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PURPOSE AND DESCRIPTION 

 

Purpose 

This document explains the key activities involved in analyzing an event by Group. It provides 
an overview of the sub-processes involved, as well as step-by-step procedural guidance to 
perform the activity.  
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ANALYZING AN EVENT BY GROUP 

 

Step Action 

1.  Navigate to Finance / Supply Chain (FSCM) > Supply Chain Operations > Buyer 

2.  

Select Manage Sourcing Events option in the navigation pane. 

 

3.  

Select the Event Workbench object in the navigation pane. 
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4.  

Input the applicable search parameters and select the Search button. 

 

5.  

Expand the Legend menu. 
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6.  

Select the Analyze Bids button. 

 

7.  

Select the applicable option from the Contract Set-Aside drop-down. 
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8.  

Select the applicable option from the Contract Amount drop-down. 
Note: This amount should initially be derived from the lowest raw bid. 

 

9.  

Note: Select the Go To: dropdown to view merged files and view vendor files 

 



INFORMS Job Aid: Analyze an Event by Group 
   

 

7 

10.  

[optional] Select the Expand section Bid Analysis and Display Options button. 
Select the applicable Sort Bids By and Sort Order options. Then select the Analyze 
button. 

 

11.  

Select the Expand section Factors button. 
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12.  

Select the applicable options from the Verification section for each bidder.  

 

13.  

Select the Recalculate button. 
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14.  

Select the Save button. 

 

15.  

Select the Analyze Group link. 
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16.  

Select the ...Analyze Export list item from the Go To.. dropdown. 

 

17.  

Input the applicable details for the Export Recipient. 
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18.  

Select the Save button. 

 

19.  

Select the Tally Export button. 
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20.  

Select the Return to Analyze Event link. 

 

21.  

An email will be sent to the recipient containing an Excel spreadsheet with the bid 
details. 
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22.  

Select the Analyze Group link. 

 

23.  

Select the Analyze link. 
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24.  

Select the applicable option from the Bid Action list for each bidder. 

 

25.  

Enter ‘100’ into the Award by Percent field.  
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26.  

Select the Next Group button. 

 
Note: Repeat steps 26 – 28 for each group. 

27.  

Select the OK button. 
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28.  

Select the Save button. 

 

 


