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Course Overview

Course This course provides a comprehensive review of the Departmental Supplier Contract
Description Management processes.

This course consists of the following modules:

e Module 1: Course Introduction

e Module 2: Group Multi Supplier Contracts
e Module 3: Supplier Contracts

e Module 4: Document Management

e Module 5: Course Summary

Training The following audience(s), by INFORMS Security role(s) are required to complete this course
Audiences prior to being granted related system access:

e Supplier Contract Collaboration Team Member
e GMS Approver

e Central Contract Admin (PCO)

e QA Specialist

e Librarian
e Librarian Approver
e Central GRI

e Supplier Contract Collaboration Team Member - central
o Departmental Contract Administrator

Prerequisites Participants are required to complete the following end-user Training courses prior to
starting this course:

e ERP 101 — Overview of INFORMS
e ERP 102 — INFORMS Navigation, Reporting, and Online Help
e SCM 101 - Supply Chain Management Fundamentals

Delivery This course is intended to be delivered through Instructor-led Training.
Method
Estimated The total duration of this course, when delivered through Instructor-led Training, is 4.5

Duration hours.
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Module 1: Course Introduction
Topics This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Key Changes to the Business Process

e The End-to-End Business Process

e [ntroduction to Demonstrations, Activities, and Exercises
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Module 1: Course Introduction

Course To get the most benefit from this course, participants should:

Administration Actively participate in class, and ask questions as needed

and Logistics e Turn off cell phones, and refrain from the use of email and the Internet
e Take breaks as scheduled and return to the classroom promptly
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Learning
Objectives

Module 1: Course Introduction

At the conclusion of this course, participants will have:

Better understanding of the End-to-End Process for Departmental Supplier Contract
Management

Completed overview of Group Multi Supplier Contracts

Set up Purchase Order Contracts

Related PO contract to allocation

Managed Contract Deliverables

Set up Contract Releases

Understood Document Management
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Module 1: Course Introduction

. Below are the steps to navigate to the Supplier Contract Collection, which will be used for
Navigation . .
navigation in the rest of this course:
1. Login to INFORMS and select the Finance/ Supply Chain (FSCM) Tile from the home
landing page below.

e

Finance / Supply Chain (FSCM)
LR )
[ % |
Employee Self-Service Manager Seif-Service Human Resources (HCM) Learning (ELM)
00
ags i @ | B8
L] 1
Coming Soon Coming Soon Coming Soon Coming Soon
Analytics (OBIA) Capital Security Request Form About
ih " ([ Y e $ .
% Y T
> Eg .- INferms
ﬁ % mundn - -
Coming Soon Coming Soon Coming Soon

2. Select Supply Chain Operations.

inferms

Finance / Supply Chain (FSCM)

Supply Chain Operations

inferms
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Module 1: Course Introduction

Training The following roles are associated with this course and will play a part in conducting the
Audience: related business processes for the County:

e Department Contract Administrator: The Department Contract Admin has the
ability to create and manage a Supplier Contract.

QA Specialist: The QA Specialist will have the ability to review and update the
Group Multi Supplier Contract to ensure compliance with procurement
governance.

e Central GRI: The Central GRI will assign and modify Grant Restriction Indicator
(GRI) value on a Group Multi Supplier Contract.

e Supplier Contract Collaboration Team Member: The Supplier Contract
Collaboration Team Member has the ability to collaborate and review contract
documents.

e Librarian: The Librarian is responsible for creating and maintaining the contract
clauses library.

e Librarian Approver: The Librarian Approver has the ability to approve clauses
before they are available to be used in the system.

e GMS Approver: The GMS Approver has the ability to review and update the Group
Multi Supplier Contract status to Approved, Canceled, Closed, on-hold and Open.

e Central Contract Admin (PCO): The Central Contract Admin has the ability to create
and manage the Group Multi Supplier Contract and related Allocation and Contract
data.

Roles and
Responsibilities
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Key Changes to
the Business
Process

Module 1: Course Introduction

The INFORMS Supply Chain Management (SCM) provides the ability to manage the
lifecycle of procurement of goods and services contracts. The modules provide the
functionality to request, solicit, contract, procure, receive, and pay for goods and
services.

The Key Changes to the Departmental Supplier Contract Management business process
include:

e Supplier Contract:

o DocuSign eSignature will be available to use to sign documents electronically

o Document Collaboration functionality which includes routing of documents for
comments and online editing

o Contact Administrators will have the ability to establish the shell of
transactional contract in INFORMS

e Sourcing:

o Sourcing will be automated

o Enhanced collaboration with key stakeholders

o Automated approval notifications

o Effective tracking of bidder participation and results
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The End-to-End

Business
Process

inferms

Module 1: Course Introduction

SOURGE TO CONTRACT (RFD
Business Process

This Source to Contract process covers the creation and analysis of a Request for
Information (RFI) sourcing event and the creation of the Group Multi Supplier (GMS)

Pool.

1
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Introduction to
Demonstrations
Activities, and
Exercises

Instructor
Demonstrations

Training Activities

Training Exercises

Module 1: Course Introduction

Users will take part in three types of hands-on learning throughout this course:
Instructor Demonstrations, Training Activities, and Training Exercises: The definitions
and descriptions of each are below.

Instructor demonstration activities involve a walk-through of tasks and processes in
INFORMS. Instructors will demonstrate how to perform these activities while users
follow along.

Users will perform tasks and processes in the INFORMS training environment by using
the Training Activity and Data Sheet provided, and by using this training guide as a
reference.

The Instructor will ask questions related to the lecture content and training activities,
which are used to check users’ knowledge and understanding of course content.
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Module 1: Course Introduction

Module 1: This module covers the following topics:
Course e Course Administration and Logistics
Introduction e Learning Objectives

Summary e Roles and Responsibilities

e Navigation

e Key Changes to the Business Process

e End-to-End Business Process

e [ntroduction to Demonstrations, Activities, and Exercises

The following key concepts were covered in this module:

e Group Multi Supplier Contract
e PO Contracts
e End-to-End Business Process for Document Management

10
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Lessons

Module 2: Group Multi Supplier Contract
This module includes the following lesson:

e Overview of Group Multi Supplier Contracts

inferms
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Lesson 1:
Introduction

Lesson 1: Overview of Group Multi Supplier Contracts
At the conclusion of this lesson, users will be able to:

e Understand Group Contracts Process Options

inferms
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Lesson 1: Overview of Group Multi Supplier Contracts

Lesson 1: The Group Contract feature enables the users to link multiple standards, manufacturers, or
Introduction SPecial purpose contracts to an overall parent or group contract for viewing and reporting
purposes. These contracts are called Group Multi Supplier contracts.

Group Multi Supplier contracts provide the ability to view consolidated spend information
across linked child contracts. When linking the child contracts to a Group Multi Supplier
contract, the child contracts can be for different suppliers.

Like other Supplier Contracts, the Group Multi Supplier Contract works with supplier
contract documents, agreements, and workflow notifications. The Process Option along
with the contract style is used to distinguish the Group contracts and Special Purpose
contracts from other types of Supplier Contracts. In addition, some links are controlled by
the contract style. Group Multi Supplier Contract is a header level contract that does not
allow for voucher or purchase order processing. This means that users cannot associate or
link a Group Multi Supplier contract number to a Purchase Order or Voucher. Instead, the
Child Contract is linked or associated to a Purchase Order or Voucher.

13
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Module 1: Course Introduction

Lesson 1: Create a Group Multi Supplier Contract

Overview of The Group Multi Supplier Contract groups together related child contracts. All child
Group Multi contracts can have different suppliers. Since releases are not allowed against the Group
Supplier Multi Supplier contracts, a Purchase Order or Voucher can only be associated with child
Contracts contracts.

Navigate to the Contract Entry search page: Finance/ Supply Chain > Supply Chain
Operations > Supplier Contracts Center > Contract Entry

Contract

Add a Document

Bandhu, Janice Ve 1 New Version

Relationship

ContractiD (o Begin Date Contract Style Supplier Total Released Amount  Currenc; y Document Amendment View Contrai

Active 05/11/2018 Purchase Ordar REMOTEC INC

14
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Key Terms

Yz

Lesson 1: Overview of Group Multi Supplier Contracts

Amendment

The following key terms are used in this Lesson:

Term Definition

An amendment is a formal or official change made Supplier
Contract.

inferms

Contract Description

Brief detail regarding the abouts of the contract.

Contract ID

An Assigned ID for each contract to improve traceability and
unique to each contract.

Contract Style

Purchase Order, Sourcing and Ad-hoc are examples of Contract
Style

Organizations that are actively doing business or have done
business in the past with the County, or otherwise receiving
payments from the County. Supplier data is used in the following

Supplier . . f
PP transactions: Sourcing Opportunities (RFPs, RFQs, etc.), contracts,
requisition, purchase order entry, receiving/returning goods,
voucher entry, payments for goods/services purchased.
Supplier ID An Assigned ID for each Supplier for traceability and unique to

each supplier

15
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Lesson 1: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

INFORMS training environment.

Please refer to Activity 1 on the SCM 205 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. Instructors will explain how to log into
INFORMS.

Users will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.

16
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Lesson 1: Training Exercise

1. Can a Group Multi Supplier Contract be used on a Purchase Order or Voucher?

2. Will a Supplier ID in INFORMS be the same Vendor ID that was used in FAMIS?

17
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Lesson 1: Lesson Summary

Lesson Having completed the Overview of Group Multi Supplier Contracts lesson, users should be

Summary able to:

e Understand the basics of the Group Multi Supplier Contract

e

v

18
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Module 3: Supplier Contracts

Lessons This module includes the following lessons:

e Enter Supplier Contract Details
e C(Create Contract Lines

e Relate Contract to Group Multi Contract-Customization

19
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Lesson 1: Enter Supplier Contract Details
Lesson 1: At the conclusion of this lesson, users will be able to:

Introduction e Enter Supplier Contract Header Details
e Copy Existing Contract Details
e Create and Maintain Spend Thresholds and Notifications

inferms
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Lesson 1: Enter Supplier Contract Details

Lesson 1: The INFORMS Supplier Contracts module enables users to create and execute contracts

Introduction between a department and County suppliers for any agreed goods and services to be
purchased. This application will allow the users to define products on a contract and specify
the terms and conditions. Supplier Contracts can be established through the awarding of a
Sourcing Event response or as a child contract from a previously existing Group Multi
Supplier contract.

The INFORMS Supplier Contracts module allows a number of user-defined contract
statuses. These statuses help User manage the contract life cycle, trigger an email
notification when a status change occurs, and enforce contract security.

21



End-User Training Guide — SCM 205: Departmental Supplier Contract Management

Key Terms

/

Term

Amendment

Lesson 1: Enter Supplier Contract Details

The following key terms are used in this Lesson:

Definition

An amendment is a formal or official change made Supplier
Contract.

inferms

Invoice

Is a commercial document that itemizes and records a transaction
between a buyer and a seller.

Supplier

Organizations that are actively doing business or have done
business in the past with the County, or otherwise receiving
payments from the County. Supplier data is used in the following
transactions: Sourcing Opportunities (RFPs, RFQs, etc.), contracts,
requisition, purchase order entry, receiving/returning goods,
voucher entry, payments for goods/services purchased.

Threshold

A limit at a specified amount in the contract that could trigger an
alert or notification

22
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Lecture 1:
Enter
Supplier
Contract
Header
Details

Lesson 1: Enter Supplier Contract Details

inferms

The INFORMS Supplier Contract Entry Page is comprised of four main sections:

Contract Details, Contract Header, Contract Items, and Contract Categories.

1. To create a Supplier Contract, navigate to: Finance / Supply Chain (FSCM) > Supply
Chain Operations > Supplier Contracts Center

2. Select the Contract Entry from the Create Contracts and Documents menu.

w

Select the Add a New Value tab, Style ID, and Contract Process Option.

e Note: SetID will default to MDC and Contract ID will default to NEXT. These values
should not be changed. The only SetID value is MDC and the Contract ID should be auto
generated by keeping NEXT in the Contract ID field.

Find an Existing Value

Keyword Search

Add a New Value

SupplerConracts G ] @
New Window | Help

& Create Contracts and

Documents Contract Entry

Contract Entry

Find an Existing Value Keyword Search

Document Management

My Document Preferences Setib (MDC Q
T2 Monitor and Update Agreements Contract ID |NEXT
4 Manage Contract Library v Style ID |PO Q

|: Contract Process Option | Purchase Order v

4. Within the Contract Entry section, users will be able to enter and review the
Contract ID, Status, Administrator/Buyer, Contract Version, and Approval Due

Date.

Contract Additional Details

Contract Entry
Contract

Insurance Details

Supplier Contracts Center

New Window | Help | Personalize Page

SetlD
Contract ID

*Status

Administrator/Buyer

MDG Copy From Contract

NEXT

Open 7]

MD_PO_DPT_BUYER Q

Contract Version

Version 1

Approval Due Date | 10/01/2020

MD_PO_DPT_BUYER

Status  Cument
j New Version

Add a Document

4

23



End-User Training Guide — SCM 205: Departmental Supplier Contract Management

Lecture 1:
Enter
Supplier
Contract
Header
Details

inferms

Lesson 1: Enter Supplier Contract Details
5. Next, enter or review the Contract Header Details which outline the Contract Style,
Supplier ID (10 Digit ID Number), Description (Free Form Text Field), Begin and End
Dates, and Comments (Comments are first added by clicking on the Add Comments
hyperlink.
2 Supply Chain Operations Supplier Contracts Center D n:

* Header 2

*Confract Style Purchase Order Q

Process Option Purchase Order
*Supplier [BANK OF AM-001 Q | syppiier Search

Add Comments

Contract Activiies
Primary Contact Info

“Supplier ID | 0000000010 Q Bank of America NA Contract Header Agreement
Contract Releases
Primary Contact Q Custom Fields

Supplier Contract Ref Activity Log

Document Status
Thresholds & Nofifications

Price Adjustment Template
ﬂ Master Contract ID Q ! >

Description PROCUREMENT CONTRACT

Purchase Order BU Defaults

*Begin Date | 10/01/2020 =
Expire Date | 10/01/2025 =
Renewal Date E [ Corporate Contract
Control Type = Business Unit 4| Currency |USD Q
O Tax Exempt Rate Date  07/10/2020 CRRNT Q

Tax Exempt ID
& Auto Defauit

L] Lock Chartfields

[J Must Use Contract Rate Date
¥ Allow Multicurrency PO

24



End-User Training Guide — SCM 205: Departmental Supplier Contract Management

Lesson 1: Enter Supplier Contract Details

inferms

6. Inthe Contract Controls section, each department will enter their own Business Unit on

Lecture 1:
£ the Supplier Contract so that no other Business Unit will be able to use this Supplier
nter Contract. Users have the ability to procure the items identified in the Contract Lines.
Supplier
Contract _ Supplier Contracts Center n n E
H ea d er ¥ Contract Control
. ~ Business Unit
Detalls B Q 1-10f1[v] View Al
*Business Unit Description
1| PR Q I Parks & Recreation + -
i Contract Defaults by BU x
Contract Entry A
PO Defaults
SetiD MDC ContractID NEXT Version 1 Supplier ID 0000000010
Header Q 1of 1[V] View All
*Business Unit PR Copy from BU Defaults L
Supp Loc |1
Buyer Q
Origin [ONL Q Billing Location A D5D3030000 Q
|
Currency USD Q CRRNT Q ¥ Tax Exempt
Payment Terms ID 30N Q Tax Exempt 1D: MIAMIDADE
Shipping Information
Ship To Q Ship To Address AM Business Unit Q
Location Q O capitalize
IN Unit Q Profile ID Q
Freight Terms |DES Q Cost Type Q
v Con
Ship Via Q Ultimate Use Code Q

Users will also have the ability to set default Header, Shipping, and Distribution values on
Purchase Orders created from the contract through the Purchase Order BU Defaults for
each of the contract associated with business units. When a Purchase Order Buyer copies a
Contract into a Purchase order, these values will automatically default, so double entry will

not be needed.

25
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Lecture 2:
Copy
Existing
Contract
Details

Lesson 1: Enter Supplier Contract Details
The INFORMS Supplier Contract module provides a tool to assist users with
entering similar or multiple contracts with the same header details. By searching
and selecting an existing Contract ID to copy, users can minimize the amount of
time needed to repeat similar or related data entry points for a new Supplier
Contract’s Header Details. Even if a user needs to change a handful of values on
the copied contract, it is still advantageous to copy a Contract that has already
been created to reduce data entry.

1. When creating a new Supplier Contract, select the Copy From Contract
hyperlink.

2. Users will be directed to a page to help them identify a specific Contract ID
they wish to copy or all of the Contract IDs for a given Supplier.

Copy Contract ID X

Contract Entry
Copy Contract

SetiD MDC
ContractID NEXT
Contract Search

Contract ID 0000003135 Q Master Contract || Q
Supplier Q [0 Allow Open ltem Reference
Supplier ID Q
Search
Select Contract
B Q 1-1 of 1|v]

Contracts More Details i

Sel Contract ID Version Description Supplier ID 3:?[: Supplier

Supplier Contract Ref

DESIGN-BUILD-CONST AGENGY 0000011714  ROYAL CARI-002

¥ 0000003135 1 SVCS v

26
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Lecture 3:
Create and
Maintain
Spend
Thresholds
and
Notifications

Lesson 1: Enter Supplier Contract Details

In INFORMS, Supplier Contracts users will have the ability to set a Spend Threshold or a
specific monetary amount for a contract or contract item. When Spend Threshold is
defined, the system can notify users when spending on a transactional contract crosses the
threshold amount.

The Spend Threshold is available at the contract header, contract line, and contract
category levels. The notification is a standard INFORMS workflow event that is triggered
through the application engine program.

In addition to the worklist, INFORMS can e-mail notifications. E-mail notifications are
triggered using the same conditions as workflow notifications. The decision to create a
worklist, send an e-mail, or to do both depends on the user-profile workflow-routing
preferences.

A single notification is sent when the amount reaches the threshold. If the user changes
the Spend Threshold amount on the header or a line, INFORMS deletes existing
notifications on the header or the changed line and reevaluates the threshold when the
user run the application engine job again. This action enables the user to keep increasing
the Spend Threshold amount and to be notified as necessary.

To set up INFORMS to process contract-level Spend Threshold amounts:

27



End-User Training Guide — SCM 205: Departmental Supplier Contract Management

Lecture 3:
Create and
Maintain
Spend
Thresholds
and
Notifications

Lesson 1: Enter Supplier Contract Details

inferms

1. Access the Contract Entry - Contract Page and select the Thresholds & Notifications

link.
Expire Date |09/07/2020 ...
Approval Due Date ...

Renewal Date
Currency USD Q

Rate Type |CRRNT Q

Group Contract Summary
MDC Allocations

Custom Fields

2. Select the Spend Threshold Notification check box.

3. Define the threshold amount.

notifications.

Use the Notification Assignments grid to make these selections. Examples of

Select the notification type and at least one user to whom the user wants to send

notification types include maximum amount, renew, and draft due notifications.

6. Select OK.

Thresholds & Notifications

i’} Send Date/Amount Notification O Send Threshold Notification

Expand Al Collapse Al
~ Date Notification
Motify user when contract is within specified days of Expire Date.

Expire Date |09/07/2020 Notify Days Before Expires

Expiration Notification Date 09/07/2020
Notify user when contract is within specified days of Renewal Date.

Renewal Date Notify Days Before Renewal

Renewal Notification Date
Motify user when Mew Contract or Draft is within specified days of Approval Due Date.

Approval Due Date £ Notify Days Before Approval
Approval Notification Date

 Spend Threshold Notification
Motify user when the released amount exceads the threshold.

Released Threshold Notification Amount 0.00| USD

Total Released Amount 0.00

~ Notification Assignments
5 Q

Notification Type User ID User Description Email Address

1 v Q

cance!

View Al

28
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Lecture 3:
Create and
Maintain
Spend
Thresholds
and
Notifications

Lesson 1: Enter Supplier Contract Details
Use this page to set the Spend Threshold amount and the number of days, before the
contract expiration, to notify a buyer or administrator.

The information that the user enter is used with INFORMS Workflow notifications when the
contract is about to expire or run out of money. Notifications are a standard INFORMS
workflow event that is triggered through the application engine program. In addition to
updating a worklist, INFORMS can send email notifications, which are triggered by the same
conditions as workflow notifications. The decision to create a worklist, send an email, or both
depends on the user-profile and workflow-routing preferences.

29
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Lesson 1: Training Activity 2

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

INFORMS training environment.

Please refer to Activity 2 on the SCM 205 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. Instructors will explain how to log into
INFORMS.

User will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if user have questions.

30
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Lesson 1: Training Exercise
1. How does one Business Unit prevent another Business Unit from using their

Debrief contracts?

2. What should be set up when a Buyer wants to be informed that a certain amount
on a Contract has been released on a Purchase Order?

31
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Lesson 1: Lesson Summary

Lesson Having completed the Contract Details lesson, users should be able to
Summary e Enter Supplier Contract Header Details
- e Copy Existing Contract Details
( e Create and Maintain Spend Thresholds and Notifications

inferms
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Lesson 2: Enter Supplier Contract Lines
Lesson 2: At the conclusion of this lesson, user will be able to:

Introduction e Enter Supplier Contract Line Details
e Assign Contract Category Codes
e Create and Maintain Line Level Spend Thresholds and Notifications

inferms
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Lesson 2:

Introduction

Lesson 2: Enter Supplier Contract Lines

After creating the contract header, the user can begin creating contract lines for the
contract by adding Item IDs or Descriptions to the contract. Item IDs represent the
goods and services for procurement. These can be defined in advance, or they can be
created on an ad-hoc basis specifically for the contract. If users are awarding an event
that already has Item IDs on the Sourcing Event, then those items should be used on
the Supplier Contract. Attributes assigned to the item appear by default in the
contract lines, along with contract header-level data that pertains to the contract line,
but these can be overridden at the line level.

The INFORMS Supplier Contract module allows users to leverage Contract Categories
enabling the user to specify larger groups of items on a contract, rather than having to
enter the items one at a time. When creating requisitions and purchase orders tied to
a Supplier Contract, INFORMS locates and verifies that it automatically uses the
appropriate contracts through the defined category code. These Contract Categories
can be used in conjunction with existing contract line item IDs.

Within the Supplier Contract Lines, the user can set and/or override specific Spend
Thresholds and Notifications for individual line items similar to how they can be
defined at the Contract Header level.

34



17111 rms
End-User Training Guide — SCM 205: Departmental Supplier Contract Management y:?’ .

Lesson 2: Enter Supplier Contract Lines

Key Terms The following key terms are used in this Lesson:

Term ‘ Definition
,_/\\/ Contract A textual document the user can associate with a transactional
Document purchasing contract, solicitation or a Purchase Order. Contract

Documents are signed agreements that bind buyers and suppliers
to specific terms and conditions.

Organizations that are actively doing business or have done
business in the past with the County, or otherwise receiving
payments from the County. Supplier data is used in the following
transactions: Sourcing Opportunities (RFPs, RFQs, etc.), contracts,
requisition, purchase order entry, receiving/returning goods,
voucher entry, payments for goods/services purchased.

Supplier
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Lecture 1:
Enter
Supplier
Contract
Line Details
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Lesson 2: Enter Supplier Contract Lines

1. Each item appears on the contract as a distinct Contract Line number. From this page,

the user can view or access all details defined for a contract line.

~ Contract items
earch b act L
Lines
® Q 1v] U
Details Order By Amount Item Information Default Schedule Release Amounts Release Quantities Line Groupings Spend Threshold | I
Include for

Line ttem Description uom Category Release  Status
I| = Q GENERAL CONSTRUCTION EA Q 90638 Q Active + -

flew Calegory Hierarchy

After entering items into the contract, the Contract - Lines tabs enable the user to view
and enter all required distribution details for the contracted items.

Each contract line item is associated with its own Category and can be associated to
ChartFields (i.e. Accounting Distributions). When ChartFields will always be the same
in all transactions, it is best to enter the ChartFields as part of the Contract so that
these values will default on the Purchase Order.

PO Distributions for Line 1 x
elp
Confract Entry
PO Distributions for Line 1
Contract 0000003135 Version 1 Line 1 NERAL CONSTRUCTION
Distribution By Business Unit
Business Unit  FN Q SpeedChart Q + -
Distribution
" Q
Details Asset Information | II»
Dist Percent GL Unit Fund Dept Account Grant T Project Activity TS;’:;“ Category
1 100.0000 MDADEQ  G4001 Q| PR07030300 Q| 5496900000 Q  NO-GRANTQ Q Q Q Q
0K | Cancel Refresh
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Lecture 2:

Assign
Contract
Category
Codes

Lesson 2: Enter Supplier Contract Lines
When the user links a Category or a group of categories to a contract, requisitions and
purchase orders can reference the contract with any items within those categories. A
category can encompass a larger number of items for procurement from a particular
Supplier.

n]~]: e

~ Contract Categories
Lines
Details Pricing Options Release Amounts Spend Threshold

Line Category Description Status

I 1 90638 Q General Construction, Architectural Services = v Active

Use the Lines grid to define basic information for contract category line items. Category
information helps reduce redundant data entry during both item setup and requisition
and purchase order processing. ltem categories can provide transaction information for
requisitions and requests for quotes, contracts, and purchase orders and can serve as
the organizational unit for item catalogs. With categories tied to contracts, requisitions
and purchase orders can reference the contract with any items within those categories.
Most contracts converted from ADPICS will use the Category line functionality. Going
forward, though, it is best to use Item IDs on the Supplier Contract.
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and
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Lesson 2: Enter Supplier Contract Lines
Similar to how it’s defined at the Contract Header level, users can define Spend
Thresholds for individual items and category codes. The Contract Line Entry Spend

inferms

Threshold tab will allow the user to define Spend Thresholds for purchasing contracts and

each assigned category at the line level.

Lines
", Q 1-1 0 1[v] v Al
Details Order By Amount Item Information Default Schedule Release Amounts Release Quantities Line Groupings Spend Threshold | 1+
— Notify on Spend Threshold Notification Total Line Released
Lies L Deeceipiion Threshold Amount Amount
I 1 L) Q GENERAL CONSTRUCTION 100000.00 000 + - I
View Category Hierarchy Category Search
= Contract Categories
Lines
n Q 1-10f 1[v] View All
Details Pricing Options Release Amounts Spend Threshold Il
Notify on Spend  Threshold Notification  Total Line Released
e E s Threshold Amount mount
1 90638 Q O 100000.00 + -

This section defines Spend Threshold amounts for the line or category and whether users
should be notified when the Spend Threshold is reached.
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Lesson 2: Training Activity 3

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

INFORMS training environment.

Please refer to Activity 3 on the SCM 205 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. The Instructor will explain how to log into
INFORMS.

User will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if the user have questions.
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Lesson 2: Training Exercise
1. Are users encouraged to use Contract Lines (i.e. Items ID) or Category Lines more

Debrief on a Supplier Contract?

2. Why is it advantageous to enter ChartFields (Accounting Information) on a Supplier
Contract?
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Lesson 2: Lesson Summary

Lesson Having completed the Relate Contract to Allocation lesson, users should be able to
Summary e Enter Supplier Contract Line Details
- e Assign Contract Category Codes
{ e Create and Maintain Line Level Spend Thresholds and Notifications
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Lesson 3: At the conclusion of this lesson, user will be able to:

Introduction e Associate Supplier Contracts to Group Multi Supplier Contracts
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Lesson 3: Relate Contract to Group Multi Supplier Contract-Customization

Lesson 3:
Introduction

INFORMS’ Supplier Contracts module will continue to support the UAP/IG business process
requirements by establishing a parent-child relationship between Group Multi Supplier
Contracts and Supplier Contracts.

As stated previously, the GRI (Grant Restriction Indicator) is set at the parent contract level
on the Group Multi Supplier Contract for both pool and fixed price contracts. Contracts
flagged with all GRI values except M (Mixed Funding) will inherit the flag value from the
master contract. Each child Supplier Contract and subsequent PO issued to the suppliers
will inherit the GRI flag value from the master contract for all contracts except those
marked with M (Mixed Funding) as GRI value. Department Users will not have access to
change the GRI value, set at the master contract level or the Child contract level for all GRI
except those marked with M (Mixed Funding) GRI value.

Contracts flagged with GRI value of M (Mixed Funding) at the master contract level allows
for child Supplier Contracts to be created with any of the available GRI values if the user
has the proper security permissions. Subsequent Purchase Orders will inherit the GRI of the
Supplier Contract they are issued against - the PO Buyer will not be able to change this
value.
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Lesson 3: Relate Contract to Group Multi Supplier Contract-Customization

Key Terms The following key terms are used in this Lesson:

Term ‘ Definition
,_/\\j Agreements Agreements, also called deliverables, provide a mechanism to
define and manage internal and external agreements for the
contract.
Contract A textual document the user can associate with a transactional
Document Supplier contract, solicitation or a Purchase Order. Contract

Documents are signed agreements that bind buyers and suppliers
to specific terms and conditions.

Supplier Organizations that are actively doing business or have done
business in the past with the County, or otherwise receiving
payments from the County. Supplier data is used in the following
transactions: Sourcing Opportunities (RFPs, RFQs, etc.), contracts,
requisition, purchase order entry, receiving/returning goods,
voucher entry, payments for goods/services purchased.
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Lesson 3: Relate Contract to Group Multi Supplier Contract-Customization
A child Supplier Contract can be related to a Group Multi Supplier Contract in one of two
ways, either at the parent contract level or the child contract level.

Lecture 1:
Associate
Supplier
Contracts to
Group Multi
Supplier
Contracts

To relate a contract at the parent level:

1.

1 supply Chuin Operations Supplier Contracts Center (Al ]

1
Contract Entry I ntract Entr
b Contract

Navigate to the Supplier Contracts Center: Finance / Supply Chain (FSCM) > Supply
Chain Operations > Supplier Contracts Center

Select the Contract Entry from the Create Contracts and Documents menu.

Select for either an existing Group Multi Supplier contract (parent) or Supplier
Contract (child) by selecting the appropriate Contract Process Option.

By selecting a Group Multi Supplier the select results will display any of the parent
contracts the user wishes to establish a Child Supplier Contract for.

+ Create Contracts and
Documents Contact Detas || AdstionsiDetats || insurance Detais

Document Managerent

My Document Preferences
Maintain Document
Montor and Update Agreements

") Contract Releases Processes

Q| Bandwj, Jance > i New Version

i

Then, scroll down to the Related Contracts section of the page and Select the Add
Related Contracts link.

A pop-up window will display for the user to select a Child Supplier Contract to link to

the parent Group Multi Supplier Contract.
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Lecture 1:
Associate
Supplier
Contracts to
Group Multi
Supplier
Contracts

v
Select All

Contracts

m Q

Select View

1

=

SetiD MDC
Contract ID | 0000000062
Contract Description
Contract Style
Administrator
Supplier ID
Search Clear
Clesar All
Contract ID Contract Status
0000000062 Open
Refresh

Relate Contract

ol p |0l ole

Begin Date Contract Style

04/14/2020 Purchase Order

Help

7. Upon checking the Select checkbox and Searching the OK button, the identified
Supplier Contract will be displayed as a related contract for the Group Multi Supplier

8.

Contract.

This will populate the Supplier Contract with the UAP/IG and GRI values from the
Group Multi Supplier Contract.

oo Pr———
+ Create Contracts and Type [CRRNT @
Bocuments
Contract Entry
Rel.
Documsnt Mansgemsnt
My Document Freferences
Related (
- Monitor and Update Agreements P
Comieact Relesses Processes ContractiD  Relationship Status Begin Date Contract Style Supplier
1 Active 13262020 Purchase Ordar
D Active 1212020 Purchase Ordar
3 Active 04012020 Purchase Crder
Active 04162020 Purchase Crder
5 active 2020 Puichase Crdar
) Active 282020 Purchase Ordar

RESIDENTIAL KITCHEN DESIG
NC
RESIDENTIAL KITCHEN DESIG
NC
RESIDENTIAL KITCHEN DESIG
NC
RESIDENTIAL KITCHEN DESIG
W
RESIDENTIAL KITCHEN DESIG
[

RESIDENTIAL KITCHEN DESIGI
NC

NS

NS

NS

NS

NS

NS

30TTE00 USD

Total Released Amount  Currency

18000.00 USD

8000000 USD

1600000 USD

160000 LSO

9817500 USD

18000000 USD

DAl
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To relate a contract at the child level:

Lecture 1:
Associate
Supplier
Contracts to
Group Multi
Supplier
Contracts

1. Navigate to the Supplier Contracts Center: Finance / Supply Chain (FSCM) > Supply
Chain Operations > Supplier Contracts Center

N

Select the Contract Entry from the Create Contracts and Documents menu.

3. Select for an existing open contract with Purchase Order as the Contract Process

Option.

4. This will display the child level Supplier Contract the user wish to relate to a parent
Group Multi Supplier Contract.

1 gy coam oprtans

+ Create Contracts and
= Documents.

Supplier Contracts Center

I Contract I Additional Details nsurance Details

Contract Entry I
Cocument Varagemant
My Document Freferences

Monitor and Update Agreements

"] Contract Releases Processes

ontract Entry
Contract

et MDC
0000000063

tus | Open

Purchase Order Q

D Process Option  Purchase Order
*Supg RESIDENTIA-D01 Q

0000000357 4| RESDENTIAL KITCHEN DESIGNS ING

tion |CHAIRS, WOOD, ARM. SWIVEL TILT

*Begin Date | 04182020 =l

04302021

anananananan

5. Then, select the Additional Details tab, displaying the UAP/IG and GRI fields for the
Supplier Contract. To populate these fields, the user would enter or Select from the

existing Group Multi Supplier Contact, the user wishes to relate.

GRI Value

GRI Value Description

Federal Funding Clauses

General Contracts

Mixed Funding

No Grant Compliance/No Grant Funding Allowed w/ UAP

State Funding Clauses

Federal Transit Administration Funding Clauses

No Grant Compliance/No Grant Funding Allowed - w/o IG

X|lc|d|w|z|g| »| T

No Grant Compliance/No Grant Funding Allowed - w/o UAP

6. Select Save.

The Supplier Contract is saved and approved through the Supplier Contract Approval
Workflow, and all subsequent PO’s sourced from the Supplier Contract will carry forward

the UAP/IG and GRI values established on the parent Group Multi Supplier.
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Lesson 3: Training Activity 4

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

INFORMS training environment.

Please refer to Activity 4 on the SCM 205 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. Instructor will explain how to log into
INFORMS.

User will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if the user has questions.
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Lesson 3: Training Exercise
1. True or False? The GRI value set on the Supplier Contract will dictate whether IG
and/or UAP will be withheld on a payment.

2. True or False? All GRI Values on a Child Contract is inherited from the Group Multi
Supplier Contract.
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Lesson 3: Lesson Summary

Having completed the Relate Contract to Group Multi Supplier Contract-Customization
lesson, users should be able to:

e Associate Supplier Contracts to Group Multi Supplier Contracts
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Lessons

Module 4: Document Management
This module includes the following lessons:

e Create Purchasing Contract, Sourcing Contract and Ad-Hoc Documents
e Collaborate on Documents

e Negotiate Supplier Contract Document

e Execute Supplier Contract Document

e Approve Supplier Contract Document

e Amend Supplier Contract Document

inferms
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Lesson 1: Create Purchasing Contract, Sourcing Contract and Ad-Hoc Document
Lesson 1: At the conclusion of this lesson, users will be able to:

Introduction e Create an Ad-hoc Contract Document
e Create a Sourcing Event Document
e Create a Purchasing Contract Document
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Lesson 1: Create Purchasing Contract, Sourcing Contract and Ad-Hoc Document

Lesson 1: The Supplier Contract Document Management application works in conjunction with the

Introduction transactional contract and Purchasing functionality in the Supplier Contract and Purchasing
modules, and Events, in the Strategic Sourcing module. This integration is accomplished by
linking Microsoft Word-based authored documents to source transactional elements.

The source transactions available for creating documents are ad-hoc documents, contract
documents, Sourcing Event documents, and purchasing documents. The document
configurator creates a draft of the document. The draft is reviewed and updated as
necessary. The document may be collaborated on, both internally and externally. After all
collaborators have provided input, the updated document is returned to the document
author to accept and finalize collaboration. Once finalized the document is routed for
approval through configured approval workflow. If signatures are required, signatures can
be collected via DocuSign.
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Lecture 1: Steps to Create an Ad-hoc Document

Ad-hoc 1. Navigate to the Document Management page: Finance/Supply Chain > Supply Chain
Contract Operations > Supplier Contracts Center > Document Management.
_ Supplier Contracts Center
S [c)mmmecﬁ?mds and 2 Add a Document |
Contract Entry *Source Transaction | Ad Hoc v
“SetiD |MDC Q
Document Management I
*Ad Hoc ID |NEXT

My Document Preferences “Description
22 Monitor and Update Agreements *Contract Style ~
*Document Type v
4% Manage Contract Library v
I Add a Document I Copy Document Import Document Find an Existing Document

Select Ad-hoc in the Source Transaction list.
Select Ad-hoc Document in the Contract Style list.
Chose the Document Type Mod Recommendation.

Accept the default Ad-hoc Id NEXT.

o vk~ w N

Select the Description field. Enter user’s login ID as the MOD Recommendation
description.

@upplier Contracts Center L)
New Window | Help | Personalize Pagg
Create Document

Source Ad Hoc

SetiD  MDC Ad Hoc 1D MODOQ000019
“Contract Style | Adhoc Document A
*Document Type | Mod Recommendation A
Configurator ID  MOD RECOMMENDATION Medification Recommendation Memo

*Description  BU_MD_CTL_CONTRACT_ADMIN

“Administrator | BU_MD_SC_CTL_CONTRACT_ADMI Q BU_MD_SC_CTL CONTRACT ADMIN

Sponsor Q
Department Q
*Begin Date | 0821/2020 [ Expire Date =
Cycle Start Date  (8/21/2020 Cycle Due Date  10/01/2020
Create Document Import Document Internal Contacts/Signers
External Contacis/Signers
Save Document View Access

7. Fill out the Sponsor field.
e Sponsors are individuals who represent the department that is sponsoring the contract.

8. Enter the Department.
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9. Select the Create Document button.
Lecture 1:

Ad-hoc
*Administrator |BU_MD_SC_CTL_CONTRACT_ADMIN Q
- == - = BU_MD_SC_CTL_CONTRACT_ADMIMN
Contract PSRt -

Sponsor |BU_MD_SC_COLLAB_TEAM_MEMEE Q BU MD SC COLLAE TEAM MEMEBER

Department |AD02040000 QEUDGET AND FINAMCE

*Begin Date |08/21/2020 Expire Date
Cycle Start Date  0g/21/2020 Cycle Due Date  1(/01/2020
I Create Document I Import Document Internal Conta-:is.-'s gners

Save Document View Access

10. Select the Edit Document button.

Qupplier Contracts Center /ﬁ\ Q 7 :

New Window Help | Personalize Page
Document Management
Return to Document Search
SetiD MDC AdHocID  MODO0000015
Contract Style Adhoc Document
Document Type Mod Recommendation
Description MD_SC_CTL_CONTRACT_ADMIN

Administrator MD_SC_CTL_CONTRACT_ADMIN
BUDGET AND FINANCE

Sponsor  MD_SC_COLLAB_TEAM_MEMBER Department  AD02040000
Begin Date  08/21/2020 Expire Date
Version 0,00 Created On  08/21/20 10:40AM Document Detalls
Status Draft Last Modified On  08/21/20 10:39AM
View and Edit Options: Review and Approval: Other Document Actions:
View Document Route Internally Send to Contacts
I Edit Document I Preview Approval Refresh Document
Add Attachments/Related Documents Submit for Approval e [y
Document Modification Summary
Document Version History Bypass Approvals Compare Documents

Internal Contacts/Signers Deactivate Document

External Contacts/Signers
Document View Access Generation Log
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Lesson 1: Create Purchasing Contract, Sourcing Contract and Ad-Hoc Document
Lecture 1: 11. A new window displays with a pop-up File Download window. Select the file and the Save

Contract @ sovess x
T = » ThisPC » Documents v O Search Documents yel
Organize »  New folder - @
A Name Date modified Type Size
3t Quick access
I Deskt Downloads VM File felder
eskto
P J“ Music File folder
¥ Downloads = Pictures File folder
[ Documents B videos File folder
&= Pictures @ MDC_MODO0000015_0.00 W XML Document 291 KB
J} Music @ MDC_MRQ0000036_0.00 XML Document 299 KB
B Videos
@ OneDrive
[ This PC

v

[T EREMDC_MOD0000023_0.00

Save as type: | XML Document

# Hide Folders

12. INFORMS automatically copies the Template Memo into an XML document. When this is
opened, a Word document will be created from the template.

Note: Depending on the user’s browser, a button at the bottom of the page or a popup
window may appear.

View and Edit Options:

View Document
Check In

Cancel Check Out

Add Attachmenis/Related Documents

[ TS S ") PR T R

L] MDC_MRQO0O0003..xml
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Lecture 1: 13. Edit and make required updates to the template.

Ad-hOC AutoSave (@ o) MDC_MROOD00037_0.00 - Saved to \is01431534TDVDI -
ContraCt File Home Insert Design Layout References Mailings Review View  SmartView Help  Table Design Layout 1= =
Arial S| EEViEL =Y = o D ﬁ'
fﬁ BB IU-®x« A = 1= AaBbCcDe AsBbCeDe AgBbhCe . L_,:J .
Paste ) P TMormal | TMo Spac... Heading 1 Editing | Dictate | Editor
c S| A L-Avpar AN | O allq v =
Clipboard R Font [ Paragraph = Styles ] Voice Editor ~
Strategic Procurement (SP) Division
MIAMLDADE L1 1 S, St T
COUNTY (305) 375-5289
Contract Modification Request Form
Create New Modification Request / Modification Request Details
*Contract Number: *Contract Title: *Current Value:
Click Here to Enter Contract No Click Here to Enter Contract Title Click Here to Enter Current Value
1.Increase / Decrease Money Accessing a Contract
Requesting Department: Requested Amount ($): Funding Source (FS):
Page 1 of 3 285 words %3 - - ' T - - ' :D:_F.oc-us” [ [ @" =- 1 + 100%
14. Save the document to local computer.
Marnne, John (IT Data Solutions) @ ? = O .

MDC_MRQO000037_0.00 - Saved to \\s0143133\TDVDI

Save As

" = Documents

@ Recent
MDC_MRCO000037_0.00
Other locations Word XML Document (*axml)
_ Mare options...
E@ This PC
D Mew Folder

[ Browse
Name T

- [Fn, Save

Date modified

15. Close the MS Word file.
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16. The Document Management window is displayed. Select the Check In button.
Lecture 1:

Ad-hoc

View and Edit Options: Review and Approval: Other Document Actions:
COntraCt View Document Internal Contacts/Signers Generation Log
External Contacts/Signers
I Check In I Document View Access

Cancel Check Out

Add Attachments/Related Documents
Document Modification Summary
Document Version History

17. Select the Major Version (1.00) option.
18. Select the OK button.

< Supplier Contracts Center Check In Document a“a w = %

Mew Window Help Personalize Pag
Check In Document

Select the desired versioning option and enter a brief description describing the changes. Select the OK button to proceed and you will then
be prompted to enter the filename.

SetiD MDC Ad HocID  MRQO000037

Version Minor Version (0.01

jor Version (1.00)

*Comments | Check In: 2

245 characters remaining

I OK I Cancel
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Lesson 1: Create Purchasing Contract, Sourcing Contract and Ad-Hoc Document
Lecture 1: 19. Select the Choose File button.
Ad-hoc 20. Select the file that was saved.

Contract 51 select the Upload button.

Check In Document x

Help

Choose File fMDC_MOD0000015_0.00.xml

Upload Cancel

22. Confirm the Last Modified On field is updated with the date and time.

Q@upplier Contracts Center 'Y [°8 A4 BER C]]
New Window | Help | Personalize Page «
Document Management
{Return to Document Search:
SetlD MDC AdHoc ID MODO0000015
Contract Style Adhoc Decument
D Type Mod R

Descriptien MD_SC_CTL_CONTRACT_ADMIN
Administrator MD_SC_CTL_CONTRACT_ADMIN

BUDGET AND FINANCE
Sponsor  MD_SC_COLLAB_TEAM_MEMBER Department  AD02040000
Begin Date  08/21/2020 Expire Date
Version 100 Created On  08/21/20 10:40AM Document Details
Status  Draft I Last Modified On  08/21/20 11:51AM I
View and Edit Options: Review and Approval: Other Document Actions:
View Document I [ Route Internally l [ Send to Contacts I

I Edit Document I [ Preview Approval l [ Refresh Document I

Add Attachments/Related Documents [ Submit for Approval l [ Recreate Document I

Document Modification Summary

Document Version History [ Bypass Approvals l [ Compare Documents |
Internal Contacts/Signers [ T . |
External Contacts/Signers
Document View Access Generation Log

3 I —

59



End-User Training Guide — SCM 205: Departmental Supplier Contract Management y:l ."*i. n ZS.
Lesson 1: Create Purchasing Contract, Sourcing Contract and Ad-Hoc Document

Lecture 1: 23. Select the Route Internally button.

Ad - h O C Administrator MD_SC_CTL_CONTRACT_ADMIN
BUDGET AND FINANCE
CO ntract Sponsor  MD_SC_COLLAB_TEANM_MEMBER Department AD02040000
Begin Date  08/21/2020 Expire Date
Version 1.00 Created On  08/21/20 10:40AM Document Details
Status  Draft Last Modified On  08/21/20 11:51AM
View and Edit Options: Review and Approval: Other Document Actions:
View Document I Route Internally I Send to Contacts
Edit Document Preview Approval Refresh Document
Add Attachments/Related Documents Submit for Approval Recreate Document
Document Medification Summary
Document Version History Bypass Approvals Compare Documents
Internal Contacts/Signers Deactivate Document
External Contacts/Signers
Document View Access Generation Log -

24. Verify the Sponsor is entered.

25. Check the Collaborator and Can Edit During Collaboration checkboxes and select the Route
Internally button.

< Supplier Contracts Center Internal Contacts / Collaborators
New Window | Help | Personalize]
Internal Contacts / Collaborators
SetlD MDC Ad Hoc D MRQO0D0D037

* Internal Contact Details

5 Q

User Description Collaborator cégﬁfég%ﬂﬂg g&l‘lggorﬂt\on
1 ‘MD?SC?COLLAQ| MD_SC_COLLAB_TEAM_MEMEER_01 Initial

~ Collaboration Instructions

} Collaboration Comments

Save I Route Internally IRetu"l to Document Management

26. Make a note of the Ad-hoc ID. This number will be needed later in the process.

< Supplier Contracts Center Document Management “® W, : =
New Window | Help | Personalize Page

Document Management

Return to Document Search
SetiD MDC Ad Hoc D MRQO000037

Contract Style  Adhoc Document
Document Type  Modification Request
Description  Contract_aAdmin

Administrator BU_MD_SC_CTL_CONTRACT_ADMIN

BUDGET AND FINANCE ADMIN
Sponsor  MD_SC_COLLAE_TEAM_MEMBER_01 Department  |D04000000

Begin Date  09/21/2020 Expire Date
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Lecture 2:
Create a
Sourcing
Event
Document

Steps in Creating a Sourcing Event

Navigate to the Document Management page: Finance / Supply Chain (FSCM) tile > Supply
Chain Operations tile > Supplier Contracts Center > Create Contracts and Documents >

Document Management

1. Enter the Source Transaction as Sourcing Event, Business Unit, Event ID, Contract Style,
and Document Type. Then select the Find an Existing Document.

' < Supply Chain Operations.

-_» Create Contracts and
' Documents - Add a Document

Supplier Contracts Center

Contraet Entry Source Transaction | Ad Hoc v
“SetiD | MDC Q
Document Management I
“Ad Hoc ID |NEXT
My Document Preferences . .
Description
[_"E Monitor and Update Agreements v *Contract Style v
; “Document Type ~
‘zzs) Manage Contract Library v
I Add a Document I Copy Document
|7 Contract Releases Proce M

Import Document

New Window Help | Personalize Page

Find an Existing Document

2. Select the Source Transaction Purchasing Contracts and enter a Contract ID. Select the

Search button.

Find an Existing Document

I *Source Transaction | Purchasing Contracts

Contract Style

Document Type

“SetlD |MDG Q

Supplier SetiD |MDC Q
Supplier Name
Description
Administrator

Sponsor

Department

All Statuses

» Additional Search Criteria

Clear

New Window Help
]
-
A
I Contract D ||BRP0000042 Q |I
Supplier ID Q
Q Short Supplier Name Q
a
Qa
Q
() Draft/Collaborated (J Pending Approval
O Pending Internal Collaboration/Review O Approved
[J Pending External Collaboration/Review [ Dispatched
Save Search Criteria Keyword Search A
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Lecture 3: Steps in Creating a Purchasing Contract

Create a Navigate to the Document Management page: Main Menu > Supplier Contracts > Create
Purchasing  Contracts and Documents > Document Management
Contract

1. Enter the Source Transaction as Purchasing Contract, Set ID, Contract ID, Contract Style,
and Document Type. Then select Add Document.

Add a Document

*Source Transaction
“SetlD

*Contract ID
*Description

*Contract Style

*Document Type

Purchasing Contracts A
MDC Q

GRP0000044 Q
Training

Request to Qualify v

General Contract Document A

I Add a Document Copy Document Import Document Find an Existing Document

2. The Create Document page is displayed. Select Import Document.

Create Document

Return to Document Search:
Source

Purchasing Contracts

SetlD MDC
Supplier

Contract ID  GRP0000043
Group Contract Multiple Supplier

Contract Style Request to Qualify

“Document Type | General Contract Document v

Configurator ID  GENERAL Used for Group Multi Supplier Import Contract

*Description | GMS Contract

*Administrator |MD_SC_CTL_ADMIN_01 Q MD_SC CTL ADMIN 01
Sponsor Q
Department Q
Cycle Start Date  09/30/2020 Cycle Due Date  11/10/2020
Create Document I Import Document I Internal Contacts/Signers
External Contacts/Signers
Save Document View Access
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3. Set up sample contract document for the Purchasing Contract to proceed. Then select

Lecture 3:
Create a
Purchasing
Contract

Done with Import.

Import Option

Amended Contract

optional )
Original and Amendment

optional.)

Current Version

Prior Version is not applicable

® Current Contract/'Document

g5 Q
Basic Info Details 13
Type File Name
Contract UPK_Test docx
Document -

I Done with Import

(Current Contract/Document with no formal amendments or history fo load.)
(Single current contract as fully amended requiring an amendment number. History is optional.)
Amended Contract and Amendment

(Current contract as fully amended and a current separate amendment summary file. History is

(Original confract as originally signed and a current separate amendment summary file. History is

Status Status Date Status Time

Draft v 05/01 4'202 10:00AM

1-1oft1 v
Upload Clear
Upload Clear

4. The Document Management page displays where the Purchasing Contract is ready to be

submitted for approval.

Document Management

SetlD MDC

Contract ID  GRP0000042

Supplier
Contract Style
Document Type
Description

Administrator

Group Centract Multiple Supplier
Request to Qualify

Form of Agreement

UAT Test Don
MD_SC_CTL_ADMIN_01

Sponsor  Khan, Adil

Version 0.00
Status Draft

View and Edit Options:

View Document

Edit Document

Add Attachments/Related Documents
Document Modification Summary
Document Version History

Department

Created On  09/27/20 8:06PM
Last Modified On  09/27/20 8:07PM

Review and Approval:

Route Internally
Route Externally

Preview Approval

I Submit for Approval I

Internal Contacts/Signers
External Contacts/Signers

Document View Access

iReturn to Document Search

Document Details

Other Document Actions:

Send to Contacts
Refresh Document
Recreate Document
Compare Documents

Deactivate Document

Generation Log
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Key Terms The following key terms are used in this Lesson:

Term

Definition

inferms

L __ Collaboration An optional function used when creating contract documents to
share and track edits to documents across internal and external
collaborators.

Supplier Organizations that are actively doing business or have done

business in the past with the County, or otherwise receiving
payments from the County. Supplier data is used in the following
transactions: Sourcing Opportunities (RFPs, RFQs, etc.), contracts,
requisition, purchase order entry, receiving/returning goods,
voucher entry, payments for goods/services purchased.

Transactional
Purchasing
Contract

System-entered contract data against which the user can reference
and enforce contractual agreements, such as contracted items,
guantities, and prices on procurement transactions. This type of
contract is created and maintained within the Purchasing or
Supplier Contract Management modules.
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Lesson 1: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

User Productivity Kit (UPK).

Please refer to Activity 6 on the SCM 205 Training Activity Guide and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. Instructors will explain how to log into
INFORMS.

Users will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.
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1. Digital signatures for Supplier Contracts in INFORMS can be obtained through which

Debrief of the following services:

a. Adobe Sign
b. Beta eSig
c. Capterra
d. Docusign

2. True or False? Collaboration on Supplier Contracts can be done both internally and
externally.
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Lesson 1: Lesson Summary

Now that the users have completed the Create Purchasing Contract, Sourcing Contract and
Ad-Hoc Document lesson, users should be able to:

e Create an Ad-hoc Document
e Create a Sourcing Contract
e Create a Purchasing Contract
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Introduction

Lesson 2: Collaborate on Documents
At the conclusion of this lesson, participants will be able to:

e Collaborate on Supplier Contract Documents

inferms
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Lecture 1:
Collaborate
on
Documents

Lesson 2: Collaborate on Documents

« Create Contracts and -
= Documents

Document Management

T Worklist

2. Select the appropriate work item.

Workligt for MD_SC_COLLAE_TEAM_MEMBER_01: MD_SC_COLLAB_TEAM_

inferms

1. Navigate to the Worklist page: Financials / Supply Chain (FSCM) tile > Supply Chain
Operations tile > Supplier Contracts Center > Worklist

New Window

The Collaboration function is used when creating contract documents to share and track
edits to documents across internal and external collaborators.

Collaboration is initiated when the Route Internally process is initiated as discussed in the
previous lesson. The selected collaborators can access the document using the Worklist.

< Finance ! Supply Chain (FSCM) Worklist

Worklist Filters v Fee

Work Item Worked By Activity Priority Link
MD_SC_CTL_ADMIN_01 Collaboration Review Document Maintenance ~ W Mark Worked
BU_MD_SC_CTL_CONTRACT_ADMIN  08/21/2020 Collaboration Review Document Maintenance R e Mark Worked
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Lesson 2: Collaborate on Documents

3. The Document Management page is displayed. Review the header information, then

Lecture 1: select Edit Document.

Collaborate

or

Documents

Document Management

Return to Document Search
SetlD MDC Ad Hoc ID MODOD00025

Contract Style  Adhoc Document
Document Type  Mod Recommendation
Description  TST
Administrator MD_SC_CTL_ADMIN_01

FINAMCE DEPARTMEMNT
Sponsor  MD_SC_COLLAB_TEAM_MEMBER_01 Department  FNO0000000
Begin Date  09/08/2020 Expire Date
Version 0.00 Created On  09/09/20 11:39PM Document Details
Status  Pending Collaboration Last Modified On  09/10/20 2:47AM

This document requires your feedback. Review document, then enter and save comments. When done select Mark as Reviewed.

~ Collaboration Comments

Add Collaboration Comments

izl
e
Save Mark as Reviewed
View and Edit Options: Review and Approval: Other Document Actions:
View Document Generation Log
I Edit Document I

Add Attachmenis/Related Documents
Document Modification Summary
Document Version History

4. Edit and save the Word document to the local hard drive.

5. Check In the edited document.

View and Edit Options:

View Document

Check In

Cancel Check QOut
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Documents

Lesson 2: Collaborate on Documents

6. Enter Comments as desired.

inferms

Check In Document

then be prompted to enter the filaname.

SetlD MDC

Version ® Minor Versi

on [0.01)

' Major Version (1.00)

Ad Hoc ID  MOD0000025

Select the desired versioning opficn and enter a brief description describing the changes. Select the OK button fo proceed and you will

*Comments |Checkin commenis|

12

OK Cancel

237 characters remaining

7. Inthe Check in Document popup window, select the file that was saved earlier and then

select the Upload button.

Check In Document

Upload

Choose File | MDC_MOD0C000025_0.00.xm

Cancel

K

Help

8. Once the document is uploaded, select Mark as Reviewed.

Save

Add Collaboration Comments

Check in comments

Mark as Reviewed

View and Edit Options:
View Document

Edit Document

Add Attachmenis/Related Documents

Review and Approval:
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Lesson 2: Lesson Summary

Now that the users have completed the Collaborate on Documents lesson, users should be
able to:

e Collaborate on Supplier Contract Documents
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Introduction

Lesson 3: Negotiate Supplier Contract Document
At the conclusion of this lesson, participants will be able to:

e Negotiate Supplier Contract Documents

inferms
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Lesson 3:
Introduction

Lesson 3: Negotiate Supplier Contract Document

Steps for Negotiating a Supplier Contract Document

1
2
3
4
5.
6
7
8
.

10.
11.
12.
13.
14.
15.

Create Supplier Contract.

Amend Supplier Contract.

Make document available for supplier to review.

Send document to supplier (supplier portal or email).

Receive draft contract and review.

Follow contract acceptance/update process and return to supplier.

Receive updated draft from supplier.

Receive updated status, review and incorporate comments, changes, as appropriate.
If Collaboration is Yes, Go to task number 12.

If No, Go to task number 9.

Prepare and route for external/internal signatures before approval, if needed (portal
option for supplier).

If Action is Refresh reference variables and update new values on document, Go to task
number 10.

If Action is Regenerate document, Go to task number 11.

If Action is Prepare for signatures, Go to task number 13.

If Action is Approve Supplier Contract, Go to task number 14.

If Action is Deactivate document, Go to task number 15.

Refresh reference variables and update new values on document.
Regenerate Document

Create Supplier Contract

Prepare for Signatures

Approve Supplier Contracts

Deactivate Document
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Lesson 3: Negotiate Supplier Contract Document

Key Terms The following key terms are used in this Lesson:

Term

e Collaboration

Definition

An optional function used when creating contract documents to
share and track edits to documents across internal and external
collaborators.

inferms

Collaborators

Internal or external users, other than the primary owner of the
contract, who can review or change contract documents.
Collaborators can be added or deleted by document owners at any
time.

Contract
Document

A textual document the user can associate with a transactional
purchasing contract, solicitation or a Purchasing. Contract
Documents are signed agreements that bind buyers and suppliers
to specific terms and conditions.

Digital Signatures

Cryptographically-based signature assurance schemes that are tied
to users by a digital identity certificate. INFORMS Supplier Contract
Management supports the ability to lock down the Microsoft Word
version of a contract and prepare an equivalent and separate PDF
file that the system uses to capture signatures only. The users can
capture signatures at any time.
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Lesson 3: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

User Productivity Kit (UPK).

Please refer to Activity 3 on the SCM 205 Training Activity Guide and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. Instructors will explain how to log into
INFORMS.

Users will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.
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Lesson 3: Training Exercise
1. True or False? Collaboration is required for all Contracts.

2. True or False? Collaborators can be both internal MDC users and External Suppliers.
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Lesson 3: Lesson Summary

Now that users have completed the Negotiate Supplier Contract Documents lesson, users
should be able to:

e Negotiate Supplier Contract Documents
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Lesson 4: Approve Supplier Contract Document
Lesson 1: At the conclusion of this lesson, participants will be able to:

Introduction e  Submit a contract document for approval
e Approve a contract document

inferms
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Lecture 1:
Submit for
Approval

Lesson 4: Approve Supplier Contract Document
Once all collaborators and suppliers have reviewed the document as needed, the contract
can be submitted for approval. The document will automatically be routed to the first
approver, and then to subsequent approvers as designated in the approval workflow. The
originator and approvers also have the ability to add an Ad-hoc approver/reviewer to route
the document to individuals who are not in the workflow.

1. Navigate to the Document Management page: Finance / Supply Chain (FSCM) tile >
Supply Chain Operations > Supplier Contracts Center > Document Management

2. Select Find an Existing Document.

' < Supply Chain Operations Supplier Contracts Center

New Window Help | Personalize Page
. Create Contracts and

| Documents Add a Document

Contract Entry Source Transaction | Ad Hoc w

*SetlD |MDGC Q
Document Management

“Ad Hoc ID | NEXT

My Document Preferences

“Description
l_'; Monitor and Update Agreements v “Contract Style ~
. . “Document Type -
‘e Manage Contract Library ~
[ Add|a Document l Copy Document Import Document Find an Existing Document
7] Contract Releases Processes ~

3. Enter the search criteria, or just select Search to find all documents. Select the link in the
Search Results section to open the Document Management page.

» Additional Search Criteria
l I Clear Save Search Criteria Keyword Search
Search Results
5 Q
Documents Details Iy
Document Keys Description Eocgment Amendment Document Status
arsion
MDC / GRP0000044 Training 1.00 0 Draft
MDC / GRP0O0D00042 UAT Test Don 0.00 0 Draft
MDC / 0000000036 This s a test simulation 1.01 0 gg::g?n‘g%‘:ﬂiew

80



End-User Training Guide — SCM 205: Departmental Supplier Contract Management l.'}.:l .g rm'?
Lesson 4: Approve Supplier Contract Document

4. Confirm that the Status is Collaborated, Pending Review and check the Collaboration

Lecture 1: Comments.

Submit for
Approval

Document Management

SetlD MDC Cont
Supplier AUTO ELECTRIC SERVICE INC
Contract S5tyle  Purchase Order
Document Type  Form of Agreement
Description  This is a test simulation

Administrator MD_SC_CTL_ADMIN_01

sponsor  MD_SC_COLLAB_TEAM_MEMEBER_01 Depg
Version 1.04 Creg
I Status  Collaborated, Pending Review Last Modi

Finalize Collaboration

This document is ready for final review. Please review and accept any changes mi

I * Collaboration Comments I

[MD_SC_COLLAB_TEAM_MEMBER_01 2020-09-22-03.02.16.000000]
Check In: Centract Updated

5. Select Finalize Collaboration. Approval options will display.

Version 1.04 Creg
Statuz Collaborated, Pending Review Lazt Modi

Finalize Collaboration
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Lesson 4: Approve Supplier Contract Document
6. Select the Preview Approval button to view the Approval Path.

Review and Approval:

Route Internally

Route Externally

Preview Approval

Internal Contactz/Signers
External Contacts/Signers
Document View Access

Submit for Approval

inferms

The Approval Path is configured to meet the requirements of each Department. The
document is automatically routed to each approver in turn. This tool can be used to check

the approval status at any time.

7. Select Submit for Approval. This will initiate the workflow and route the document to
the first user in the approval path. Save the page.

Document Approval Status

SetlD MDC
Supplier

{"w!Review/Edit Approvers

SC |SD Central Procurament
MDCi0000000036 :Initiated
150 Procurameant
Mot Routed
MD_SC_CTL_ADMIN_02
& User Manager
Uszar Departments

HNot Routed
MD_SC_CTL_ADMIN_ 02
) User Manager

Preview Approval

Return to Document Management

Contract ID

AUTO ELECTRIC SERVICE INC

Not Routed
# Multiple Approvers
) SC Manager

0000000036

[#]5tart Mew Path

Mot Routed

Multiple Approvers

& SC Analyst

Submit for Approval
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Lesson 4: Approve Supplier Contract Document
8. The Approval path does not automatically update. To view it after submitting, select

Lecture 1: .
. the Return to Document Management link.
Submit for
Approval
Preview Approval Submit for Approval
F-!etLlrn to Document Management I

9. Select the Approval Details link in the Review and Approval section.

Review and Approval:
Approval Details |

Internal Contacts/Signers
External Contacts/Signers
Document View Access

10. The first approver has changed from Not Routed to Pending.

o Note: Some approvals can be done in parallel and some approvals must be done in a
linear manner. When an approval path is done in a linear manner, subsequent
approvals will be marked as “Not Routed” until the previous required approvals are
complete. When an approval path is done in a parallel manner, parallel approvers will
be marked as “Pending” and are not dependent on each other before one approver
can proceed.

SC ISD Central Procurement

. . @View/Hide Comments
MDC/0000000036:Pending [#]Start New Path
15D Procurement
Pending Not Routed =l Not Routed Not Routed
MD_SC_CTL_ADMIN_02 | [#] Khan Adil [+ Multiple Approvers | _[#] Multiple Approvers | _[]
CL) User Manager @ Inserted Approver @ SC Manager @ SC Analyst

User Departments

Pending
MD_SC_CTL_ADMIN_02 | )
@ User Manager

Comment History
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1. Navigate to the Pending Approval worklist. The number in the lower right corner shows

Lecture 2: .
how many approvals are Pending.

Approve

Contract

Docu me nt Finance / Supply Chain (FSCM) Approvals Budget Scorecard
L | ﬁ‘@ "
xSy @ [1H]

2. Select the desired approval from the list.

< HOME Pending Approvals

View By | Type -
i3 | 1
All
W Supplier 1 Supplier MDC / 0000000012 Walker, Richard

3. The Document Management page is displayed. Select View Document to review the
contract document.

- ) inferms

< upplier Contracts Center Document Management

New Window | Help | Personalize Page

Document Management

SetlD  MDC Contract D 0000000036 Return to Document Search

Supplier  AUTO ELECTRIC SERVICE INC
Contract Style  Purchase Order
Document Type  Form of Agreement
Description  This is a test simulation

Administrator Jane Doe
STRATEGIC PROCUREMENT (SP)

Sponsor  John Smith Department  |DO&000000
Version 1.04 Created On  08/21220 3:34AM Document Details
Status  Pending Approval Last Modified On  09/28/20 11:45PM

This document requires your approval. Review the document as directed, then select Approve or Deny

| Approve | | Deny

View and Edit Options: Review and Approval: Other Document Actions:

I View Document I

Add Attachments/Related Documents

Document Version History

inferms
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Contract
Document
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Lesson 4: Approve Supplier Contract Document
4. The document will open in a separate MS Word window. Review the contract, then Close
the Word window.

AutoSave

File Home Insert

= MDC_MODOD00036_0.02 - Read-.. - Saved + yol Joren, John Harald C. (Accenture) (1) &l

Design Layout

Miami-Dade County, FL

References Mailings Review View Smart View Help 1t Share 1 Comments

Title
Contract No.

RFP No. 00000

(This is the form of agreement the County anticipates awarding to the selected Proposer.)

THIS AGREEMENT made and entered into as of this 5" day of October by and between ABC
Corp , a corporation organized and existing under the laws of the State of Florida, having its
principal office at 100 Main Street (hereinafter referred to as the "Contractor"), and Miami-Dade
County, a political subdivision of the State of Florida, having its principal office at 111 N.W. 1st
Street, Miami, Florida 33128 (hereinafter referred to as the "County"),

5. On the Document Management page, select Approve. This will open a confirmation

page.

< Supplier Contracts Center

Document Management

e

SetlD

Supplier
Contract Style
Document Type

Description

Document Management

MDC

Contract Ip 0000000036

AUTO ELECTRIC SERVICE INC

Furchase Order
Form of Agreement

This is a test simulation

Administrator Jane Doe

Sponsor  John Smith

Version 1.04
Status  Pending Approval

Department  1D08000000

Created On 09/21/20 3:34AM
Last Modified On  09/28/20 11:45PM

This document requires your approval. Review the document as directed, then select Approve or Deny.

Deny

Mew Window | Help | Personalize Page |

Retum to Document Search

STRATEGIC PROCUREMENT (SP)

Document Details
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Lecture 2: 6. On the Confirmation page, select Approve.

Approve Approval Confirmation
CO ntra Ct ¢ This Document Will Be "Approved”. Press "Approve” to Confirm or "Cancel” to return without approving.
Document

... Approve | Cancel

~ Review/Edit Approvers

SC ISD Central Procurement
@ Request Information

MDC/GRP0000044:Pendin
g [#]Start New Path
15D Procurement
Pending Not Routed Not Routed
MD_SC _CTL_ADMIN_02 Iultiple Approvers Iultiple Approvers
@ Userﬁ'lanaic; - - _E_' SCMaEagerpp _E_’ =) SCAnEI)ysI op _E
User Departments
Pending

MD_SC_CTL_ADMIN_02
@ Us&rﬁl‘lanaﬁf;: - - _E

7. The Approval path is updated, and the document is routed to the next approver.

¥ Review/Edit Approvers

SC ISD Central Procurement
MDC/GRP0000044: Pending

|50 Procurement

[#]Start New Path

Approved Pending Not Routed
MD_SC_CTL_ADMIN_02 | IVultiple Approvers Ivlultiple Approvers
v User_P.ﬂanaEeLl: - - _’ @ SCMaEagerpp o & SCAngysl PP s
09/25/20 - 10:14 AM
JUser Departments
Approved

MD_SC_CTL_ADMIN_02
¢ User Manager
0%/25/20 - 10:14 AM
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Lesson 4: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

User Productivity Kit (UPK).

Please refer to Activity 4 on the SCM 205 Training Activity Guide and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. Instructors will explain how to log into
INFORMS.

Users will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.
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Lesson 4: Training Exercise
1. True or False? All approvals must be done in a linear manner meaning two

Debrief approvers cannot approve a document at the same time.

2. True or False? Adding an Ad-Hoc reviewer to the approval path requires the Ad-Hoc
reviewers’ approval before the document can be approved.
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Lesson 4: Lesson Summary

Now that the users have completed the Approve Supplier Contract Document lesson, users

Lesson
Summary should be able to:
n e Submit a contract document for approval
¥ e Approve a contract document
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Lesson 5: Execute Supplier Contract Document
Lesson 5: At the conclusion of this lesson, participants will be able to:

Introduction e Dispatch Supplier Contract Document
e Execute Supplier Contract Document

inferms
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Lecture 1:
Dispatch
Supplier
Contract

Lesson 5: Execute Supplier Contract Document

O Al statuses

» Additional Search Criteria

Search Results

Clear

B Q
Documents Details | I
Delete Document Keys

MDC I GRP0O000152

MDC / 00000000

MDC / 0000000004

O Draft/Collaborated
O Pending Internal Collaboration/Review
O Pending External Collaboration/Review

Save Search Criteria

Description

79 test

MDC / 0000000001 test

LOTUS SOFTWARE

TEST

Document
Version

0.01

0.00

0.00

0.00

O Pending Approval

Approved
O Dispatched
Keyword Search
Amendment Document Stal
1] Approved
0 Approved
1] Approved
0 Approved

inferms

After a contract document has been approved the document will be routed to signers for
signature. The contract document must have all signatures to be executed. If signatures are
missing, the contract can be routed again.

The contract document may contain wet and digital signatures. After all parties sign the
contract, the document is dispatched to the suppliers. After a document is executed,
transactions such as Requisitions and Purchase Orders can be processed against the
contract. Once executed, contracts are available for amendment. The user designates the
different types of Delivery Method, File Type, Contacts and the Subject and Description of
the Execution in the Dispatch procedure.

Navigate to the Document Management page: Finance / Supply Chain (FSCM) > Supply
Chain Operations > Supplier Contract Center > Document Management.

Select Find Existing Document then search for sample contracts that are already
approved (This to execute a dispatch for the supplier contract document).

3. Select any of the approved documents. Select Dispatch button once user has been
transferred from the Document Management Page.

Document Management

SetlD

Supplier
Contract Style
Document Type
Description

Administrator

Sponsor

Version

Status

MDC

Group Contract Multiple Supplier

Request to Qualify
Form of Agreement

LOTUS SOFTWARE

MD_SC_CTL_CONTRAGT_ADMIN

0.01
Approved

Dispatch

Contract ID GRF0000168

Department

Created On  06/29/20 1:22PM
Last Modified On  07/06/20 1:54PM
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Lesson 5: Execute Supplier Contract Document
4. Set up the dispatch execution by filling and selecting the different types of Delivery

L?Cture 1: Method, File Type, Contacts and the Subject and Description of the Execution. Then Select
Dispatch oK.

Supplier

Co nt r‘a Ct MIAM S
Dispatch x

Help
SetlD MDC ContractID  GRP0000054
Supplier  Group Contract Multiple Supplier

Version 1.03 Files To Be Sent

Administrator Bandhu, Janice

Current Document

O Attachments
Related Documents

Email BANDHUJ@miamidade.gov
“Delivery Method { Email v

Send as File Type | Adobe PDF v Preview PDF [ Setto Checked Out

The Send a File Iyne oplion anly appies lo Email Delivery Melhod and vinen signature document is not Send Copy to Administrator
avaiable. Othervise, the prepared signature document will be sent regardiess of il iype specified here.

Subject:
Documents for Review - Contract ID: GRP0000054
Description:
This email contains documents for contract: MDC / GRP0000054 &
¥
Contacts
B Q 1-10f1 v
Selected ContactID  Name Title Email ID Description

¥ Attachments
B Q
| Files ‘ | Description 113
Selected Origin ?.;p";"‘e’“ File Name Title
Document test docx test
OK | Cancel
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Lesson 5: Execute Supplier Contract Document

Execute a Supplier Contract

1. The contract status is now “Dispatched”, and the Execute Contract button now appears.
Select the Execute Contract button to execute supplier contract document.

Version 0.01
Status  Dispatched

I Execute Contract I

Created On  08/2920 1:22PM

Last Modified On  10/07/20 1:16PM

2. The purchasing contract status is now set to Executed.

Document Management
SetiD MDC
Supplier Group Contract Multiple Supplier

Contract Style Request to Qualify
Document Type Form of Agreement
Description LOTUS S0FTWARE
Administrator MD_SC_CTL_CONTRACT_ADMIN

Sponsor

Version 0.01

Statuz Executed

Reset to Dispatch

Create Amendment

Contract Ip GRP0000163

Department

Created On  06/29/20 1:22PM
Last Modified On  10/07/20 1:19PM
Executed On 10407720 1:19:12PM
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Lesson 5: Execute Supplier Contract Document

The following key terms are used in this Lesson:

Term

Definition

inferms

Agreements Agreements, also called deliverables, provide a mechanism to
define and manage internal and external agreements for the
contract.

Contract A textual document the user can associate with a transactional

Document purchasing contract, solicitation or a Purchasing. Contract

Documents are signed agreements that bind buyers and suppliers
to specific terms and conditions.

Digital Signatures

Cryptographically-based signature assurance schemes that are tied
to users by a digital identity certificate. INFORMS Supplier Contract
Management supports the ability to lock down the Microsoft Word
version of a contract and prepare an equivalent and separate PDF
file that the system uses to capture signatures only. The users can
capture signatures at any time.
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Lesson 5: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

User Productivity Kit (UPK).

Please refer to Activity 5 on the SCM 205 Training Activity Guide and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. Instructors will explain how to log into
INFORMS.

Users will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.
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Lesson 5: Training Exercise
1. True or False? A user will need to execute a contract after the dispatched contract

Debrief
has been received back from the Supplier.

2. True or False? A wet signature from the Supplier will still be required on all Supplier
Contracts created even if the Supplier has signed the document electronically.
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Lesson 5: Lesson Summary

Now that the users have completed the Execute Supplier Contract Document lesson, users

Lesson
Summary should be able to:
n e Dispatch Supplier Contract Document
{ e Execute Supplier Contract Document
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Lesson 6:
Introduction

Lesson 6: Amend Supplier Contract Document
At the conclusion of this lesson, you will be able to:

e Amend Supplier Contract Document

inferms
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Lesson 6: Amend Supplier Contract Document

A contract document amendment is an update to an existing executed contract document.

Supplier Contract Management provides three options for processing amendment updates.

INFORMS generates and manages document processing based on an amendment option.

Available Amendment options include the following:

Lesson 6:
Introduction

1. Amend Contract Only
2. Amend Contract with Amendments
3. Amendment Files Only

The Amend Contract only option supports a single-document process used to make
changes to the original document that has been executed. INFORMS makes a new copy of
the executed document at the beginning of the amendment process.

The Amend Contract with Amendments option supports a two-document process to make
changes to both the original executed document and a newly created amendment file. A
new amendment file is created for each amendment cycle, and it is possible to
automatically update the amendment file using updates made to the amended document.

The Amendment Files only option supports a single-document process used to make
changes to a newly created amendment file. INFORMS creates a new amendment file for
each amendment cycle. The amendment file will automatically be updated with changes
made to the original document by the amendment configurator. After all the updates are
made, the draft version of the amendment is generated using the selected configurator.
Any existing documents that are no longer applicable can be deactivated. Documents can
be brought back into service by reactivating them.

99



End-User Training Guide — SCM 205: Departmental Supplier Contract Management l.’:l' ."]. n .l E.

Lesson 6: Amend Supplier Contract Document

Lesson 6: This process flow illustrates the processes that are used to create an amendment:

Introduction

Amend Contract Only Process

Original
Document

Amend Contract With Amendments Process

Original
Document

Amendment Files Only Process

Original
Document

Figure 1: Business Process for Amendments of Contractors
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Lecture 1:
Amend
Contract
Document

2.

3.

Lesson 6: Amend Contract Document
Navigate to the Document Management page: Finance / Supply Chain (FSCM) > Supply
Chain Operations > Supplier Contract Center > Document Management.

On the Find an Existing Value tab, search for a contract. Ensure the Set ID is MDC, and in
the Contract Process Option select Group Multi Supplier.

"‘”"@ T U'lf&HHS

i

< Supply Chain Operations Supplier Contracts Center

New Window | Help |

= Create Contracts and
LERLIITE Contract Entry

c m I Enter any information you have and click Search. Leave fields blank for a list of all valuss.

Document Mansgement Find an Existing Value | Keyword Search | | Add 2 New Value

My Document — Search Criteria

— . SetiD | = [+ MDC Q
7% Monitor and Update Agreements v

Contract ID | begins with[~]

% Msnage Contract Library v
Contract Version | = ~
71 Contract Releases Processes
Version Status | = ] 2]
] Worklist
Contract Style | begins with|v| Q
IComract Process Option | = ] Group Mulfi Supplier ] I
Short Supplier Name | begins with[%] Q
Supplier Name | begins with| ] Qa
Master Contract 1D | begins with[+] a

Description | begins with[]

Ocase Sensitive

| Search I Clear | BasicSesrch A" Save Search Griteris

Find an Existing Value | Keyword Search | Add a New Valus

Select Search and select one of the Approved contracts.

Clear | Besic Search F' Save Search Criteria

Search Results

Only the first 300 results cen be displayed

View All 1-1000f 300 [v
. Contract . Master
Contract Version Short Supplier . Expire  Contract -
SetlD Contract ID e e Contract Style I'-“Jme_ess Supplier ID e Supplier Name = = CDI;;EE‘( Description
MDC | Z00D28AR 1 Current | Construction Grp Multi | MDMULTIFLE | MDMULTIPLE-001 | Group Coniract Multiple Supplier| 12/0412020| Open  (bisnk)  COMSTR.OF THE LARCEN
MDC | 200088 1 Current | Professionsl Svcs. Agreement | Grp Mulfi | MDMULTIPLE | MDMULTIPLE-D01 | Group Contract Mulfiple Supplier| 10/08/2020 | Approved | (bisnk)  PSA DESIGN SVCS FOR R
MDC | 2000176 1 Current | Construction Grp Multi | MOMULTIPLE | MDMULTIPLE-001 | Group Cantract Multiple Supplier| 0172002021 | Approved | (bisnk) | DESIGN & BUILD N HIALEA

inferms
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Lesson 6: Amend Contract Documents

Lecture 1: 4. The Contract Entry page displays. Select the New Version button to amend the contract.

Amend ) ST inferms
CO n t ra Ct ¢ Supply Chain Operations Supplier Contracts Center
D o C u m e n t i Contract | Contract Details Additionasl Detsils Inswrance Details |
Contract Entry
Contract
SetiD  MOG

|| Authored Document
ContractID RTQ-01404

P mer Authored Status Msintain Document
Process Option  Group Multi Supplier Document Version  0.00 Sponsor
*Status | Approved [+] Amendment 0 Department
Created Dateftime Last modified date

Description  TRAINED CANINES AND TRAINING
AdministratorBuyer BANDHLU Bandhu, Janice

Expire Date  12/31/2024 Status  Cumrent

Document Administrator

5. A warning message appears. Select Yes to create a new Draft.

Contract must be s=ved before = Draft can be created. (10400,577)

Contract must be saved before a Draft can be crested.  Hit es to proceed with Saving the contract and cresting a Draft version. Hit Mo to cancel out and continue working with the Current wersion.

6. A Reason Code popup appears. Select the Reason Code field to look up the code.

Reason Code Page x
Help
Enter a reason code and comment for making changes that are being tracked.
el MDC ContractID RTQ-01404
Reason Code | xl : I
Comment |Correct UOM ltem 5 12k

[ Use Same Reason Code

| oK | Cancel Refresh
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Lesson 6: Amend Contract Document
7. Select the Reason Code OTHER from the list.

Lecture 1:
Amend Look Up Reason Code x
Contract Help
Document SetiD MDC

Reason Type Frocurement Contract

Reason Code | begins with[] ||

Description | begins with|~|

| Search | Clear Cancel Basic Lookup

Search Results

View 100 1-3 of 3[+]
Reason Code Description
OTHER Cither reason
PRICE_INCR Price Increase
REMEWAL Contract Renewal

8. On the Reason Code page, enter the details of the amendment in the Comment field,
then select OK.

Reason Code Page x
Help
Enter a reason code and comiment for making changes that are being tracked.
et MDC ContractID  RTQ-01404
Reason Code |QOTHER Q

Comment |Enter the reazon for amendment TR

[ Use Same Reason Code

OK Cancel Refresh
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Lesson 6: Amend Contract Documents
9. The Contract Entry page displays. The Status defaults to Open. Changes can now be

inferms

Contract

| Contract

Coniract Detsils | Additional Details |

Contract Entry

SetlD MDC
ContractID RTQ-01404
*Contract Style |Request to Qualify Q

Process Elion Grqu Nulti SLIE“EF

*Status | Open ﬂ

Description | TRAINED CAMINES AMD TRAIN

* Authored Document

Authored Status

Document Version
Amendment
Created Dateftime

Document Administrator

0.00

10. Select the Expire Date calendar option and extend it out one year. Select Save after
changing the date.

CXTE UaE | 143 2025 |
Approval Due Date Calendar
ecembel W [ W
Renewal Date P r J
Currency |USD Q e el UL
1 2 3 4 5 @
Rate Type |CRRNT Q
T 8B 8 10 11 12 13
14 15 16 17 18 18 20
* Related Contracts 21 22 23 24 25 XM T
Add Related Confract 22 29 30| N
Current Date
Save Return to Search Motify Re
Caontract Contract Details | Additional Details

11. Select the View Changes link on the Contract Entry page - The Change Field for Contract
Header page displays in a new tab.

Version 2

Status  Draft

Edit Comments
Activity Log
Group Confract Surmmary

Contract Header Agreement
Thresholds & Motificetions

Delete Version
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Lesson 6: Amend Contract Documents
12. Select the Changed Field lookup for the Contract Header row.

inferms

| Contract Header ||

SeliD  MDC

M Contract Header
PO Defaults
kA Price Adjustments

Thresholds and Notifications

ContrsctLine | | Gonirsct Category I Hesader Agreemsnt

ContractID RTQ-01404

Check the records you wish to view, and opficnally, select a field on that record.

Line Agresment

Catagory Agreement

Changed Field || Q|
Changed Field Q
Changed Field Q
Changed Field Q

13. In the Look Up Changed Field window, select the Field Name.

Look Up Changed Field

Help

Field Name | begins with[]| |

Field Long Name | begins with[v]

lﬁl Clear

Saarch Resulis

View 100

Field Name
ADJ_BEFORE
ALLOW MC_PO
ALLOW _OPEM_ITEM
ALL SUPP_LOGC
AMT_CNTRCT_MaX
BUSINESS _|LIMIT_AP
BUWER_ID
CHTCT_SEQ_MUM
CHNTRCT_AUTO DFLT
CHNTRCT_BEGIN_DT
CHNTRCT_GF_LOCK
CHNTRCT_CORP_FLG
CHNTRCT_DISF_MTHD

CNTRCT_EXFIRE_DT

Cancel Biasic Lookup

1-55 of 55[>]

Field Long Name

Adjust Supplier Pricing First

Allow Mulficurrency PO

Allow Open ltem Referance

Include All Locations
scdmum Amount
AP Business Linit

Buyer

Contact Sequence Mumber
Automatic Contract Default

Contract Beginning Date

Lock Chartfields

Corporate Contract

Caontract Dispatch Method

Expire Date

CNTRCT_EXFIRY_FLG

Send Date’Amount Motification
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Lesson 6: Amend Contract Documents
14. Select the Search button on the Changed Field for Contract Header page.

search to view the resulis.
Modified By Q
Reason Code Q
From Date l"‘ To Date r-..
WVersion From Q Version To Q
Search Clear Expand All Collapse All

15. The changes made on the Contract Header will be listed in the Results panel.

¥ Contract Header

moQ 1-20f2

Version Sequence Change Typs  Description Value Modified By Last Changed Reason
1 a Crriginal Change Crder Source anL EANDHL OBIDE/D 10:43:51AM OTHER
1 1] Criginal Expire Date 1203112024 BANDHL OBI0E/20 10:43:51AM OTHER

16. To return to the Contract Entry page, close the Contract Change History browser tab.

23 Add/Update Contracts I@ Contract Change History X I'—
File Edit Wiew Favorites Tools Help
i)

Contract Change History

moQ

17. Select the Edit Comments link to add a comment about the change.

Version 2 Delete Yersion

Status  Draft

Contract Header Agreement
esholds & Motifications

Group Contract Summary
‘Views Changes

MDC Allocations

Custom Fields

inferms
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Lesson 6: Amend Contract Documents
18. Enter the reason for the amendment in the Comment field and then select OK.

Lecture 1:
Amend
Contract
Document

19.

inferms

Contract Comments

Help
SetlD MDC Contract I RTQ-01404 Version 2
Comments Q 1of1[v] Wiew All
Inactivate L o
Enter comment sbout the changs| e
0K Cancel Refresh
L |
Select Save on the Contract Entry page.
METdIED O dTT=
Add Related Coniract
Save Return to Search Motify Refresh
Contract Contract Detsils | Additional Defails
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Lesson 6: Amend Supplier Contract Document

Key Terms The following key terms are used in this Lesson:

Term Definition

L _ Agreements Agreements, also called deliverables, provide a mechanism to

= define and manage internal and external agreements for the
contract.

Contract A textual document the user can associate with a transactional
Document purchasing contract, solicitation or a Purchasing. Contract
Documents are signed agreements that bind buyers and suppliers
to specific terms and conditions.
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Lesson 6: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

User Productivity Kit (UPK).

Please refer to Activity 6 on the SCM 205 Training Activity Guide and Data Sheet.

This activity will be performed individually; users must complete it on their workstation
using the INFORMS training environment. Instructors will explain how to log into
INFORMS.

Users will perform the activity by following the SCM 205 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.
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Lesson 6: Training Exercise
1. True or False? Any user with access to the Supplier Contract module will be able to

Debrief amend contracts.

2. True or False? INFORMS will automatically track changes to a Supplier Contract if it
is amended.
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Lesson 6: Lesson Summary

Lesson Now that participants have completed the Amend Supplier Contract Document lesson,
Summary users should be able to:
n e Amend Supplier Contract Documents

v
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Module 5: Course Summary
Course The Course Summary module covers three topics:

Summary e Course Content Summary
. e Additional Training and Job Aids

Y e Course Evaluation
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Module 5: Course Summary

Objectives  Congratulations! Users have completed the Departmental Supplier Contract Management
Achieved course. Users now should be able to:

a e Understand the End-to-End Process for Departmental Supplier Contract Management
{ e Overview of Group Multi Supplier Contracts
e Set up Purchase Order Contracts

e Relate PO contract to allocation

e Manage Contract Deliverables

e Set up Contract Releases

e Understand Document Management
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Additional
Training
and Job
Aids

Module 5: Course Summary

Users also have the following resources available:

User Productivity Kits

Approve Supplier Contract Document

Author a Contract Document

Create Procurement Contract and Relate to GMS
Negotiate Supplier Contract Document

Execute Supplier Contract Document

Amend Supplier Contract Document

Manage Supplier Contract Standard

Job Aids

N/A

For additional Information, be sure to visit:

Miamidade.gov/informs

inferms
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Module 5: Course Summary
Key Terms The following key terms are used in this course:

L\/ Term Definition

Agreements Agreements, also called deliverables, provide a mechanism to define
and manage internal and external agreements for the contract.

An amendment is a formal or official change made Supplier

Amendment
Contract.

Collaboration An optional function used when creating contract documents to
share and track edits to documents across internal and external
collaborators.

Collaborators Internal or external users, other than the primary owner of the
contract, who can review or change contract documents.
Collaborators can be added or deleted by document owners at any
time.

Contract Brief detail regarding the abouts of the contract.

Description

Contract A textual document the user can associate with a transactional

Document purchasing contract, solicitation or a Purchase Order. Contract

Documents are signed agreements that bind buyers and suppliers to
specific terms and conditions.

An Assigned ID for each contract to improve traceability and unique

Contract ID
to each contract.

Contract Style Purchase Order, Sourcing and Ad-hoc are examples of Contract Style

Digital Signatures | Cryptographically-based signature assurance schemes that are tied
to users by a digital identity certificate. INFORMS Supplier Contract
Management supports the ability to lock down the Microsoft Word
version of a contract and prepare an equivalent and separate PDF
file that the system uses to capture signatures only. The users can
capture signatures at any time.

Is a commercial document that itemizes and records a transaction

Invoice
between a buyer and a seller.
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Module 5: Course Summary

The following key terms are used in this course:

Term

Definition

Organizations that are actively doing business or have done business
in the past with the County, or otherwise receiving payments from
the County. Supplier data is used in the following transactions:

i

Supplier Sourcing Opportunities (RFPs, RFQs, etc.), contracts, requisition,
purchase order entry, receiving/returning goods, voucher
entry, payments for goods/services purchased.

Supplier ID An As.signed ID for each Supplier for traceability and unique to each
supplier

Threshold A limit at a specified amount in the contract that could trigger an

alert or notification

Transactional
Purchasing
Contract

System-entered contract data against which the user can reference
and enforce contractual agreements, such as contracted items,
guantities, and prices on procurement transactions. This type of
contract is created and maintained within the Purchasing or
Supplier Contract Management modules.
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