX Information Tab prior to
publishing.

36

MM
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Demonstration and Exercise SGEIS

¢ Strategic Purchasing
¢ Edit RFx — Exercise 2

37

Document Builder S@EIS

@ Doc Builder is a Compendium-based tool to help
build solicitation and award documents.

@ Doc Builder asks a series of questions to
determine the clauses included in the document.

@ Doc Builder contains most up-to-date clauses.

@ Some changes in SRM may update Document
Builder, but only before the document is released.

@ Changes in Document Builder do not update SRM.
@ Document Builder does not store or maintain data.

38

MM
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Document Builder Functionality cont. SGEIS

@ Updates or edits cannot be made in Document
Builder once the document has been released.

@ Additional text specific to the solicitation (ex.
Scope of Work) is added to the document using
MS Word outside of SCEIS.

@ There is currently not a dialog for small purchases
terms and conditions.

39

SRM 5.0 SGEIS

Display Best Value Bid

Click the OK button
‘Recurds Management || Start Document Builder | {egpy |Change‘ |n the WIndOWS
Name PR211 Small Purchases Number 5400001011 Internet Exp|0rer

. e Data box. You will notice
Basic Datal| Partner | Bidder/Bids | Dosuments | Attributas | Weighting | A that the Start

Document Builder
button is now
enabled. Click on
the Start Document
Builder to begin the
process.

Transaction Type ZBVB Best Value Bid
Product Category

Type of Publication

Responsible Purchasing Organization
Responsible Purchasing Group
Company Code

Start Date
End Date * 02/28/2010 14:00.00
Opening Date 02/28/2010 14-00-00 Note: Document
End of Binding Period B |d .
Time Zone EST UI er Opens up |n
Currency USD United States Dollar a new brOWSer
Detailed Price Information Simple Prices R
window.
Bids Required for All ltems lao

2013-10-16
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Bmbver 4TSN ReartWumier Recroud Comen  Tyee Bvhaies fur B CrosmdOn TMELIUIINANED  CrvstwBy b jvea 8 Betw  Toms Dons L7
h ' Verson Prterma arsion mamscar

banes Lrowd
Tree dc venes

SRR ety | e | e imceewn | tegetfom | dmew | Tmam

@ Use the Related Links drop-down to select Document
Builder.

@ Document Builder opens in a new browser window.

41

Doc Builder 5.0 - Dialog S@EIS

Document Builder

[Save . Ect| Copy | Releaze | Cancel] Refresh] Log
 Header Data_ | Document Sumenary | Prevew | Attachments
Greups. Source Selection
| Previous | Net | Frrwsh with sefauts | What is your Document Selection?
Document Data Groups ] FB (Competitve Sealed Bidding)
~ % DOC_ROOT RFP (Competive Sealed Proposal) Refresh i selected
*  Source Salection BVEB (Competitive Best Value Bidding) Refresh if selected
. FPH (Compettive Fixed Price Baddng)
3 Office Conducting Procurement
RAUC (Reverse AuctionCompetitive On-ine Bidding
* M ACQUISHOn bype : '

* % What do you reasonably anticipate will b the maimum dollar value of & purchase order?
= % Duration of Contract

X Indefinte quantity of supples o indefinte debvery of services

* % Number of Using Agencies

* % Services performed on State property

= % How vl award be made?

* M Onbne Procurement La
= % Blank Parts of the Undorm Sclciation Format

* M Amachments

= % Pre-BidProposal Conference

* o On-Sae Vist

= % Descrptve Lierature

* M Are Samples Necessary

* % Standard Equipment Agreement

* % Prirting Senvices.

= % Webintermet Services

* ot Assorded sddbonal performance requirements and obibgabions.
* % Contractor ¥ Chaaiifs

* M L2 of State owned proparty

% Price Adusstent

= % Document Vaniables

42
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21



PR235: Submitting and Managing Bids, and Overview of Contract Management (SRM7.2)

2013-10-16

Doc Builder 7.2 - Dialog SWEIS
Document Summary S@EIS

On the Document Summary tab you can compare your questions/answers to the
related Compendium sections. You can also review the clause that will be
inserted into your document. This screen is used to insert additional clauses as
well as reviewing clauses added by the dialog.

44

MM
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Release

SCEIB

After you have
reviewed your

document and

ey ¥ o you feel that it is

complete, click
@ on the Release
button.

After you have
released the
document, the
Logoff button
will be enabled.

45

Publishing your Solicitation SWEIS

Save the MS Word version of the Terms & Conditions
to your desktop/network drive.

Make edits in MS Word to the document to add Scope
of Work, Mandatory Minimums, additional clauses, etc.

Reattach the final version of the written solicitation to
the Notes and Attachments tab.

Use the Visible Internally Only check box to flag any
documents that you do not want published on the web.

Clicking the Publish button sends the solicitation to the
Procurement Information Center, SCBO, and
notifications to vendors with matching commodity
codes.

46

2013-10-16
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Document Finishing

SWEIS

B P - S48 Nefieaver Portal - Mozila Firefox

Display RFx :

Feo] | Pl | [Gene | Copy ) croo | Cione e | Bonsen

Create Folton e B | Comwerl e Auctnn || Exsen | Prrt Prevew.

B Bt Wumber Vetcies - Siatrmte Low Entcemrt Type bdates o b

L0005 Smant Far Status.
Time Zone EST  Mumberof Supplers 12 NumberoiMems & VersionMamber 2 VersiosType Aciue Versos

EFxntnen | Saten | mees Rotes and Allachmests | Vet aed Soves | Asprvsl

Frasrg

Paares  Cred

warson | Processor | vieie mtarmaty ooy [ Crecied 0wt

If you click on the hyperlink located
under the Description column, you
can review the actual document.

If the Visible Internally
Only checkbox is

| checked, then the

document will not be

made public. It will be
an internal document
only.

KLY

a7

Demonstration and Exercise

SGEIS

¢ Related Links — Document Builder

& Use Doc Builder to build a Solicitation
Document and Publish an RFx — Exercise 3.

48
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Solicitation Amendments SGEIS

@ Amendments will be completed as a MS Word
Document and attached to the RFx.

@ If an amendment modifies the bid schedule,
make sure to make the same changes on the
Item Data tab of the RFx.

@ If an amendment changes the End Date, make
sure to change the End Date & Opening Date
on the Header Data tab of the RFx.

@ Once the amendment is added and the
changes made, click the publish button.

49

Demonstration and Exercise SWEIS

& Process Bid Invitation

¢ Publish an Amendment — Exercise 4.

50
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Solicitation E-mail Notifications SGEIS

@ Solicitation notifications are sent via e-mail
only when the solicitation is initially published.
E-mail notifications are not sent when
publishing amendments.

@ E-mails are sent to vendors registered with the
same material group as the RFx and any
vendors listed on the Bidders tab.

@ Use Folder ZMM_BUYER to send additional
e-mail notifications, re-advertise in SCBO, and
get reports of sent e-mails.

51

Demonstration and Exercise SWEIS

& Process Bid Invitation

¢ Solicitation E-mail Notifications — Demo Only.

52
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Lesson 4 Summary SGEIS

@ You should now be able to:

— Complete the RFx in Strategic Purchasing.
— Create a document using Document Builder.

— Edit a document using MS Word and attach to RFx.

— Publish RFx and activate the posting date/time via
website.

— Publish an Amendment to an RFx.

— Send RFx email notification.

53

SWEIS

South Carolina Enterprise Information System

LESSON 5: CREATE SURROGATE
BIDS

STATE INFORMAT 0N
TECHNOLOGY
$C BUDGET AND CONTROL BOALD
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Lesson 5 Learning Objectives S@EIS

@ Upon completion of this lesson, you should be
able to:

— Describe how vendors respond to RFxs.
— Create a surrogate bid.

55

Create Surrogate Bids SW@EIS

@ What is a Surrogate Bid?

— Surrogate bid process is used when an agency
accepts paper bids from a vendor. Because paper
bids have to be entered into SRM, the buyer is
responsible for entering the bids.

— The screens a buyer sees when entering a surrogate
bid are the same screens a vendor sees when bidding
on-line.

56

2013-10-16
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Extending the Submission Deadline SGEIS

B e _@ Prior to entering

R T R e i e e SUrTogate Bids,

e e the Submission
S e Deadline of the

solicitation must
be extended.

@ Click the Edit
button, change
the Submission
Deadline, and

— remove the

Opening Date.

57
o |
Publish the RFx SGEIS
e T @ Extend the Submission
e e e Deadline just long enough
L e to enter the Surrogate

e | Bids.

o . @ Add tendering text
L indicating that the RFx is
et 3 opened for administrative
e purposes only

@ You must click the Publish
button after changing the

dates.

58
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Responses and Awards

SWEIS

Active Queries

RFxs AN(@62) Saved (79) Awaiting Approval (0} Published (0) Completed (0) Deleted (0)
Release Rejected (0)
Auctions Al (0) Saved (0} Publshed (0) Active (0) Paused (0) Ended (i) Completed (0}
All RF RFP (0} RFQ (0} AllAuctions (0) English Auction (0}
Company Best Bid (0}
Document Qutput Last 7 davs (0)

Sourcing Templates

RFxs - All
[3"Show Quick Creria Maintenance |

View: ([Standard View]  ~| | CrealeRFxa Copy | Display Edit | Responses and Awards Frint Preview | Refresh
T | RFx Number RFx Name Type | Status. RFx Category Purchasing Organization
| | s4nonpséss | TERM CONTRACT FOR PICK-UP TRUCKS ZFE  Deleted SCEIS Purchasing Organization
D 5400006478 CATO7065 08/13/2013 14:05:21 ZFFB Deleted
| | 5400008264 | Vehicles - Cab and Chassis - Statewide ZFB  Pubished | 07210 SCEIS Purchasing Organization
| | sa0000s425 | OFM Gray Cast on Brake Drums ZFE  Saved 07543 SCEIS Purchasing Organization
|| s400008408 | PROJECT DRECTOR FOR CREATE ZRFP  Saved 95877 SCEIS Purchasing Organization
| | 5400008407 | Vehicles - Cab and Chassis - Statewide ZFE  Deleted 07210 SCEIS Purchasing Organization
D 5400006388 OEM Gray Cast Iron Brake Drum ZFFB Deleted 07543 SCEIS Purchasing Organization
| | sanoosass | prosthetic Leg ZFB  Published SCEIS Purchasing Organization
’_‘ 5400006378 Interpreters services TTC ZFPB Published 98117 'SCEIS Purchasing Organization
| | 5400008365 | nterpreting Services ZFPB  Fubished 96117 SCEIS Purchasing Organization

@ Select the RFx to enter the bid.
@ Click Responses and Awards.

Export 4 F &

Submission Deadine. Responses Q

0

0
101012013 0
101022013 0
080512013 0
1010122013 0
091022013 0
0829/2013 1
081162013 0
091612013 2|5

Last Refresh 09/16/2013 15:41:49 EST Refresh

59

Response Activity

SGEIS

Responses and Awards

|

Remaining Time 0 Days 00:12:53 Smart Number Interpreters services TTC Type Fixed Price Bid Status Published

Creale Folow-on RFx Questions and Answers ( 0 ) | Synopsis

Response Activity | Responss Comparison Surrogat Bidding

Number of Suppliers 1

tails || Response On Behalf « || Return Re | contract Mass Update |
Response Number Response Status. Company Name Bidder Name Intent
|:| SCEIS BIDDER <

Response Version

@ If the vendor does not appear in the Response
Activity Tab, use the Surrogate Bidding tab to

add the vendor.

60
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Surrogate Bidding SW@EIS

Responses and Awards

L Pot P B} Ctaet | g

Ciena | Enpen | Guestnns ans sosmers (0 | Syrepns |

Rampring e D0wys 000857 | Smari Wumber wierpreiens sences TIC  Type FosdProsle  Ststes Pubmne  Mamber of Supsl @ USG the flelds

to search for

Em—— the vendor.

e e @ Select the
' vendor.

Cegancaicn Name | Desrass Pariser Orjacatcn DUNS | Dusress Parioer G Lot Hama Pt Hame

s LA

T e @ Click Register.

onw TsPET SRy

61

Vendor Contact Information S@EIS

Vendors must have a contact person to enter surrogate bids.

Vendors who have gone through the SCEIS registration
process after November 2007 will have a contact person.

Vendors who were registered prior to 2007 and were
transferred from the Comptroller General’'s or MMO'’s legacy
vendor file will NOT have a contact person.

If the vendor has a vendor number but does not have a contact
person, the vendor will need to complete the new vendor
registration process at . The vendor
should reference their current vendor number in Step 9 of the
process in the Message to Administrator section.

62
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Response on Behalf

m and Awards
[ e 11 )1 [ e Y e e 9 ) ot | Gewsm g dmevrs 13 | y5epes
[

LA
Trow PumifceBd  Sisim Rbmbed  fumberofSepelers 3 Wulember LSOOI
Sanponse Actery  fansmeas o P
R orovtiniom
,,,,,,,
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@ Return to the Response Activity Screen and Click Expand Rows.
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@ Select the line with the Bidder Name.
@ Use the Drop Down on Response on Behalf to select Create.
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Entering the Surrogate Bid SW@EIS

@ On the RFx Information Tab, the buyer will
enter any Questions from the Solicitation

]

B Renposss Mumber SSOOENOEY  AFalbeber SENOCEITE  Mates hPccess  SubmessonDesdine OWIADHIITEO0OEST  Bemsinieg Tene © Doy 804708

s Owner s Toraaviats  Taegel Velue ©00USD =

—ny

WL ledormation | hee | Weles ol Macheucts | Bumvmey | Trackes
Baie et Deseniohs Nt s ARy
Quessan ey Comment

Thos B b reed iod wedrntanty s 4ed ondtenn. (200 Ol
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Entering the Surrogate Bid

SWEIS

@ On the Items Tab, the Buyer will enter the vendor’s price in the Price field.
@ To answer Questions, click the Details button and go to the Questions

Tab.
@ Click Submit to complete the surrogate bid.

14 Dt e § s s o shde
e Gamabens | e el imahe Deiewry | Sebeseincng | Payews
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Demonstration and Exercise

SGEIS

¢ Process Bid Invitation
¢ Create Surrogate Bid — Exercise 5.
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Lesson 5 Summary SGEIS

@ Upon completion of this lesson, you should be
able to:

— Describe how vendors respond to RFxs.

— Create a surrogate bid.

67

SWEIS

South Carolina Enterprise Information System

LESSON 6: EVALUATE/ACCEPT
BIDS AND CREATE PURCHASE
ORDER AND CONTRACT

STATE INFORMATION
TECHNOLOGY
$C BUDGET AND CONTROL BOALD
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Lesson 6 Learning Objectives S@EIS

@ Upon completion of this lesson, you should be
able to:

— Evaluate bids that have been submitted.

— Accept bids and create contracts in SRM.

69

Responses and Awards SWEIS

L R 548 NetWeaver Partal - Windums Intermst Erglurer

Display RFx :

L# £t | (2] || Clena || Copry || Check |[ Clons Rt | Fasponsss and Awands | Craate Folom-on RFx || Comart 80 Aucten || Export | Prnt Preve | Questions and Axiwers (0} ] 0.0
| Rebatad Lisis . | ol
LRelated Lunks . |

RFx Wumber 400005587  Smart Number Wab Sae Design Project  Type Requestfor Fropssal  Status Published  Croated On 09252013 13:40:48

Created By M. Sam Hameey, CPPE APM Time Zone EST Humber of Suppliers 4 Humber of ltems 1 WVersion Humber & Version Type Active Version
Extornal Varsion Humber 5

RFX Information | Biddes | Nems | Motes and Altachments | Weights and Scores | Apoval | Tracking

@ Vendor Bids can be viewed, compared, and awarded
in Responses and Awards.

@ Preference Calculations are not completed in SCEIS.
The buyer must calculate the preferences. The
preference calculator is available at

70

2013-10-16



PR235: Submitting and Managing Bids, and Overview of Contract Management (SRM7.2)

Response Comparison S@EIS

eaver Pertal [=T@ s
Responses and Awards
| Print Preview | | [2] | [ Clase [ Expon || Questions and Answess { 0 ) | Synopsis 0.

Remaining Tima 0 Days 000000 | Sman Numbes Web Site Dessgn Project. Type Request for Proposal  Status Pubkshed  Mumber of Suppliers 4 RFx Number 5400006687

Response Actrity - Respanse | Surogate Bidding
Compare All Responses | Simgle Companison =
_h Rosponse Humber Response Varsion Company Name Biddor Hame
| | ssooozsces COMPUCOM SYSTEMS INC JED SHROPSHIRE
5500029084 WEB ENK AR WAYNE-HART

SE0002I3RE WEBB DESIGNS INC DAVID KOPPESER

@ To print a hardcopy bid tab:
— Click Responses and Awards.
— Click Response Comparison Tab.

— Click Compare All Responses. (continued. .. .)
71

Response Comparison SWEIS

Responses and Awards
[# Et || [ Prnt Prevew | | ] | [ Glose || Expent | Guestons and Angwers (0 ) | Synopsis | L'

FRemaining Time 0 Days 00.00.00  Smart Numbar Web Sas Désign Projsct  Typ Request for Propsssl  Ststus Published  Mumbar of Suppliers 4 RFx Numbor 5400006587

Response Actwey - Response Comparison | Sumgate ey
+5 | Drsplay Bhaders | Exclude Optioas: Comparison Date: 10942013 | Back to Response Companson Man View |

em Detads
Rom hmber Intemal Numeer Lot quir DebwryDate | Uné | Action Action Dascrption  Submited Quantey | F
-1 A Reery Accapt Al [}
.2 A ke Reject All
3 3 Tatal Frojact Cou 1 EA L Accept [

@ (... to print hard copy Bid tab)
— Click Download Response Comparison.

@ This generates an Excel file which can be printed and saved.
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Response Activity S@EIS

e
Responses and Awards
Prict Prevew | | %] | [ Close || Create Follow-on RFx | Expon | Questions and Answers {0 ) | Synogsss | o,

Remsining Time 0 Days 00:00:00  Smart Number Web Site Design Project.  Type Regosstfor Proposal  Status Published  Number of Suppliers & RFx Number 5400006657

. Respomse Activity | Response Comparison Surrogate Bidding

s On Bahal R T i Expand Rows
Respore Humber Response Status Company Name

Bidder Hame Intent | Responss Version Larst Changed FResponse on Behsll
SE000EEG Subeitted COMPUCOM SYSTEMS INC & 1040142013
'WEB OFFICE SUPPORT @
SEO0OTIIRG Submitted WEB ENK > OWRER01Y
L5007 Susentted WEBE DESIGNS 10 @ RS0

@ To print a hardcopy of an on-line bid:
— Go to Response Activity Tab.

— Click the Response Number to open the Bidder’s response.

(continued ...)
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Response Activity S@EIS

=—r—|
el
Edit RFx Response:
| et Only | Priet Priview | | | Check || Close | focept | Repet | Retun | Save || Export

0.
RFx Response Mumber 5500023386 RFx Nome Web Ste Design Projet

Stalws Setenitted  Swpplier Home COMPUCOM SYSTEMS MG Target Valwe 0.00 USD
RFx Number 5400006597

o Mohoree|
Rix Information | ftems | Motes and Attachments | Approval Tracking

General Data  Motes and Altschenents | Queations.

= Basic Data.
Bidder Conact Information RFx Response Information

Su me: COMPUCOM STYSTEMS INC Last Changed On: 1001013 16:43.49 £5T
Contact Persen Name. JED SHROPSHIRE Last Changed By. Mr. Sam Hamvey, CPPE APM

@ (... Hard copy online bid)

— Click Print Preview.
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Accepting Bids

SWEIS

@ The Buyer has the ability to accept the
vendor’s bid entirely or only accept certain line
items from the vendor’s response.

@ After the bid has been accepted, the buyer can
create either a Contract or Purchase Order

depending on the type of follow-on document
indicated by the solicitation.

75

Accepting Bids

SGEIS

@ To accept a bid, go to the Response Activity tab
in Responses and Awards. Click on the

Response Number link to access the vendor’s
bid.

miepreies servces TTC Type FuedProed  Staus Fublstes Mumberof Sspphers REx Numiser 540000071

Hmspnn Corparnin Sunrnpa ey
Rt iicrionts

5 owaToT)
SCES BODER
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Creating Contract/PO S@EIS

@ Complex Purchases (over $50K) — Doc Builder is used
to create award statements/intents from Contracts only.
Therefore a contract must be created in order to issue
an award document for any procurements over
$50,000.

@ Small Purchases (between $10K - $50K) — You can
create a contract if needed (not a one-time buy) but you
are not required to post an award. Purchase orders are
normally generated from this type of RFx.

NOTE: Currently, it is not possible to post an award
statement to the internet from a Purchase Order.

v

Creating Contracts SWEIS

@ There are 3 types of contracts
- ZMMO

= Statewide Contracts issued by SPO.

- ZITM
= Statewide Contracts issued by ITMO.

- ZAGY

= Agency-specific Contracts issued by either SPO, ITMO, or an
Agency.
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Demonstration and Exercise

SWEIS

¢ Accept and Create Purchase Order and Contract

¢ Evaluate Bids and Create Contract — Exercise 6.

79

Lesson 6 Summary

SGEIS

@ You should now be able to:
— Evaluate bids that have been submitted.

— Accept bids and create contracts in SRM.
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SWEIS

South Carolina Enterprise Information System

LESSON 7: MAINTAIN CONTRACTS
AND AWARD STATEMENTS

STATE INFORMATION
TECHNOLOGY
$C BUDGET AND CONTROL BOALD

Lesson 7 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Change contract data.

— Understand SAP Document Builder’s role in
creating award statements.

— Post award documents to the website.
— Activate web posting date/time.
— Send email award notification.
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Strategic Purchasing -
Contract Management

@ Contracts appear in a list.

@ Quick Criteria Maintenance allows buyers to
search for contracts.

@ Contracts must have a status of Released in
order to be Valid.

83

Contract Overview S@EIS

e [T T WS SPRL RIS S P i Y PR " —
5 b " oy i eyt [} - LER )

e = e ' - a bR

@ The contract Overview shows:
— Valid From/To
— Target Value
— Overview of Line Items

@ Use the Edit button to change the contract.
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ltems SGEIS

@ The Items tab shows a list of items on the contract.

@ The details of the line items are included in the
tabs at the bottom of the window.

Diplay Aoy Vaksr Cont. $400008334
1 A e e T T
ottt VR et Rt S bt S ik T by et it

85

Creating Award Statements/Intents S@EIS

Display Agency Value Cont. 4400006324

@ Access Doc Builder

[ ciose || Refease [ & dit || copy ][ check |[%][ Print Preview ][ Export ]

Related Links 4 | .
Approved Suppier L from Related Links
Valid from date 02/05/2013 must be equal or later than FM posting date 0 Maverick Spend for Contracts
You are not alowed to enter a tax jurisdiction code for country US Supplier Evaluation to generate an
Supplier Portfol
Contract 4400006324 saved D;zz:gmuau;;:r award dOCU ment.

Contract Humber 4400006324 (Change Version)

Smart Number Recovery AudiContract (RAC)Solic (@ The Contract must
S A— /ﬁ Noles and Atachments ©  Condiions ~  Authorizatio be in Saved Status.

w tems

[ Details || Select . || Add tem . |[ Exercise Option || Copy | Paste || Duplicate | Delete | (@ DOC Bu”der
| Ling Number | tem Category | Option Typs | tem Number = Description Product Cat funCt|OnaI|ty IS the
Normal 10

1 Contingency Rate Overpayment -~
e Nermal 20

ermarmes o same as in the RFx.
@ There is a series of

four dialog questions
to answer.
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Posting Award Statements/Intents  S@EIS

P -
Oven | e | mem | Ceimdinmee | Ceetes | Atevses | Awws | Teasg

Agre Ty Comery Tast P

r— Eangy Sy (=

L

Encrvary Aot (4 fckctn Comwact Typm Sgemcy Vet ety mducm & ShiaEel ik ot s

@ The award document appears on the Notes and Attachments Tab.

@ To edit the document, it must be saved to your computer/network
drive, edited, and uploaded to the contract.

@ When the contract is released, any document not marked “Visible
Internally Only” will be published to the website.

87

ZMM_BUYER

SGEIS

Buyer Main Menu
() 1 [ Eain ||| Gt} [,

5 E-viak Bokion ik G i icsicaton Regan

[ = Y Boum Carmans Business Ofeonnses (500

@ Emst o | B Fiwdarine a Seiciabon

@ Transaction used to
send e-mails to
vendors regarding
solicitations and
awards.

@ Used to report on
notifications sent by
the system.

@ Used to re-advertise
a solicitation in
SCBO.

88

2013-10-16

MM

44



PR235: Submitting and Managing Bids, and Overview of Contract Management (SRM7.2) MM

Demonstration and Exercise S_(@EIS

& Exercise 7 Edit Contract and Create an Award
Document.

¢ ZMM_Buyer Award Email Notification — Demo
only.

89

Lesson 7 Summary SW@EIS

@ You should now be able to:
— Change contract data.

— Understand SAP Document Builder’s role in
creating award statements.

— Post award documents to the website.
— Activate web posting date/time.
— Send email award notification.
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SWEIS

South Carolina Enterprise Information System

LESSON 8:
CLOSE RFX

STATE INFORMATION
TECHNOLOGY
$C BUDGET AND CONTROL BOALD

Lesson 8 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Understand when to mark a RFx “Transaction
Completed.”

92
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Close RFx SGEIS

@ When to close an RFx:

— After you have created, published, and issued your
Intent to Award or Statement of Award, you may
Close the RFx.

— The RFx should not be closed until the protest
period/process is complete.

— No additional processing can occur on an RFx that
is closed.

— The solicitation can still be searched and viewed
within SRM.

93

Close RFx SWEIS

= RFx - SAP NetWeaver Portal - Windows Internet Explorer

Disp Fx

a—
| | Close ” ﬂopy H Checkﬂclose foj Responses and Awards H Convert to Auction || Export || Print Preview H Questions and Answers ( 0 )
N

RFx Number 5400006645 Smart Number Art Supplies for DHEC Type Invitation For Bid Status Published Created On
Time Zone EST Number of Suppli 3 Number of ltems 2 Version Number 4 Version Type Active Version

- RFX Information Bidders © Items | Motes and Attachments ©  Weights and Scores ©  Approval | Tracking

| RFx Parameters = Questions | Motes and Attachments | Table Extension

Identification Fvent Paramatars

@ The Close button simply closes the window.

@ The Close RFx button will complete the RFx. You will
not be able to make changes, accept bids or make
awards after the RFx is completed.
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Lesson 8 Summary SWEIS
@ You should now be able to:
— Understand when to mark a RFx “Transaction
Completed.”
Course Summary SWEIS

@ You should now be able to:
— Describe Complex/Small Purchases.
— Describe the Procurement Process Flow.
— Redistribute Workload.
— Create RFx.
— Complete RFx.

— Create a Document using Document Builder.

96

2013-10-16

MM

48



PR235: Submitting and Managing Bids, and Overview of Contract Management (SRM7.2)

2013-10-16

Course Summary cont. SW@EIS

@ You should now be able to:
— Edit a document using MS Word.
— Publish an RFx.
— Publish an Amendment.

— Create Surrogate Bid.

— Accept Bids and Create Purchase Order and/or
Contract.

97

Course Summary cont. SWEIS

@ You should now be able to:

— Edit contract data.

— Use Document Builder to create award documents.
— Post award documents to the website.

— Activate web posting date/time.

— Send E-mail notifications.

— Understand when & how to close an RFx.
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Any Questions? S@EIS
Next Steps SGEIS

@ Additional support and reference materials

— You can access additional support and print step-by-step
procedures on the SCEIS uPerform website.

Go to the SCEIS website at http://www.sceis.sc.gov, click
Training, then click SCEIS uPerform
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Evaluation SGEIS

Please complete the online course
evaluation in Blackboard.

Your input will help to shape future
enhancements to the
SCEIS End User Training Program

Go to the SCEIS website
http://www.sceis.sc.gov click on Training
and then click Blackboard
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