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PURPOSE AND DESCRIPTION

Purpose

This document explains the key activities involved in awarding a Buy event. 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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AWARD A BUY EVENT

Step Action

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

2. Select Manage Sourcing Events option in the navigation pane.

D) inferms

NewWindow | Help | Personalize Page

Add a Document
Document Management Source Transaction l
" Manage Sourcing Plans v SetD |MDC
“Ad Hoc ID | NEXT

I Create Events: v
1 “Description

R - I Contract Style 0

I Event Respanses ~ Document Type ~

Contracts Setup v m Add a Document Copy Document Import Document Find an Exisling Document

4 Manage Contracts.

4| Purchase Orders v
3. Select Award Events object in the navigation pane.
o inferms
< Supply Chain Operations
" New Window | Help | Personalize Page | &
= Approvals - Add a Document
Documant Management *Source Transaction | Ad Hoc v
1 Manage Soucng Plans v “SetiD | MDC Q
“Ad Hoc ID | NEXT
1 Create Events v
“Description
# Manage Sourcing Events ~ “Contrat Style =
Event History *Document Type ™
Event Workbench m ‘Add a Document Copy Document Import Document Find an Existing Document
Event Details
Tally Sheet
Event Workbench

Create Bidder Response

Award Events I

Aoalyze Events

Manntain Bidder v
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Action

4.

Input the applicable search parameters then select the Search button.

< Supply Chain Operations

7 Approvals
Manage Sourcing Plans

J Create Events

# Manage Sourcing Events
Event History
Event Workbench
Event Details
Tally Sheet
Event Workbench
Create Bidder Response
Award Events
Analyze Events.
Maintain Bidder

Notice of Intent to Award

v
Clear | Basic Search

Enter any informaton you have and click Search. Leave fields blank for a kist of all values.

Find an Existing Value

¥ Search Criteria

Business Unit = |v/ ME x Q

EventD  begins with'¥.

EventRound = v
m EventVersion = |v
Event Format = V|
EventType = V]

Event Name _ begins with v

Event Status = v/

DateTime Finished Vi

Case Sensitive

¥ Save Search Criteri

inferms

Select the Event.

€ Supply Chain Operations

+ Approvals

 Manage Sourcing Plans

] Create Events

# Manage Sourcing Events
Event History
Event Workbench
Event Details
Tally Sheet
Event Workbench
Create Bidder Response
Award Events
Analyze Events
Maintain Bidder

Notice of Intent to Award

Evant Type = v
Event Name  begins with v
Event Status | = v

DateTime Finished = vl

1Case Sensitive

(RBMMERN | Clear | Basic Search B Save Search Crtena

Search Resuits

View All

Business Unit  EventiD EventRound EventVarsion Event Format Event Type Sealed Event

ME 000¢

1 RFI
ME 1 Buy
ME 1 Buy
ME 1 Buy
ME 1 Buy
ME 4 Buy

ME Buy

RFx

RFx

RFx

RFx

RFx

RFx

RFx

N

Event Name
Request for Information ME
st ME
Bedder
Buy/Rix Event complex
ME RFx 2/18

ME RFx 2-18-2021

ME RFx fest 2

1240 24|v|

Event Status  DateTime Finished

Pend RFI

Pend Award

Pend Award

Pend Award

Pend Award

Pend Award

Pend Award

2021 300PM

022472021 4.00PM
02232021 4.00PM
0272372021 4.30PM

21 1.30PM
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Step Action
6. Select Procurement Contract from the Award Type list.
Note: This option will create a child contract that will need to be related to a
parent contract.
Note: Select Purchase Order as the Award Type, for Small Purchase Orders
only.
W Create Events. ¥ ME 0000000060 1
Event Format: Event Type: Currency: Go To:
B N Buy RFx Uso . ]
Event Hisory  Show Award Detalls to Bidders
Event [ Display bids [ Display all bids (] Display bid's total bid price [ Display factors
Event Details
FAMMI-@ LIS
Tally Sheet
- Bidder Name COMPUTERS AT WORK INC Buyer |E27260 Q
Award Type [0 Tarms Q
Create Bidder Response Conmet Syl _'ﬂ
Award Events
Award Number 1
Analae Everts Award Lines
Maintain Bidder mQ CEEE N EET 217
Nolice of ntent o Award v Award o arded Prics  Extended Price
7. Select Purchase Order from the Contract Style list.

Style Descripton | begns i |

Contract Style _ begins with v|

Search Resulls
View 100
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8.

is a Bidder or a Supplier. For any vendor related issues, con
Vendor Outreach and Support Services (VOS Services).

< Supply Chain Operations Buyer

Award Details

Award Details Award Summary Review Constraints

Business Unit: Event ID: Round: Version: Event Name:

o EVNO000729 1 4 Event Line Sample

Event Format: Event Type: Currency: End Date: Status: Status:

Buy RFx Pending Award
usp 05/18/2022 6:45PM EDT

¥ Show Award Details to Bidders

O Display bids O Display all bids O Display bid scores

Award Details (2

Bidder Name METRO DADE SECURITY SYSTEMS INC

Bidder Type _ Supplier

-

Award Type | Procurement Contract ~ sowara Currency [[Event

“Contract Style | Purchase Order

Award Details Review Constraints

Award Summary

Select the desired information in the PO Business Unit field.
Note: The system will not allow posting of the award until the Supplier is fully
approved by Procurement and Finance. The Bidder Type di

O Display bid's total bid price

Total Award 14,500.0000
Award Number 1
Award Lines
H Q
. . Award -
Line item ID Supp/item Rel  Item Description Group ID uom Quanity Awarded Price
1 Economy Folding Chair - Steel Tan EA 250.0000 580000
Pos
Save Return to Search Previous in List Next in List Notify

splays if the vendor
tact Procurement’s

@w Q =

New Window Help Personalize Page

Go To:

O Display

Buyer |E72881

usoD Terms

Select the Post Award button.

< Supply Chain Operations

2 Agpeovals v A Display bids Display al bids Display bid scores Display bid's total bid price Display factors A
| Manage Sourcing Plans v
Award Details 1
] Create Events. v
# Manage Sourcing Evants  ~ Biddar Nama COVPUTERS AT WORK N Bidder Type  Supplier Buyer |E217260 qQ
Award Type | Procurement Contract v Award Currency | Event v UsD Terms Qa
Event Hi
vent History “Contract Style. Purchase Order Q POBusiness Unit M Q
Event Workbench .
b1 Total Award 410000
Event Details m Award Lines
Tally Sheet B a 11001
Award
Event Workbench Line Item ID. Suppitem Rel  ltem Description Group ID VoM Quanity Awarded Pice  Extended Price
Create Bidder Respanse 1 00514041408 ) "I‘“‘:"““‘:'-"' PLASTONE, 112 IN. X 50 YD. ROLL ROL 10000 41,0000 410000 @
Award Events
Post Award
Aaalyze Events
P | s ‘ Retunto Search | PraviousinList | MNextinList | Notify
Aviard Detads | Award Summary | Review Cansiraint v
Notice of Intent to Award
< >
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A
Detls || OerByAmount | feminfomaton | DefautSchedule | ReleaseAmounts || ReleaseQuantiles | Line Groupings | Spend Threshold | I
Line item Description UOM  Category ":'_“‘:’:l'."' Status
1 2 lost0ia0s Q) ABRASIVE, PLASTONE, 112N X580YD. '* B ROL oo o= B Adve X
gl Hie
* Contract Categories
Lines
m Q a1
Detalls || Pricing Opbons | Release Amounts || Spend Theshald | Iy
Line Category Description Status
1 Q =3 - Actve +*
W RetmtoSearch || Notlty | Refresh
(Contract | Additional Details Insurance Details v

Once the post award button is selected, a Contract is created. There are specific areas of the
Contract that a Buyer must update after the Contract is created.
Note: This is specific to Contracts created via Awarded Sourcing events.
1. Uncheck the Corporate Contract checkbox
Add the Business Units in the Corporate Control section
Update the Purchase Order BU defaults
Remove the maximum amount that is populated automatically on the contract
Update the Release Quantities

vk wnN




