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Course Overview
This course provides a comprehensive review of the Strategic Sourcing processes.
This course consists of the following modules:

Module 1: Course Introduction

Module 2: Creating an RFI Event

Module 3: Creating a Buy Event

Module 4: Approve an Event

Module 5: Creating Multiple Versions of Sourcing Events
Module 6: View Event Q&A Forum

Module 7: Analyzing an Event

Module 8: Award a Buy Event

Module 9: Course Summary

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

e MD_SS_DPT_BUYER
e MD_SS_DPT_EVENT APPROVER
e MD_SS_EVENT_COLLABORATOR
e MD_SS_CTL_BUYER
e MD_SS_CTL_EVENT_APPROVER

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

This course is intended to be delivered through Instructor-led Training.
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Module 1: Course Introduction
Topics This module covers the following topics:

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Benefits 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

Learning At the conclusion of this course, participants will be able to:

Objectives e Create an RFl Event
e C(Create a Buy Event
e Analyze an Event
e Award a Buy Event

inferms
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Training
Audience:

Roles and
Responsibilities

Module 1: Course Introduction

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

Strategic Sourcing Buyer (MD_SS_DPT_BUYER): The Strategic Sourcing Buyer can
create, analyze, and award events.

Strategic Sourcing Event Approver (MD_SS_DPT_EVENT_APPROVER): The Strategic
Sourcing Event Approver can approve or deny Events.

Strategic Sourcing Event Collaborator (MD_SS_EVENT_COLLABORATOR): The
Strategic Sourcing Event Collaborator can collaborate on the sourcing event.
Collaborators can access only events to which they have been invited to collaborate.
Strategic Sourcing Central Buyer (MD_SS_CTL_BUYER): The Central Procurement
Buyer will be able to Create or Update Events or Plans.

Strategic Sourcing Central Approver (MD_SS_CTL_EVENT_APPROVER): The Central
Procurement Approver will be able to Approve Sourcing Events or Plans.

The following roles are recommended for user departments requesting security access
to the Strategic Sourcing module for an employee with buyer responsibilities:

Goods and Services/User Depts.:
e MD_SS_DPT BUYER
e MD_SC_DPT_CONTRACT ADMIN*
e MD_SC_CTL_GRI*

Construction Contracts/User Depts.:
e MD_SS DPT_BUYER
e MD_SC_DPT_CONST_CONTRACT_ADMIN*
e MD_SC _CTL_GRI*

*Supplier Contracts module related roles. Refer to the SCM 205 Departmental Supplier
Contract Management Guide for further details.
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Module 1: Course Introduction

.. Below are the steps to Navigate to Strategic Sourcing, which will be used for the initial
Navigation . .
navigation in the rest of this course:

1. From the INFORMS homepage, select the Finance/Supply Chain (FSCM) tile.

inferms
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2. Select the Supply Chain Operations tile.

Finance | Supply Chain (FSCM)

3. Select the Buyer tile.

Supplir Contracts Conter

Wy Sourcieg Events Contract ¢ Sourciog WaACenter

: ,
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Module 1: Course Introduction
Benefits to the  The benefits to the Strategic Sourcing business process include:

Business e Sourcing event analysis (for Buy Events) is automated.
Process e Enhanced collaboration with key stakeholders.

e Automated approval notifications.

e Effectively track Bidder participation and results.
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Module 1: Course Introduction

The End-to-End
Business
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Module 1:
Course
Introduction
Summary

i

4

Module 1: Course Introduction
The following key concepts were covered in this module:

e Learning Objectives
e Roles and Responsibilities
e Navigation
e Benefits to the Business Process
e The End-to-End Business Process
e Introduction to Demonstrations, Activities, and Exercises

The capabilities and functionality of INFORMS. We will cover topics such as:
e Event notifications

e Creating events

e Managing events

e Registering and maintaining Bidders

e Placing and managing bids

e Analyzing bids and awarding events

There are two types of events in INFORMS:
e An RFl event: an event created to request information only (no priced lines).
e A buy event: the purchase of goods or services (pricing for line items entered in the

system).

Situation Event Type
Information gathering for a request to RFI (Request for
qualify (RTQ), request for qualification Information) Event
(RFQ), or request for proposal (RFP).
A complex purchase with many priced Buy/Buy Event
lines and bid factors. Bidders submit their
pricing in line items.
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Module 2: Creating an RFI Event
Topics e This module includes the following lessons:
e (Creating an RFI Event
e |mport an RFx Document

inferms
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Module 2: Creating an RFI Event
Learning At the conclusion of this lesson, the user will be able to:

Objectives e Create an RFI Event
e Import an RFx Document

inferms
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Module 2: Creating an RFI Event

. RFI events are used to:
Introduction

1) Define qualification requirements and gather requested information for
evaluation and pre-qualification of bidders for inclusion in a pre-qualified
Bidder Group for further competitions (RTQ, RFQ).

2) Define scope and gather proposals and other related documents/information
for evaluation and negotiation of a contract for a specific project (RFP, A&E)

The Buyer creates an event.

Optionally, the Buyer invites Strategic Sourcing Event Collaborators to give input to the
event, reviews the input, and posts the event based on the input.

Bidders can register, review the event, and submit their bids.

The Buyer evaluates the submissions and after approval of funding in accordance with
the County’s delegated authority, will create Group Multi Supplier (GMS) contract with
approved allocations. For RTQ/RFQ’s buyer will create and relate Bidder Group
defining pre-qualified suppliers to the GMS contract. For RFP, buyer will create child
contract to awarded supplier and relate to GMS contract.
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Key Terms

Module 2: Creating an RFI Event

The following key terms are used in this lesson:

Term Definition

Event Preview
Date

The date that the event is available to potential bidders,
allowing for review of the event, question submissions, and
saving of bids, which can be posted as soon as the event
starts.

Note: The Event Preview Date and the Event Start Date
should be the same.

Event Start Date

The date when the Bidders/Suppliers can begin to post bids
for the event.

Q&A End Date

The date after which bidders/suppliers can no longer submit
guestions via the Discussion Forum to INFORMS buyers. Be
sure the time is set for 12:00 PM.

Note: The date must be after the start date and at least 3-5
days prior to End Date.

Event End Date

The date when the bidding closes. Be sure the time is set for
2:00 PM.

Category Code

The category code associated with the Sourcing Event.
Bidders or Suppliers will be searched based on the associated
categorization.

Send to Bidder

Select to enable the Bidder to see the comment.

Include on Award

Select to enable the comments to appear on the contract or
purchase order award.

Attached File

Select the file to attach to this event.

Attachment
Description

Enter a description (name) for the attachment.

Display to Bidder

Select this check box if this attachment is to be available to
Bidders.

Include on Award

Select this check box if an attachment is to be included with
the award.

inferms
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Module 2: Creating an RFI Event

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

Creatingan RFI y\when creating a new event:

Event 1. Select Create Events in the navigation pane.

2. Select Event Details in the navigation pane.

3. Select RFI from the Event Format list.

4. Select the Add button.

When modifying an event:

1. Select Manage Sourcing Events in the navigation pane.

2. Select Event Workbench in the navigation pane.

3. Search for the event to modify.

Note: The Legend can be expanded to explain the icon definitions.
Select the New Version icon on the line of the event to modify.
Select Yes.
Enter the modifications to the event.
Select Save Event.
Select Post.

©® N A

74‘9 inferms

Create Events

5. Enter the desired information into the Event Name field.

6. Enter the desired information into the Description field.

Note: The Description field is to be used for detailed information that won’t otherwise
fit in the Event Name field.
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Module 2: Creating an RFI Event
7. Enter the desired information into the Calendar and Time fields.
Event Preview Date: The date that the event is available to potential bidders,
allowing for review of the event, question submissions, and saving of bids,
Event which can be posted as soon as the event starts.

e Event Start Date: The date when the bidders/suppliers can begin to post bids
for the event.

e Q&A End Date: The date after which bidders/suppliers can no longer submit
guestions via the Discussion Forum to INFORMS buyers. Be sure the time is set
for 12:00 PM.

e Event End Date: The date when the bidding closes. Be sure the time is set for
2:00 PM.

Note: The Event Preview Date and the Event Start Date should be the same.

Lesson 1:
Creating an RFI

e Event Name: Enter the name of the event.
e Event Description: Enter a brief description of the project.

?_.,__a inferms

Step 2: Contigure Event Bid Factors
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Module 2: Creating an RFI Event
Step 1: Define Event Basics
8. Select the Event Settings and Options link.
9. Enter the desired information into the Minimum number of bid response field.
Event Note: This is the minimum number of bidders required to bid on the event.
10. Enter the desired information into the Number of days warning prior field.
Note: This is the number of days prior to the Event End Date that a warning will be sent
to the creator of the event if the minimum number of bid response hasn’t been met.
Note: Do not edit the selections in the section above.
11. Select the Expand section Associated Categories button.

Lesson 1:
Creating an RFI

?:a inferms

1 Croate Eowes - Event Settings and Options.

12. Enter the desired information into the Category field.
13. Select the Return to Event Overview link.

;,_,.E inferms
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Lesson 1:
Creating an RFI
Event

Module 2: Creating an RFI Event

14. Select the Payment Terms and Contact Info link.

Stop 1: Define Event Basics

Purchase Crders Ertar Baac Prmanie gavacyl saings 1 e s b e e

e

Paymees

5 Step 2: Configure Event Bid Factors
e e bw Htrge for B vt
Akt

Step 3: Select Bidders to Invite
S gt It 85 e, Gt .3k oo B
Step 4: Invite Collaborators
It s 1 oot o8 48 v Yoy R o vt b Casbsstins b v L

15. Enter or correct Event Contact details.
e Contact Name
e Email ID
e Phone

16. Enter or search for Additional Contacts.

e User ID to be notified of Event Q&A Forum questions.
Note: If any questions are asked by bidders, the Clerk of the Board will be automatically

notified. Additional contacts included in this section will also be notified of questions raised

by bidders.

17. Select the < Return to Event Overview link.

inferms
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Module 2: Creating an RFI Event

18. Select the Event Comments and Attachments link.

7:“'@ inferms

19. Enter the desired information into the Comments field. This field can be used to
enter pre-bid/pre-proposal date/time information.
Note: Select the Send To Bidder checkbox if the comments are intended for the
bidder.
20. Select the Add Attachment button.
e Select the Choose File button.
e Select the desired file.
e Select the Open button.
e Select the Upload button.
21. Enter the desired information into the Attach Description field.
Note: The attachment option is available; however, it is not required. If more than one
attachment is added, the Reorder button allows for a resequencing of the

attachments.
."::B inferms

P Event Comments and Attachments
w0 X

Enter Commants
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Module 2: Creating an RFI Event
22. Select the OK button.

Lesson 1: —_
) 23. Select the Web forms and addendum files link.
Creating an RFI B Tl
Event < Suppty Cham Opwasons L & : =
(5 Moy v s B tols
dCedorind % Croate an Event
Event Dol Event Summary
rEr— Besinens Ut D Evnt© NEXT Round 1 Versien 1 Event Fomat  RFY
Evect Cotabaorson 2
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1] Comacn Senp v Cepy From v s
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¥ Marage Cortacy . aian
PR . Stp1: Detine Event Basics
& Pecosn N r:im.:ﬁz’:*m Paymert fews and Cortact ks
FeE 3 s L=
3 omsers v et p
[ Boper vorCernn *Bvere B Facis
Step 3: Select Bidders to Invite

* B iwtatons

Step 4: Invite Collaborators

e S
24. Select the Required for a Bid Event Option for the desired form(s). For an RFI type

event, be sure to select the correct submittal form for the event (for an RTQ event,
select the Bid Submittal form, for an RFP/RFQ/A&E event, select the RFP/AE
submittal form, only for an actual Request for Information (RFl), select the RFI
submittal form.

25. Select the OK button.
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Module 2: Creating an RFI Event

Lesson 1 Step 2: Configure Event Bid Factors

Creating an RFI 26. Select the Event Bid Factors link.
Event Eb inferms
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27. Enter or search for the Bid Factor.

28. Select the Save Event Changes button. Once bid factors are selected and saved,
and Event ID will be assigned to the event.

29. Select the < Return to Event Overview link.

=D inferms
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Lesson 1:
Creating an RFI
Event

Module 2: Creating an RFI Event

Step 3: Select Bidders to Invite

30. Select the Bidder Invitations link.

inferms
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31. Select the Public Event option.

Note: When an event is public, all Bidders and Suppliers that are in the system will be
notified automatically if the categories of the event match the categories from the

Bidder’s and Supplier’s profile, though they are not specifically invited.
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Module 2: Creating an RFI Event
32. Select the Search for Bidders link.

Lesson 1: . . e ,
) Note: Clerk of the Board and Vendor Services will be notified when the event is posted.
Creating an RFI =D nforms
Event © Supply Cham Opeeatons ' -3 4 -
!m:.:um L] Evem D  NEXT Roumad 1 Versiom | Evemt Formnt  RF|
» wa ; -
Manage Scuring P Bider O Bicder Type St Locator. Bisder Company Category Diwersity “Diapatch Method
— coR Bkder 1 mum-w -
# Manage Scarcng ress red i P g Mt —
1] Cotacn senp PUBLIC MG Publc. 1 Thes i & Pubisc Event Eral | ] N
3 Reistons = u e s | S Budders 5 Coongy
4 Manage Contracty - === . ' =
Hﬁmh\ « Fgturn i Event Dvirvw
4 Recers
=4 Payments
) Dashtcards
7 i skt

33. Select the Recommend Bidders button.
Note: Bidders should be recommended only if the event is Public. If sourcing from a bidder
group, select the Show More link and enter the Contract ID in the Group Name field, then

select the Search button.
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Lesson 1:
Creating an RFI
Event

Module 2: Creating an RFI Event
34. Select the Select All link.

inferms

Note: Bidders can be invited/uninvited by selecting the Invite option in the Search

Results.

Bidder Search
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Lesson 1:
Creating an RFI
Event

Module 2: Creating an RFI Event

36. Select the Return to Event Overview link.
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Lesson 1:
Creating an RFI
Event

Module 2: Creating an RFI Event

38. Select the Generate Bid Event Packet button.

- $tep 1: Define Event Basics
vt Cotaberon * Evene St rel Cptoes Payment Tems ane Cortact ko
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39. Select the Yes button.
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Module 2: Creating an RFI Event

40. Select the OK button.
Lesson 1:

Creating an RFI
Event

MO _AUCENTZIP has been schedued Process instance = 1377966 (4720.101)

41. Select the Refresh Bid Event Packet button until a prompt screen appears.
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Module 2: Creating an RFI Event

42. Select the OK button.
Lesson 1:

Creating an RFI
Event
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43, Select the Save Event button.
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Module 2: Creating an RFI Event

44, Select the Event Comments and Attachments link.

Lesson 1: % ;l

Creating an RFI E—
Event i

S e e 4 tome.

s (bt i Evid Pachat

View the Event Bid Package to ensure all documents were loaded into the .pdf file.

45. Select the View button.
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Module 2: Creating an RFI Event

Lesson 1: 46. SeIec;he OK button. -
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Module 2: Creating an RFI Event
48 Select the Post button.

Lesson 1:
Creating an RFI
Event S
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49 Select the OK button.
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Module 2: Creating an RFI Event

50. Select the OK button.
Lesson 1:

Creating an RFI
Event
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Module 2: Creating an RFI Event

Module 2: Now that the lesson has been completed, the user should be able to:
Creating an RFI e Create an RFl Event
Event Summary e Import an RFx Document

)

Y
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Module 3: Creating a Buy Event
Lessons This module includes the following lessons:

e C(Create a Buy Event
e Import an RFx Document

inferms
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Module 3: Creating a Buy Event

Module 1: At the conclusion of this lesson, the user will be able to:

Overview e Create a Buy Event
e Import an RFx Document

inferms
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Module 3: Creating a Buy Event

Lesson 1: Buy Events are used to gather specific information and pricing and/or proposals for
Introduction evaluation and award of specific items/services/projects to specific bidders. These are
typically Invitation to Bid solicitations (ITB).
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Key Terms

inferms

Module 3: Creating a Buy Event

The following key terms are used in this lesson:

Term Definition

Event Preview
Date

The date that the event is available to potential bidders,
allowing for review of the event, question submissions, and
saving of bids, which can be posted as soon as the event starts.

Note: The Event Preview Date and the Event Start Date should
be the same.

Event Start Date

The date when the Bidders/Suppliers can begin to post bids for
the event.

Q&A End Date

The date after which bidders/suppliers can no longer submit
questions via the Discussion Forum to INFORMS buyers. Be sure
the time is set for 12:00 PM.

Note: The date must be after the start date and at least 3-5
days prior to End Date.

Event End Date

The date when the bidding closes. Be sure the time is set for
2:00 PM.

Send to Bidder
(Comments)

Select to enable the Bidder to see the comment.

Display to Bidder
(Attachment)

Select this check box if this attachment is to be available to
Bidders and part of the Bid Packet pdf file.

Generate Bid
Event Packet

Select this to run the process to generate the Bid Packet. All
event attachments, marked Display to Bidder, are merged into a
.pdf file format.

1818
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Lesson 1:
Creating a Buy
Event

Module 3: Creating a Buy Event

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

When creating a new event:

Select Create Events in the navigation pane.

Select Event Details in the navigation pane.

Select Buy from the Event Format list.

Select RFx from the Event Type list.

. Select the Add button.

When modifying an event:

1. Select Manage Sourcing Events in the navigation pane.

2. Select Event Workbench in the navigation pane.

3. Search for the event to modify.

Note: The Legend can be expanded to explain the icon definitions.
Select the New Version icon on the line of the event to modify.
Select Yes.

Enter the modifications to the event.

Select Save Event.

Select Post.

uhwN e

® Nk

Create Events

inferms
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Module 3: Creating a Buy Event
6. Enter the desired information into the Event Name field.
) 7. Enter the desired information into the Description field.
Creating a Buy Note: The Description field is to be used for detailed information that won’t
Event otherwise fit in the Event Name field.
8. Enter the desired information into the date fields.

e Event Preview Date: The date that the event is available to potential bidders,
allowing for review of the event, question submissions, and saving of bids,
which can be posted as soon as the event starts.

e Event Start Date: The date when the bidders/suppliers can begin to post bids
for the event.

e Q&A End Date: The date after which bidders/suppliers can no longer submit
guestions via the Discussion Forum to INFORMS buyers. Be sure the time is set
for 12:00 PM.

e Event End Date: The date when the bidding closes. Be sure the time is set for
2:00 PM.

Note: The Event Preview Date and the Event Start Date should be the same.

Lesson 1:

e Event Name: Enter the name of the event.
e Event Description: Enter a brief description of the project.
e Method of Award

S Erint [T

[ o B it Pt
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Module 3: Creating a Buy Event

Note: The user can utilize the Copy From function to utilize existing information:

Lesson 1: o .
C . B e Delimited File

reating a Buy o Utilize template to upload Line Details or Line Bid Factors
Event

Purchase Order
o Syncs the process in INFORMS
e Requisition
o Links the process in INFORMS and copies over all Line Details and
attachments. Buyers are required to review the attachments and
select “Send to Bidder”
e Sourcing Event
o Copy all line details, and bidders from an existing Sourcing Event (any
attachments will need to be re-attached).
o This does not copy over any Web Form and Addendums
o Bid factors can be copied over but must be checked off.

Copy Event Factors\Constraints

e Sourcing Template
o Personal Template
o Department Template

.......

There are (2) Copy Methods:
e Append
o Appending will add the information being copied to the details already
in the event.

e OQverride
o Overriding will remove any details and replace them with the
information from the copy source.

.......

2020



End User Training Guide — SCM 204: Strategic Sourcing

Module 3: Creating a Buy Event

Step 1: Define Event Basics
Lesson 1:

9. Select the Event Settings and Options link.

Creating a Buy
Event

S i T

Gty o e Pt

10. Enter the desired information into the Minimum number of bid response field.

Note: This is the minimum number of bidders required to bid on the event.

11. Enter the desired information into the Number of days warning prior field.
Note: This is the number of days prior to the Event End Date that a warning will be
available to the creator of the event if the minimum number of bid response hasn’t
been met. This notification can be found under the My Sourcing Events tile.

Note: Do not edit the selections in the section above.

12. Select the Bid Required on All Lines checkbox if all lines of the event require a bid.
Note: Selecting this will remove the bidder's "No Bid" checkbox for all lines.

=D
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Lesson 1:
Creating a Buy
Event

Module 3: Creating a Buy Event

13. Select the Expand section Associated Categories button.

Note: The associated Category field is not a required field when requesting prices
through an established pre-qualification pool contract. To request pricing for spot
market quotations leading to a small purchase order (SPO) or a new contract, it is
recommended that a category is inputted. When a category is input, the
Recommended Bidders button will show bidders associated to that category.

15. Select the < Return to Event Overview link.

.......
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Module 3: Creating a Buy Event

16. Select the Payment Terms and Contact Info link.

Lesson 1:
Creating a Buy
Event

(R

o et S i e

ot Gty o e Pt

17. Enter or correct Event Contact details.

e Contact Name

e EmaillD

e Phone, if desired
18. Enter or search for Additional Contacts.

e User ID to be notified of Event Q&A Forum questions and responses.
Note: If any questions are asked by bidders, the Clerk of the Board will be
automatically notified. Additional contacts included in this section will also be notified
of questions raised by bidders.

19. Select the Save Event Changes button, if any changes are made.
20. Select the < Return to Event Overview link.

Il Crus Eranes. Event Contact Details

L] (=]
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Lesson 1:
Creating a Buy
Event

Module 3: Creating a Buy Event

21. Select the Events Comments and Attachments link.

S et

S A o

e o e Pt

22. Enter the desired information into the Comments field (this can be used to enter

pre-bid/site visit information).
Note: The add button (+) can be utilized to add more than one comment.

Note: Select the Send To Bidder checkbox if the comments are intended for the

bidder.

Espure

2 basnsurs
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Lesson 1:
Creating a Buy
Event

Module 3: Creating a Buy Event
23. Select the Add Attachment button.
24. Select the Choose File button.
25. Select the desired file. Note: The file name has a 64 Character Limit.
26. Select the Open button.
27. Select the Upload button.

28. Enter the desired information into the Attach Description field.

Optional: Select the Display to Bidder and/or Include On Award option.

Note: The Bid Event Packet only includes attachments designated with the Display to
Bidder checkbox. If more than one attachment is added, the Reorder button allows
for a resequencing of the attachments. The attachment option is available; however,
it is not required.

29. Select the OK button.
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Module 3: Creating a Buy Event
30. Select the Web forms and addendum files link.
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31. Select the appropriate form(s) by checking the Required for a Bid Event box
32. Select the OK button.
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Lesson 1:
Creating a Buy
Event

Module 3: Creating a Buy Event
Step 2: Configure Line Items
33. Select the Line Items link.

Note: The Copy From feature is available here to append or override line details. This
copy feature allows the Buyer to copy from a delimited file, purchase order,
requisition, sourcing event, or a sourcing template.
34. Input the required Basic Definition details.

e Description

e Category
e UOM
e Qty

Start Price (system required but defaulted to not be shown to the bidders).
Note: It may be used as a tool to evaluate the estimated contract value when current
pricing is used.

35. Select the Add button to add any additional lines.

=D

Note: Select the Advanced Definition tab then the Details link to designate if a line
requires a bid. Additional bid factors may be included here and designated per line.
For example, include an “attachment” bid factor for bidders to specifically attach
documents related to this item. Another example can be for the Bidders to state the
alternate brand being provided via “text” type of bid factor. Bid factors selected here
pertain to each line and not to all of the lines of a Buy event.

Select the Save Event Changes button.
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Module 3: Creating a Buy Event

Grouping Lines [optional]

Lesson 1:

. e Select Lines to Group Together, by selecting the checkbox next to each desired
Creating a Buy line
Event °

In the Group Selected Lines drop down, select [Add to New Group].

e Enter in Group ID and Description.

Note: The Description of Group is not displayed to the bidder, the Group ID is
displayed to Bidder.

It is recommended that all lines within a group be designated to a group. If any lines
are grouped, then all lines must be grouped. Group all lines and designate the
appropriate Group ID which will be carried over when bids are evaluated and a
contract is awarded.

e Select OK.

e Enter UOM for Grouped line.
Select the Return to Event Lines Page link.
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Lesson 1:
Creating a Buy
Event

Module 3: Creating a Buy Event

inferms

36. Select the Event Header Bid Factors link then review the bid factors. The standard

header bid factors automatically default when one line item is added.

S et S T

o e o e Pt

Note: The add button (+) can be utilized to add additional Bid Factors. Additional bid
factors may be included here to apply for all items included in the event. For example,
a bid factor asking a “yes or no” question or requiring an attachment for the bidders

to provide additional information.

37. Select the < Return to Event Overview link.
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Module 3: Creating a Buy Event

Step 3: Select Bidders to Invite
Lesson 1:

Creating a Buy 38. Select the Bidder Invitations link.

Event Note: Clerk of the Board and Vendor Services are defaulted to receive notifications of
the event posting.

Cantnc Senp

Exportees

e vt S A Tompie

ot Gt o e

39. Select the Public Event option.
Note: When an event is public, all Bidders and Suppliers that are in the system will be
notified automatically if the categories of the event match the categories from the
Bidder’s and Supplier’s profile.

Note: If sourcing from a Bidder Group/Prequalified Pool, do not select the Public
Event option.

Togwn et

.

......
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Lesson 1:
Creating a Buy
Event

inferms

Module 3: Creating a Buy Event

40. Select the Search for Bidders link.

|‘ inferms
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41. Select the Recommend Bidders button.
Note: If sourcing from a bidder group/prequalified pool, select the Show More link

and enter the contract ID in the Group Name field, then select the Search button.

Bedoer Search
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Module 3: Creating a Buy Event

42. Select the Select All link.

Lesson 1:

Creating a Buy
Event ——T @ e a
a - L ™
a oy
Frofie Gueeton Crtere T
P L L [ Wt Bown et | W9
N T )| B
ey et
(=
e - (e ot oy 'm o vy o
Svle e 1 QARG ~ -
NPT a gomeans - .
e Urropmest 1 A VWRTATNQER VENDED -~ -
Sovler Urapomved 1 Q. puse ~ -
Sl e 1 Qe - -
e 1 3 — FRROR .
e et 1 Qa man - -
S et 1 Q) DEETOGRRY .
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Module 3: Creating a Buy Event

44, Select the < Return to Event Overview link.
Lesson 1:
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45, Select the Save Event button.
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Module 3: Creating a Buy Event

46. Select the Generate Bid Event Packet button.
Lesson 1:

Creating a Buy
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47. Select the Yes button.
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Module 3: Creating a Buy Event

48. Select the OK button.
Lesson 1:

Creating a Buy
Event

49, Select the OK button.
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Module 3: Creating a Buy Event
50. Select the Refresh Bid Event Packet button. Repeat this step until a pop-up

inferms
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51. Select the OK button.
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Lesson 1:
Creating a Buy
Event

inferms

Module 3: Creating a Buy Event
52. Select the Save Event button.
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53. Select the Ev
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Module 3: Creating a Buy Event
Lesson 1: View the Event Bid Package to ensure all documents were loaded into the .pdf file.
’ 54. Select the View button.
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Module 3: Creating a Buy Event

55. Select the OK button.
Lesson 1: -

Creating a Buy
Event
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Note: The event bid packet gets automatically saved to the event attachments.
56. Select the Post button.
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Module 3: Creating a Buy Event

57. Select the OK button.
Lesson 1:

Creating a Buy
Event

58. Select the OK button.
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Lesson 2: Import
an RFx
Document

Module 3: Creating a Buy Event
As in use today, any solicitation document being advertised requires attachment in
the Event Comments and Attachments section along with any supporting documents,
and the creation of the solicitation packet to be distributed to the bidding community.
Utilizing the Add an RFx Document link, a Buyer can import an approved solicitation
document. Importing the approved solicitation document as the RFx document does
not advertise it to the bidders, only uploading the approved document in the Event
Comments and Attachments section and inclusion in the Bid Event Package allows
bidders to access to the document(s).

There is collaboration within this link. This is a tool available for internal usage to
collaborate in the creation, edit, and finalize documents such as the Invitation to
Quote and will not be communicated to the external community. It is highly
recommended that as a Buyer, the focus remains on importing an already approved
document.

Navigate to: Finance/Supply Chain (FSCM) > Finance & Accounting > Supply Chain
Operations > Buyer

When returning to an event:

1. Select the Find an Existing Value Tab.

2. Input any applicable search parameters.

3. Select the Search button.

If currently working on an event:

1. Select the Add an RFx Document link.

Note: The event must be saved and have an event ID before this link becomes
available.

=5 inferms
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Lesson 2: Import
an RFx
Document

Module 3: Creating a Buy Event

Input or search for the required fields.

Contract Style
Document Type
Description

Select the Import Document button.

=) inferims

Crgate Docament

Enter the details in the Basic Info tab.

Select the applicable option from the Document Type list.

Enter 1.0 in the Version field.

Select the applicable option from the Status list. If it is to go through the
approval process, then the document would have to be brought in in “Draft”
status. Since current state is to import an already approved document, select
Approved as the document status.

Enter 'current date' in the Status Date.

Select the Upload button.

Select the Choose File button.

Select the desired file. Note: The file name has a 64 Character Limit.

Select the Open button.

Select the Upload button.

Select the Done with Import button.

=D Taferms

Import Document
Business Unit 1D ventID 0000000275
Document Type  Request lo Qualfy v
a
. MD_S5_DPT BUYER 58 Q| Smith, Kalleen
nt IDDE0OOTOD  Q
STRATEGIC PROCUREMENT (SP)
e 10282021 Cycle Due Date  12108/2021
Doscription Request for Information
Import Option
® Current ContractiDocument
(Gurrent ContractiDacument with no formal amendments or history 1o load )
Current Version
5 Q
Basicinfo | Dewis | I
Type File Name Version Status Status Date Status Time Upload Clear
gzgz:ﬁ;m RFP-01409_Salicitation_doc pef 100 Approwi v 10282021 [ Upload Clear
rior Version is not applicable
Dona with Import Cancel
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Select the Yes button.
Lesson 2: Import

an RFx
Document

Are you sure you are done with import? (10420,576)

If you choose Yes, system will save the imported files. You may no longer change them. If you choose
No, you may go back to reload a pr mported file

d fil

e, o m M
Contract Style  Souang e Decumemt
Document Trps  Reguest for information
Desaription Event Hamme 1
Admresree HI Mg
B SEFRVICES DERATUENT
U Enegon Departmant \oyonne0
Version 000 CradOn QXTI 12U Oncamert Detalsy
Sty Agproved LastModified On 0017123 12 15PU
‘iew and Esit Opticns: Roevatw 304 Apprawal. Ceher Doturant Aezons.
i Dosomast i Aeoros Detale Sandts Costact I
Il Contacty Sy
B Doument. i Dot View Actss Retesah Cocument i
At Reited Decuments. Bucreate Docoment
Docuent Modcaion Summary _‘
Document Yerson Halory =_
Deacmaan Dosument I
enpazton Log
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Module 3: Creating a Buy Event

7. Select the Post button.
Lesson 2: Import

an RFx -
Document

Tlers

Pl Yt e 58 paer markad o8

Step 1: Define Event Basics
Evtar b hormushon, gamaral ez s st e b o praet

Step 2: Configure Event Bid Factors

e b s o o s

Step X: Select Bidders to mvite

< ot g o 1 i et denignat 43§ A Svere, bl

Step 4: Invite Collaborators

L T T LT re—pep—

Step & Post Event
e ol e o0 Tt e compis ik St bl 10 WIS A 0t ACRAART el ] 954 1 By s metabons v iy have e
Save Az Tempiate.

Save bt
F——

Pielated Links:

Remmm Saweh  Abess
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Module 3: Now that the lesson has been completed, the user should be able to:
Creating a Buy e Create a Buy Event
Event Summary e Import an RFx Document

4
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Module 4: Approve an Event
Lessons This module includes the following lessons:

e Approve an Event
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Module 4: Approve an Event
Module 1: At the conclusion of this lesson, users will be able to:

Overview e Approve an Event
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Module 4: Approve an Event

Lesson 1: When a Strategic Sourcing Event has been submitted for approval and is in pending

Introduction approval status, the Strategic Sourcing Event Approver must review the event. If the
event is approved, the event will immediately be posted if the preview/start date/time
has already passed. If the preview/start date/time is in the future, the event will post at
the date/time specified in the event once in approved status. If the Strategic Sourcing
Event Approver denies the event, it will return to the Strategic Sourcing Buyer to modify
based on the comments from the Strategic Sourcing Event Approver. The event
approver cannot make edits/modifications to the event when approving, it must be
denied back to the event creator to be edited.
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Module 4: Approve an Event
Navigate to: Pending Approvals

Lesson 1:
Approve an 1. Select the Sourcing Events link.
Event )

2. Select the Sourcing Event to approve.
3. Select the Full Site link.

Note: Review Sourcing Event by Selecting on the applicable links on the Event Details page,
e.g., Event Comments and Attachments link, Web forms and addendum files link.
4. Select the Event Approval button.

5. Select the Approve or Deny button.

6. Enter the desired information into the Approver Comments field.

7. Select the Submit button.
s

‘‘‘‘‘‘‘

...............

Note: If the event is denied, it will route back to the Strategic Sourcing Buyer to modify the
event.
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Module 4: Approve an Event
Module 4: Now that the lesson has been completed, the user should be able to:

Approve an e Approve an Event
Event Summary

=

4
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Module 5: Creating Multiple Versions of Sourcing Events
Module 1: At the conclusion of this lesson, the user will be able to:

Overview e Create multiple versions of sourcing events
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Module 5: Creating Multiple Versions of Sourcing Events

Lesson 1: When a Strategic Sourcing Event has been posted, the Strategic Sourcing Event Buyer can
Introduction create multiple versions to make changes within the event. These changes can vary and
include the following: updating/adding/deleting lines/details, updating bidder invitations,
events date/times, adding addendum files, etc. Once edits are made to the new version, it
is posted and goes for approval and once approved, the new version replaces the old version.
Notifications are sent to all bidders that have viewed the event to alert them that the edited

event is available to the Bidders. A new version can only be created before the event has
ended.
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Module 5: Creating Multiple Versions of Sourcing Events

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

Term Definition

Vs Select this icon to prompt changes to an event. The new version
e/ Create New . o
= ) will allow event changes to line items, event dates, and
Version
attachments, etc.

Select this to run the process to generate the Bid Packet. All
event attachments, marked Display to Bidder, are merged into a
.pdf file format.

Generate Bid
Event Packet
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Module 5: Creating Multiple Versions of Sourcing Events
Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer

Lesson 1: .

) 1. Select the Manage Sourcing Events pane.
Creating ) Toforms
MUItiple == N New Window | Help °r=‘wl:'.°uz '
Versions of

Sourcing Events

2. Select the Event Workbench pane.
= mferms
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Module 5: Creating Multiple Versions of Sourcing Events
3. Input applicable search parameters and select the Search button.

Lesson 1:
Creating
Multiple
Versions of
Sourcing Events

A New Widw | el | Penonakce Page | 0|
M “ " Event Workbench
B Creste Events v ] Search Criteria
Buiness eit, Q
- il - Evest 1D From Start Dute E To Start Date =] Sot il =
11 Event Responses v Created By q From End Date Bl ToEnd e =l Sort Drder
# Mamage Sourcing Events  ~ Event Format ™ Category [ iy slwr Evenits | coeated
. . & Onby show Actve Events.
weat Type ™ Bem 1D
Eveel tiokoey 1 Use: my search defauts
Event Status | "
— 5 — -
et Assaciated a Plan Hame QA Detaut Search Predeserces
¥ Legend
Tay Sheet Search Resulls Sams M b b | Vewiso
Event Workbench u
EventiD  yame Formal  Type Unit . —~
Create Bider Alesponse 2008 Tesi Foom 23 Bey Rfx D o = [ : R
TEST Forms by R 0 o mTLE = (]
Fress Link Aftachment Buy [ I o =m f & R
saah o =u [ i
Everts 1HOO18 - Record Buy Rfx AD | R
test Bay RFx AD L] L ] ! |
Maintan Bxdder Emal Hosce £2 Te. Bey [ D L VR
1 Hane R RFx o oG e
Hoton of Intert ko kovard Marie's Teat Bay RFx [:] ° . VR
.\ TEST R By RRx 0 oG O®E
ot Buy 100 competer | Bey RFx [ o N -]
[ & TEST Rfl Afx ] il VR
TesiogGromwesll.  Boy  RFx " ° [ VR
s Foeamy TEST Detast OTY B RFE 0 ° L & R
TEST Nobcations Bey Rfx L] L VE
natysle Cosborabon " % Event 1o st v Buy RFx [ oG~ ] J
279 _twat s funy [ an O =Rl & (al~]
4. Select the Create New Version icon

Note: A new version can only be added before the event has been closed.
The Legend can be expanded to explain the icon definitions.

il New Widw | el | Penonakce Page | 0|
M “ " Event Workbench
B Croate Everts v | Seach Criteria
Buiness eit, Q
Maage Seurcing Plars v
Evest 1D From Start Dute B To st Date =] Sot il <
11 Event Responses v Created By q From End Date Bl ToEnd e =l Sort Drder v
# Mamage Sourcing Events  ~ Event Format ™ Category [ iy slwr Evenits | coeated
& Onby show Actve Events.
Event Type ™ Bem 1D
Eveel tiokoey 1 Use: my search defauts
Event Status |
[ D hon
L - -
Associsted a Plan Hame Q| Detaut Search Prefesences
With Flan
Evert Detady
¥ Legend
Tay Sheet Search Results Sams M b b | Vewiso
Event Workbench
Mame Format  Type Unit N
Creats Bt Response TestFoom 12 by REx 0 o = f vE
TEST Forms by R 0 L (-]
Award Events " ™
T Link Afachment Boy Rfx A o = ! -]
— DONSSRecord . Boy  Rfx 0 o m{ -]
fest By RFx AD o u [ |
Maintan Bxdder Emal Hosce £2 Te. Bey [ D L VR
1 Hane R RFx o oG e
Hoton of Intert ko kovard Marie's Teat Bay RFx [:] ° - VR
TESTRFx By RRx 0 oG O®E
Heon of Amard )
Bupid0competert . By REx © ° e
Evert Docursent Sabin = Test B RR o oG Ol
Testing Groaped Li Bey R 0 ° D b i
[Ie— - 10 TEST Detat OTY By R 4D ° e CE
TEST Nobcations Bey Rfx L] ° VE
sy Collanerssen [—— By BF o oG = 5 BOE )
279 ettt Pany [ an O =wr & (al~]
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Module 5: Creating Multiple Versions of Sourcing Events
5. Select the Yes button.

Lesson 1:
Creating
Multiple
Versions of
Sourcing Events

6. Confirm at the top that the Version has changed to the next number,
7. Make any applicable changes such as:

Edit event dates/times
Adding an Addendum File
Updating Line Details
Updating Bidder Invitations

Moy an Event
| Event Summary

Betness Una AU Event D B0ON00I7EY m‘ Evest Format  Buy

Event Type BFx Ehange o At
Event Statws Open Time Zone  EST -

“Event Name | Taating Grouped Lises PreviewDate | 108021 51 Time |1254M

Description o Stant Date _mmm Time _ﬂ.ﬂlll

ORAEndDate 11082021 51 Tame 1254

End Date | 117112021 Time | 300PM

onyom g Lel

Step 1: Define Event Basics

* Evest Sefinga and Cpens Payment Terms and Contact lnke
Event Evest Comtrants.
Event Meader Bid Factors. Weh formes and addendum Bes.
A4 an P Docursert

Step 2- Configure Line lems

Cruste e istngs e Bl event.

* Line ferns fers e Defusts.

Step 3: Select Bidders to Invite

* Eadeies Ienttabens.
|
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Module 5: Creating Multiple Versions of Sourcing Events
8. Select the Save Event button.

Lesson 1:
Creating
Multiple
Versions of
Sourcing Events

* Eatcer It

Step 2: Configure Line Mems
Create e bpings ke evved

Step 3. Select Bidders to Invite
S oot tarpuned itaions 1 i et Seiraate £ publ event, o bot

tons

Step 4: Invite Collaborators.

Event Colaboraiors

J——

Retwrn 1o Search | Redresh

Step & Post Event
e your
et et ] Save As Template
Post
Related Links:

L

|

9. Select the Generate Bid Event Packet button (if attachments/addendums were

added).

Bolited Liniky

S A g

Gt B e i
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10. Select the Yes button.
Lesson 1:

Creating
Multiple
Versions of
Sourcing Events

11. Select the OK button.
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Module 5: Creating Multiple Versions of Sourcing Events
12. Select the Refresh Bid Event Packet button. Repeat this step until a pop-up

Lesson 1:
) appears.
Creating =) e
Multiple
. B cum b *| Croste an Event
Versions of R
Sourcing Events N i _—
|1 Manags Sawsing P Eoest S2tet Cpn T Jowa EDT
o = [
7 Rty
| o S
= 0 e, T
e i o
o o
I
| —
RS S—

13. Select the OK button.

Fracees Compmn metarce 200163 Run Sumer Sooee et St Posed 29000 5301

EE
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Lesson 1:
Creating
Multiple
Versions of
Sourcing Events

14. Select the Post button.

when

Payment Terms and Contact ik
Evest Comtrants
Web forms and ackiendum s

Berm Line Detadts.

0 Lo by Ommgonst Joatan 1SRN S PUPOT

e

. Select the OK button.

This will subest the Event for Approval. (18053, 207)

pev—

Pou ane ot Sone makng changes 10 the event
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Module 5: Creating Multiple Versions of Sourcing Events
Module 5: Now that the lesson has been competed, users should be able to:

Creating e Create multiple versions of sourcing events
Multiple

Versions of

Sourcing Events

Summary

.

v
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Module 6: View Event Q&A Forum
Module 1: At the conclusion of this lesson, the user will be able to:
Overview e View event Q&A forum
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Lesson 1:
Introduction

inferms

Module 6: View Event Q&A Forum

Bidders can use an event Q&A forum to communicate with the event creator. Strategic
Sourcing provides an event-specific forum for bidders to ask questions regarding the event
and have them answered by the buyer.

Buyers are to use processes in place when addressing questions and issue corresponding
addendums as needed to provide responses to the Bidder community.

The event buyer and associated contacts of each event will receive an email notifying of
questions/comments posted on the event specific Q&A forum. In turn, the Buyer can provide
feedback through an addendum so that all Bidders have access to the information.
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Module 6: View Event Q&A Forum

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

Term Definition

Forum available to communicate questions and comments
related to a specific event.

Ly = Q&A Forum
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Module 6: View Event Q&A Forum
Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer

Lesson 1: View

inferms

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

Eve n t Q& A :.‘.a mferms
Forum et e et
hes Add a Document
Document Management *Seurce Tansscticn | EEN T |
1 Create Events "Se0 | MIC Q
*Ad Hoe 10| MEXT
Manage Seurcing Plars
Deserption
¥ Evet Responaes - “Contract Style v
# Manage Sourcing Events - I “Document Type v
Cstracts Setep = I Add s Docament Capy Docurmeen e
Manage Contracts
Purchans Oroeny ¥

2. Select the Event Q&A Forum object in the navigation pane.

o ] inferms

[ — Mg Rrgumtors

tavard Eveni u

Aasiyze Bees

Bicica of et 40 fovard
Moty of Amprd

Evert Document Stakn

- o i i 1 J
1 Manage Sourcieg Plars v A Vo | P | Pasonaice Fage |
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3. Select the Event Q&A link.

Lesson 1: View
Event Q&A TR
Forum o :

=D Tnferms

New Window | Help | Personakoe Page
Event Q8A Forums
W Create Events v Form User Prelerences

N Forums
7] Wanage Sourcing Plars: - _

5 a1 view 42

Il Event Riesponses -
Event QLA Farsms Description ResdOnly  Peats

| e | Event OBA Fonen o 1188

# Munage Sourcing Events  ~
Event Hastory
Evert Workbanch
Evert Detady
Tally Sheet

Event Workbench u

Bwvard Events

Aasiyze Beees

Hoton of Intert ko kovard
Hotcn of Amprd
Evert Docurnent Stab
Event GRA Forems.

Atatiet Collateranen
v

4. Select the relevant event message thread.

< Supply Cham Operatiens

R New Wiodow | Help | Personalice Page A
3 Agprovas v
Event Q8A
W Create Events v Fonums
F Seasch Forum Seaech
Manage Seurcng Prars v !
:' Event Messape Thwoads
" Q 1Net64 M > M View 100
2 Menage Sourcing Events
Subject Ao Date Posted Quessons Responded No Response
Event Mastory
© in¢1 Ve Ren Boiakowshi 952521 3.48 45 000X00PM EOT ° 0 oA
Evert Wortmsen
RE 0000000003 Rad | Ver ! Jobn Laniosa 052921 652 43 000000PM EOT 2 0 2
Evert Detady
052521 657.40.000X00PM EOT 3 0 3
Taly Sheet
Ren Botakovshs 060121 657,44 000X00PM EOT ° 0 0
Evert Wortzesch
2 ot Laesa 9602721 10/48:64 0300002 EOT ° 0 0
Create Biader Response
m— RE 0000000003 Rod 1 Ver2  Jotn Larkosa 9602221 105839 00030M EDT ° 0 °
tasyze Bvents 10 0000000006 Rng 1 Ver | Ron Bolakowsk 960321 1233:35 000000FM EDT ° 0 0
Maintan Bder 1D/9030000007 st 1 Ver | Rea Bokakowshs 060321 123891 000XPM EDT ° 0 ]
Hotice of iste 1o Amard SRs1Ver!  Sansago Pastorca 60321 23613 000000PM EOT 2 0 2
Hotion of Award RE 000000009 R 1 Ver | Jobn Larona 060021 2:36.27.000000PM EOT ° 0 0
Evend Docement Stakes 2 Sseago Paskdza 960321 25133 00000PM EOT ° ] 0
B ORA Te 100000000008 Rt 1 VerS  Sanago Pastonca 060421 120815 0000X0AM EOT 0 0 ]
Aoty Colavcranon
v 03000000008 Rné T Verd  Sankiago Pastodca 60421 11,0308 03003044 EOT 1 0 ' v
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Module 6: View Event Q&A Forum

5. Select the relevant links within the Forum.

Lesson 1: View

Event Q&A
Event Q8A
Forum - R
OAA End Dute:  DSORONNI 0557 PMIEST
Event Forum Topic.
G RE 6003000002 Find 1 Ver:1 John Laricsa 03252021 45T PAL
I R RE 0000000002 Rad 1 Vi | BidderRegisirationDalisel [S7S2021 17 3 P
% Manage Sourcing Events.  : ) ComsiFowler 0SORTUN 1020AM
: “RE Verl MANEK CORPORATION SS80021 1057 AM
Event History
vt Workbanch
Evert Detady
Taly Sheet
Event Workbench n
Create Biddr Aesponse
Bwvand Everts.
oabyze Doents
Maintin Bidder
oo of ket b
Heon of Amard
vt Douret St
Event QLA Ferems
| [t fsuat.miamiag. e EFS3EAT EMPLGHEE R c/AIIC_ADMING TRATION.AUC,MESSAGE GBL Tpsleods MD.EP_ |
L

6. Select the Return to Message Thread link.

Mexsage WSt are you locking for a5 e 3 Guantty?
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Module 6: View
Event Q&A
Forum Summary

=

4

Now that the lesson has been competed, users should be able to:

Module 6: View Event Q&A Forum

View Event Q&A Forum

inferms
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Module 7:

Overview

Module 7: Analyzing an Event

At the conclusion of this lesson, users will be able to:

View Merged Files and Vendor Files
Review Forms and Addendum
Analyze an Event in the Aggregate
Analyze an Event by Line

Analyze an Event by Group

Analyze an RFI Event

inferms
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Module 6:
Introduction

inferms

Module 7: Analyzing an Event
After a Buyer has received bids in response to sourcing events, the bid analysis process
can begin. This process will include reviewing merged files, vendor files, webforms, and
addendums to determine responsive/responsible bidders to an event. This process
may lead to analyzing bid responses in the tally sheet page.

Buyers must wait until the end of the event to analyze and award the event.

When analyzing events, the information can be sorted using different criteria. For
example, by lowest price, or lowest total cost to display the best bid.

Strategic Sourcing can analyze an event and award in the aggregate, line, or by group.
Established policies and ordinances are to be adhered to when analyzing bids. The tally

sheet is a tool available through the sourcing module but requires additional
verification to ensure proper application of established preferences or set asides.
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Module 7: Analyzing an Event

Module 6: Key The following key terms are used in this lesson:

Terms Term Definition

Analyzing all pricing submitted by all bidders for all lines in the

Analyze by aggregate.
Aggregate Review each bidder's bid for the total of all the items in an
event.

Analyzing pricing submitted by all bidders on a line-by-line
Analyze by Line basis.

Review each bidder's bid for each line item in the event.
Analyzing pricing submitted by all bidders on a group-by-group
Analyze by Group | basis.

Review each bidder's bid for each group in the event.

An excel spreadsheet produced by the system from the date on
the analyze page reflecting all pricing submitted by bidders and
Tally Sheet calculations based on bid factors.

Excel document listing the details of the bids received, Bidders
information, and sum of the lines, groups of the events.

A contract that is set-aside for award only to Miami-Dade
certified Small Business Enterprise (SBE) firms.

Contract Set-Aside

A contract preference afforded to local, certified Veteran-
Owned Business Enterprises (VBE). VBE’s are certified by the
State of Florida. A preference of 5% is deducted from a
certified VBE when evaluating prices submitted against non VBE
firms. If a VBE firm is also a certified SBE firm, the preferences
do not aggregate, only the higher preference is applied.

VBE Preference

4545



End User Training Guide — SCM 204: Strategic Sourcing

inferms

Module 7: Analyzing an Event

Module 6: Key The following key terms are used in this lesson:

Terms Term Definition

Local Preference

A preference is afforded to firms meeting the criteria of a local
business as detailed in 2-8.5 of the Miami-Dade Code of
Ordinances.

Locally HQ
Preference

A preference afforded to firms meeting the criteria of a locally
headquartered business as detailed in 2-8.5 of the Miami-Dade
Code of Ordinances.

Threshold

5% - the threshold between any local low bidder’s price and any
locally headquartered bidder’s price in order to initiate a
request to submit a Best and Final offer (BAFO) from the
affected bidders

10% - the threshold between any non-local low bidder’s price
and any local bidder’s price in order to initiate a request to
submit a Best and Final offer (BAFO) from the affected the
bidders

15% - the threshold between any non-local low bidder’s price
and any locally headquartered bidder’s price in order to initiate
a request to submit a Best and Final offer (BAFO) from the
affected bidders

Bid Summary

A system generated report sent to bidders upon submittal of a
bid listing the pricing, answers to bid factor questions,
documents submitted by the bidder, and the date/time the of
the bid submittal.

A system generated file that gives a summary of what was
submitted.

Vendor Files

All files uploaded by a bidder when submitting a bid.
Vendor files are the individual files that were uploaded by the
bidder.

Merged Files

Merged documents in PDF format consisting of all documents
uploaded by buyers as well as bidder on an event. There are
three types of merged documents, the Solicitation Package,
containing all documents attached to a sourcing event by the
buyer, a PDF document containing all documents uploaded by
each bidder on an event, and a Tabulation Package, consisting
off all documents uploaded by the buyer as well as all
documents uploaded by all bidders on an event.

Combined PDF documents pertaining to the event which
include solicitation, tabulation, and bid proposal packets.
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Module 7: Analyzing an Event

. To analyze an event, review of the merged files and vendor files is necessary.
Lesson 1: View

Merged Files

Vendor files are the individual files that were uploaded by the bidder while bidding on
and Vendor Files

an event. After a bidder submits a bid, they receive a bid summary. The bid summary is
a system generated file that gives a summary of what was submitted. The bid summary
also lists any attachments that were uploaded during the bid process, as well as web
forms and any applicable addendum acknowledgements.

There are (3) types of merged files.

1. Solicitation packet-anything that is uploaded to the event during creation.
2. Tabulation packet-includes the solicitation packet and the individual bid
responses.

3. Bid proposals packet-includes the details of all the bidders and their proposals.

Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer
1. Select the Create Events pane.

" inferms
) ryerms

< Supply Chain Operations

i New Window | Help | Personalize Page | L
[ Approvals ~ . .
Find an Existing Document

Document Management *Source Transacfion ]_ﬂl
7 Manage Sourcing Plans v Contract Style v
Document Type ™
it — e @ A0 N
= Manage Sourcing Events ~
& Manage Sourcing Events Descripton
1 Event Responses v Administrator Q
5
/1 Manage Contracts v ponsor a
Department Q
2] Purchase Orders v
- All Statuses O DraftiCollaborated 01 pending Approval [ Pending Signatures
0 Pending Internal CollaborationReview [ Approved
[ Pending Extemal CollaborationReview 1 Dispatched 0 ExeeutediComplete
’ﬂ ¥ Additional Search Criteria
| Search Clear Save Search Criteria Kepword Search Add 3 Document

2. Select the Event Details pane.

. inferms
s injerms

< Supply Chain Operations

i New Window | Help | Personaie Page
[ Approvals ~ . -
Find an Existing Document
Document Management *Source Transaction | Ad Hoc ™
71 Manage Sourcing Plans v Contract Style [v]
Document Type )
| Creats Events A
“SetiD |MDG Q Ad Hoc D Q
st Descrpton
Maintain Event Templates Administrator Q
Bid Factor Sefup Sponsor Q
Department Q
Bid Faclor Group Selup
& All Statuses O Draft/Collaborated O Pending Approval O Pending Signatures
Standard Comments O Pending Internal Collaboration/Review ] Approved
O Pending Extenal Collaboration/Review (] Dispatched 0 Executed/Complete
Standard Gomments Type ’ﬁ » Additional Search Criteria
‘ Search Clear Save Search Criteria Kepword Search 4dd a Document
Even! Colaboration

4646



End User Training Guide — SCM 204: Strategic Sourcing

Lesson 1: View
Merged Files
and Vendor Files

Module 7: Analyzing an Event
3. Select the Find an Existing Value tab.

< Supply Chain Operations

[5 Approvals.
[ Manage Sourcing Plans
| Create Events.
Event Details
Maintain Event Templates
Bid Faclor Setup
Bid Faclor Group Sefup
‘Standard Comments
‘Standard Commens Type
Event Collaboration
& Manage Sourcing Events.
7] EventResponses
i Manage Contracts

17| Purchase Orders

" .

v

New Window

Create Events

l Find an Existing Value I‘ Keyword Search H Add a New Value

Business Unit | Q|

EventID |NEXT Q

Event Round 1

EventVersion 1

Event Format | Buy
Event Type |RFx
Proxy Bidding (Auctions Only) | Disabled

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

Help

4. Input applicable search details.
5. Select the Search button.
Note: Be sure to select the latest version of the event.

< Supply Chain Operations

[ Approvals
| Manage Scurcing Plans
| Create Events
Event Details
Maintain Event Templates
Bid Facior Sefup
Bid Facior Group Setup
‘Standard Comments
‘Standard Commens Type
Event Collaberaiion
# Manage Sourcing Events
1 EventResponses
= Contracts Setup
- Manage Contracts

i1 Purchase Orders

New Window

Create Events

Enter any information you have and click Search. Leave fields blank for a st of al values.

Find an Existing Value ‘ ‘ Keyword Search ‘ ‘ Add aNew Value

¥ Search Criteria

Business Unit
EventID

Event Round
Event Version
Event Format

u EventType
Event Name.

Event Status

=M D Q

begins with[v|| | 0000000251

-
-

-
-
begins with ]

-

O case sensitive

ﬁ‘ Clear | Basicsearen & Save searth Crtera

Find an Exisiing Value | Keyword Search | Add a New Value

Help
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6. Select the Merged Files tab.

Lesson 1: View
Merged Files
and Vendor Files - s

SHE

Siap 3: Seinct Bibders is vt

Sap &: ives Colabeenses

S ot [ETRLRy

o Lo e o Pt

7. Select the View or Download button.
Note: Ensure pop-up blockers are disabled.

2 basnsurs
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8. Select the Vendor Files tab.

Lesson 1: View
Merged Files

infertns

) 11“( oo EvmriCome | Mg e
and Vendor Files i s

I Gt asporca SN0 N,

R—— - £ A JO DA, 13

Coriacs S Bt o o | e

i Ve Lok

b Pt e

e n
Frinen

2 basnsurs

[

9. Select the View or Download button.
Note: Ensure pop-up blockers are disabled.

|g inferms |

% dosnats

Coga ot Duats  MagedFls Ve i
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It is important to review forms and addendum as there may be cases in which a

inferms

vendor didn’t acknowledge an addendum and may cause the bid to be deemed non-
responsive. The issuing department is to determine whether the change is a material

change to the event. Additional guidance may be required for determination of
responsiveness from the County Attorney’s Office. The event buyer can utilize the
information in the event such as acknowledgement of addendums as part of the
evaluation process.

Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer
1. Select the Event Responses pane.

= inferms

< Supply Chain Operations

New Window | Help

[+ Approvals v .

Review Forms and Addendum

Enter any information you have and click Search. Leave fields blank for a list of all values.
1 Create Events v

Find an Existing Value

| Manage Sourcing Plans 4
Li &) 9 Search Criteria
| Event Responses ~ Searchby: [BusinessUnit v |begins with]|

Limit the number of results to (up to 250). [250

Review Forms and Addendum
Search | Advanced Search

Search Bidder Activity

' Manage Sourcing Events v
[=] Contracts Setup v
| Requisitions v m
4= Manage Contracts v
Lé Purchase Orders v
@ Receipts v

2. Select the Review Forms and Addendum pane.

) inferms

< Supply Chain Operations

New Window | Help

&) R Y Review Forms and Addendum
1 iz Evais > Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Ef Manage Sourcing Plans v Search Criteria
| Event Responses ~ Searchby: [BusinessUnit v |begins with||

Limit the number of results to (up to 250): |250

Review Forms and Addendum
Search Advanced Search

Search Bidder Activity

' Manage Sourcing Events v
[Z] Contracts Setup v
= Requisitions v m
4= Manage Contracis v
pg Purchase Orders v
& Receipts v
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3. Select the Advanced Search link.

%2 Approvals
1 Create Events

Ef Manage Sourcing Plans

-

Event Responses

Review Forms and Addendum

Search Bidder Activity

Manage Sourcing Events

T

Contracts Setup

—' Requisitions

[

Manage Contracts
pg Purchase Orders

& Receipts

Review Forms and Addendum

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

Find an Existing Value

Search Criteria

Searchby: [BusinessUnit__ w]begins with]

Limit the number of results to (up to 250): |250

Search | Advanced Search

New Window | Help

4. Input or search for the applicable Business Unit and Event ID.

5. Select the Search button.

MIAMH

< Supply Chain Operations

inferms

[ Approvals
J Create Events
[l’ Manage Sourcing Plans
1 Event Responses
Review Forms and Addendum

Search Bidder Activity

T

Manage Sourcing Events

Contracts Setup

=] Requisitions

[

Manage Contracts

izl Purchase Orders

& Receipts

Review Forms and Addendum

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

Find an Existing Value

Search Criteria

Business Unit| begins with « |||

Event ID| begins with v

Event Round| = v
Company Identfication Number| begins with + |
User D

EveniVersion[= |

O case sensitive
Limit the number of resufis to (up to 250). [250

2
- Clear | Basic Search B Save Search Criteria

New Window | Help
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Module 7: Analyzing an Event
6. Select the first Company Identification Number in the Search Results.

) inferms

Lesson 2:
Review Forms

< Supply Chain Operations

and Addendum B o New Window | Help

rovals
Bz Review Forms and Addendum

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

7 Create Events v
Find an Existing Value
=0
/| Manage Sourcing Plans v =
L' o 9 Search Criteria
] Event Responses ~ Business Unit| begins with v ||ID Q
Event ID[ begins with v |[EVN0000002
Review Forms and Addendum EventRound(= |
Company Identification Number| begins with v
s h Bidder Activit User |D| begins with v
earch Slader Activity EventVersion[= |
_ (O case sensitive
= Manage Sourcing Events ~ | Limit the number of resuls fo (up to 2501 [250
Contracts Setup - Search Clear | Basic Search [EF Save Search Criteria
earch Results
Requisitions A [View All First (4) 18ore (1) Last
ness Unit EventD  Event Rourd aBumber User 1D Event Version
M Contract: - EVN0000002 1 AVANTI COMPANY INC MDCRVendor10685 2
anage Loniracts EVNO000D02 1 BADGER METER INC MDCEVendordss 2
EVN0D0DD02 1 Empire Pipe and Supply mathisEPS 2
7] Purchase Orders o EVN0D0DDOZ 1 MUELLER SYSTEMSLLC ~ MDCRVendor27060 2
D EVN0D0DDOZ 1 SENSUS USA INC MDCRVendor24850 2
D EVN0000002 1 test test 2
&, Receipts v

Payments w

7. Review the form submissions, then select the Next in List button.

{'r_lﬁ. rms

New Window | Help | Personalize Page

[~ Approvals %7 Review Forms and Addendum

1 Create Events v Business Unit: 1D
EventID: EVND000002

D’ Manage Sourcing Plans v Event Round: 1
Event Version: 2
] EventResponses ~ Bidder Company Name: AVANTI COMPANY INC

Bidder User ID: MDCRVendor10685

Review Forms and Addendum

Search Bidder Activity

{Forms! Form Acceptance Status. Form View Status.
Bid Submittal Form Complete Viewed
=+ Manage Sourcing Events v Subcontracting Form Complete Viewad
Contracts Setup v Addendum Acknowledge Addendum  User Name Acknowledgement Date
EVND000002_Addendum_No.1.pdf View Addendum File  Acknowledged MDCRVendor10685  07/06/2022
Z‘ Requisitions v m Please be aware that by typing your password acts as your electronic signature and binding as

an original signaiture.
See Electronic Signatures in Global and National Comerce Act for more info.

(& Retum to Search Previousin List [[45] NextinList ||=] Notity

Manage Contracts w

35‘ Purchase Crders v
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8. Review the form submissions and continue until all bidder forms have been

reviewed.

MIAME

< Supply Chain Operations

inferms

=3

[

=

=

Approvals

Create Events

Manage Sourcing Plans

Event Responses

Review Forms and Addendum

Search Bidder Activity

Manage Sourcing Events

Contracts Setup

Requisitions

Manage Contracts

Purchase Orders

. Receipts

Payments.

Review Forms and Addendum

Business Unit: 1D

Event ID:

Event Round:

Event Version:

Bidder Company Name:
Bidder User ID:

Bid Submittal Form
Subcontracting Form

Addendum

EVN00DD002_Addendum_No.1.pdf

Please be aware that by typing your password acts as your electronic signature and binding as

an original signature.

See Electronic Signatures in Giobal and National Comerce Act for more info.

[ Return to Search

EVN0000002

1

2

BADGER METER INC
MDCEVendor468

+E] Previous in List

View Addendum File

New Window | Help | Personalize Page

Form Acceptance Status Form View Status
Complete Viewed
Completa Viewed
Acknowledge Addendum  User Name: Acknowledgement Date
Acknowledged MDCEVendor466 06/29/2022

=] Notify
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Navigate to Finance / Supply Chain (FSCM) > Supply Chain Operations > Buyer
1. Select Manage Sourcing Events option in the navigation pane.

..... inferms
New Window | Help | Fersonalize Page
Approvals
. Add a Document
Document Management Source Transaction | EXT TG -
{ Manage Sourcing Plans v *SetlD MDC qQ
Ad Hoc 1D NEXT
| Create Events v
*Description
# Manage Sourcing Everls v I Contact Syl =
1 Event Responses v *Document Type v
Find an Existing Document
Goniracts Selup - m Add a Document Copy Document Import Document ind an Existing m
! Requisitions v
4% Manage Contracts. v
4 Purchase Orders v
& Receipts v
Payments v
7] Buyer Work=Center

Select the Event Workbench object in the navigation pane.

=D Taferms

o oo | g | Paranaion Pt |

Becion invices Conte rw Pzt [

Creane Eadet Aripoms

Baalyze Events

inferms

Utilizing the strategic sourcing module, Buyers can award events in multiple methods.
Through this lesson, Buyers will be guided on how to review each bidder's bid for the
totality of all the items (aggregate) in the advertised event.
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3. Input the applicable search parameters and select the Search button.

Lesson 3:
Analyzing an e po—

Event by u::_ g

Aggregate T o

Buienlst p  Q

B Toswme =) Sawe <
1 Event Responses v Created By Q Froem End Date Ll To End Oate =l Sort Order vi
7 Menage Sourcing Events  ~ Event Format vl Categoey Only show Events | created
¥ Oniy show Actve Events
Event Type ¥ Tem 1D
Evert Hatory C1 Use my serch detautts
Event Status v
e | Descrption
Associated Q Plan Neme Q g Py
Event Detady With Plan Detaut Search Prefesences
» togend
Taty Sheet Search Results Q 1250583 M P P | Viewio
Creats Bisder Resgonse m
EventiD  Name Format _Type Unit = .

Anard Everts P 000M0SYT 498 Teut By REx © oGwm £
. ! ORI Yest Fomm2 by RRx 0 oG = s (o]
ced b 0N0RTZ TEST Foms 5y Rfx » o = D & e~
. } M prssvmza by R o ol : 5ovm

b O00MNT xa TEST By R w o = = (-]

Hokice of Itent 1o Aavard ! COOMOMTS yegFORMS SAMPLE By RFx 0 o = 5 =

b 00R00IT inogt a1, 01102 By R w o = % (&~
Hotice of Amard } 0NN S peyGrowp.Rob. By Rx o 0 = OB
b SES0000820 gy ooy RFx 0 o = IS~
Eveet Documsent Stk b coommmene o e = o ® a
Evert QA Ferums ’ m:ofm Test By R o . g VR
b C00RNSHD By R & 0 = O
Anatysis Colaborason 0000000501 Yastng for Gude RAl RFx 0 o = =
b OONONS® 1eer R By RFx o oG s B %
- o | OO gtk check2 By A ° oG = C & -] il
L B TAIVORME N  fay [ ey 0 =& %

4. Expand the Legend menu.

< Supply Chaim Operatiens

Agprovais v A A
i Event Workbench
B vt v || Search Criteria
Business Ust 1 Q
7 Manage Seurcing Plars v
o f— rom St Dot To st Dne =) . <
I Event Responses v Created By Q| FromEndDute F|  ToEndOue =] Sort Ortler v
7 Menage Sourcing Events  ~ Event Format vl Categorey ] Oely show Events | created
3 Onlty show Actve Events
Event Type [\ Tem D
Event Hatory 1 Une my sesrch detsutts
Event Statun v Description S
e s
Evect Ol - @ T Q' Detaut Search Prefevences
@ togend
Taty Sheet Search Results Q 1250417 b View 3
Create Biader Response m
EventiD  yame Format  Type Unit _ Status. —
Awand Evests P 000000012 po g Boy RFx o el 0 =& 2 fom
P 000000020y, pig B R o P 0 =@ 5 eUm
[ A = G s
dasicn L — ey Rfx P ] OGER L fom
) 000s0N1S . G 2 &0
S 000001 pp prger ™ Rfx 0 Fandeg hoet ° .: LY - {38
b 0T pypaiesy By AR o e oGug 5 €«
ke o et 1 Aovand b O00RONT 118 s over 0. By R D e OGuQ i
PoOONE eowesoTrW By RA o ek oG =a 5 edm
Motice of Amard b 0000609 ey (7B wh few. By RFx P L oGeq %L eom
. P SO0ONTE \enen B W o e oGEq L fom
Oocussent Stakes N by R o ek oGE® % fom
Evt G F ’ ‘-‘“’W\“”: M Testd REX By RFx o vk ° _":‘ A :— fom
R 7 TALYTESTY Buy RFx 0 xosyorce oGER 5 f0m
o — ’ TALLY TEST2 By R i Peiyhed *°289% 5 ofom
’ TALLY TEST2 By RRx (e e oGmR 5 fdm
Wodte e TALYSHEETUNEST By RFx o Pebsie o uQ 2 oedm i
L T4\ | VEHEET LS [ o5y n Pandeg omd 0 =% % @om
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5. Select the Analyze Bids button.

¥ Bid Analysis and Display Options ()

I Bidder SEE Tier certles?

Euscer Elgble for Desabled VEE Preference’
Basder qualdies for Local Preference

Buder qualiles v Locally W0 Prelerence?

Fakenlaterd Fadusted Brice 85,88 862 487 T4 TS

Analyze Total

Anayze Tots Anaiyoe L "Contract Set-Aside:
Bwsnens linit Eventil: Round: Version: Event

L] BRONNGT 1 3 REROI0SE
Event Fomat: Event Type: Comency:  End Dste: Statun:

Bay RFx usp DONIECN INDOAM EDT  Pesding Award

Anaysis
Bidder Hame OFFICECEPOTING W W GRANGER ING
Bidder Seqf 1 ]
Event Version Respanded To 3 3
B Mumber 1 ¢ 1
Bty 2 3
Ext. Frice 9500 1B2ARTTHATS
¥ Factors
= Verification

2 New Window | Help | Personaloe Page 7
2 Approvis “ 7 Event Workbench
B st Eve: v || Search Criteria
Business Ut ) Q
e Je IR Evestid Feom St Dote B Tosatowe =) o v
1 Evest Responses v Created By Q| FromEndDate B ToEndOate =) Sort Order v
# Menage Sourcing Events  ~ Event Format v Categoey Only sbow Events | created
2 £J Oniy show Actve Events
Event Type s Rem 1D
et Hakory T7 Use my search defautts
Event Status  Amaeded v Descrpton R reer—
— S
Asscciated Q Plan Name Q. Oetat Search Predesences
Event Detaly
* Legend
: OPune  QReume  OCaxel 3 Appeoval Statss = Evert Hatery \Anshyce Bids | Notce of it 1o Award  Galitice ofAwand
b o [ EGtEWn [Newvesson (jViewColibenmon (3Colitonton alitie  BCSIRoMcnCoeckad Ot B Hatry  ouNobly M OnCheckin € Viow At Detals
Create Bder Response mmmnm-m Q 128541V > View A1
Award Evests
Name Format  Type Uit Status N
Sashze Events 0012 o g g 0 el T L eom
Fuvirg tart % eom
NoBd L] Rfx 0 A 2 TeR
testMy Sowrcing £ By RAx o 3 5 e0m
Mok of inten 10 Award FBONST By R [ = fdm
REPOSS By R © = edm
Notie o Amard Mow over Ve By RR 0 % fdm
REQS552-5201PW Buy RFx 0 5 fom
E¥tnd Docment Saiss REx- (T8 wih fou Buy Rfx © x edm
— Inveason 1o 6 By R © % fom
Event 1o test awar By RR o = fdm
Analysis Colaseraton RM Testd RFx By RRx © = edm
TALLY TEST 1 By  RR ) . edm
Woddst TALLY TEST2 By RRx © & 0w y
S TAULVTEST2 By RFx D A 2 fvm
ble option from the Contract Set-Aside drop-down
iferms

Analyze Total

A

Hew Window | Help | Personakoe Page

*Contract Amount: ~

Tokal By Recerved:

2
GoTe:
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7. Select the applicable option from the Contract Amount drop-down.

Lesson. 3 Note: This amount should initially be derived from the lowest raw bid.
Analyzing an -

Event by
Analyze Total
Agg rega t e Anabyze Total Anayze Ling “Contract Set-Anide: | o

Baninens Unit: Event Tt Round: Vernion Event Hame:

¥ *Contract Amount:

o BOBONNST 1 3 REPOISE
Event Format: Evert Type: Currency: End Date: Statun: Go Te
Bey AFx uso INOLDSZT IDOOAMEDT  Pending Award i)

¥ Bid Analysis and Display Options (3

Ansiysis
Bicder Name OFFICE DEPOT ING W W GRANGER ING
Bidder Seqf 1
Event Viersion Responded To 3 3
Eid Mumber 1 - 1
Bty 2 2
Ext. Price 9500 162487 T84 TS
¥ Factors
* Verification
I3 Bidder SBE Tier certnd?

Euscer Elgble for Desabled VEE Preference’
Basder qualdies for Local Preference

Buder qualiles v Locally W0 Prelerence?

|

¥

ks usted Drice 0S8 862 487 T4 TS

[optional] Select the Expand section Bid Analysis and Display Options button.

8. Select the applicable Sort Bids By and Sort Order options. Then select the Analyze
button.

=) inferms

Wew Widw | Help | Perscnakos Page | 5|
Analyze Total
Angtye Totd Anshyze e “Contract Set-Anide: | Mo i *Contract Amourt: | 1.5250.000 and below ™
Bunnes Unit: Eventil: Round: Wersion: Evest Nase: Total Bids Received:
o BONONIET 1 3 RFPOISE H
Event Format: Event Type: Currency:  End Datr: Status: GoTo:
Bey RFx uso OICOZT IDOUAMEDT  Pesdeg Amard (5
 Bid Analysis and Display Options (%
Sort Bids By | Bicder Hame ~ Sort Orcer | T v |
O Display O & Display o
View Bid Actions o A3 Bid Actions. Damard O Couster O Dinallow O Reject 0 <hio Action>
Anabysis
Bidder Name. OFFICE DEPOT ING WW GRAINGER ING
Bajder Seqf 1 ]
Event Version Reagonsed To 3 3
B Mumber 1 1
By 2 2
Ext Price 9500 62T T8 TS
» Factors
* Vesification
s Bidder SEE Tier certiled?
- w
Esder Elghie lor Desatied VBE Prelerence’?
ider quahes fr Lacal Preference’
Eder qualihes ko Lacaly HQ Prelerence?
|
< ¥
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9. Select the Expand section Factors button.

inferms

Analysis
Bidder Mame WW GRAINGER INC  OFFICE DEPOT NG
Bader Seqf 1 2
Event Version Resgonded To 3 3
i Mumber 1 1
Biddty 2 F]
Ext Price  962.487.79475 1)
BFactors
 Verification
I3 Bidder SEE Tier certlied?
w w

Euscer Elgble for Disabled VEE Preference’
Bider qualiles o Local Preference?

Bucder qualiles v Lacally WO Preterence?

Analyze Total
Anabye Tetd nalye Ling “Costract Sethnide: (Mo [¥] *Contract Amourt: | 1.5250.000 and below
Basners Unit: Event il Found: Wernion: Event Name: Totsl Bads Recerved:
o BONONIET 1 3 RFPISE H
Event Format: Event Type: Curency:  End Date: Statuy GoTe:
Bey RFs uso 1002021 10DAAMEDT  Pasdng Amard L)
 Bid Analysis and Display Options (%

Sort Buds By | Biider Hame ~ Sort Order | Desoending ~ [ Anayme |

[ Dinplay 0¥ & Display

View Bid Actions o A3 Bid Actions. Damard O Couster O Disatiow O Reject 0 <hio Action>

Hew Window | Help | Personaioe Page | B

A

10. Select the applicable options from the Verification section for each bidder.
D T

e ot please select Hone ©
! Nane one
N !
¥
~ Verncanon
I8 Bidder SBE Tier cortiind? N—
NONE v |
Eider Elghie o Devaies VEE Peelerence? -
Etder quakes fr Local Preference?
Baer qualibes for Localy HO Poeterence?
Calculated Evalusted Price 162,697 79475 3500
% Thieahead
0% Thresheid
16% Threshoid
B Action s ~ M a
Rieject Reason Q q

Awaed by Percent

tide Bid [
Hecalculate Uniide Bids < < » »
Save | Retum 1o Search
v
baghce Total _tostcre e
4 >
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11. Select the Recalculate button.

ot please select Hone ©

! Nane
[
¥
* Varification
T Bikder SBE Tir cortibed?
HONE
Exccer Exgiie or Disatied VBE Peclerence?
Exccer qualhes o Local Preference? .
i qualies o Locally HO Povterence?

Calculsted Evalusted Price 162,887, 7475

5% Thieshekd
0% Thieshold
16% Threshoid

[ETE=
Reject Resson
Awaed by Percent

tide Bid [

|E| FRotturn 1o Search

ashona Total | fnshers |

Hone
]
v NONE
1]
) A >
Q
Untude Bics

<

12. Select the Save button.

ot please select Hone ©

o
! Nane one
N N
¥
* Verification
I8 Bidder SBE Tier cortiind?
MONE Vi o
Eider Elghie o Devaies VEE Peelerence?
Etder quakes fr Local Preference?
Baer qualibes for Localy HO Poeterence?
Calculated Evalusted Price 162,697 79475 3500
% Thieahead S
0% Thresheid 058
16% Threshoid 10926
B Action ~ Y
Rieject Reason Q
Awaed by Percent
tide Big [
Untide Bidy

Hecakculste

B reovseo

<
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13. Select the ...Analyze Export list item from the Go To.. dropdown.
Lesson 3:

inferms

Analyzing an ol
Event by -

Hew Window | Help | Personaice Page | 2

Ansbyze Total Analze Line
Business Unit: Event 1 Rounek: Version: Event Narme: Tiotal Bud Recerved:
Aggregate o e , v
Event Format: Event Type: Currency: End Date: Stams-
Bey RFx usD 10172021 13-00AM EDT Fending Award
£
¥ Hvard Events.
Line ltems o
Document States inquiry
®oa Evert Comments and Aachments i
; e Colaberatons
Line  BemiD Descripbon Category UOM  Start Price. Requested Oty | ickce of Awarg Analyre
Mot ofntent i Amand
1 HRERORG TRAFFIC CONTROL SERVICES B i Lot 100000 10000 e
2 DESIGN SUBMITTAL PREPARATION w7 Lot 1.00000 10000 00000 Open ~ Anaiyze

IE FReeturn b Seacch

aatyze Total | Analyze Ling

14. Input the applicable details for the Export Recipients.

inferms
Bid Analysis Export
N Widow | Help | Personakoe Page | 13

[Bid Analysis Export
Benens lnit Event I Round: Version: Event Namer:
L] 0000000197 1 3 RFP01058
Event Fomat: Event Type: Cusrency: Fanish: Status:
Buy Afx ust 1001721 18,004 EDT Pending At

salysis Export File Rucipients

111+
= |
“Name: *Email Address Moty
1 Mase HE wl @ + -
Filter Bids
¥ Export e
Sedect Al Deselect AN
B Awaed @ Counter & Disallow A Reject @ <o Action
B2 Dinplay Disqualiied B 2 Dinplay Withdrawn Bids
Fistum o Anafyze Event Tally Export
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15. Select the Save button.

inferms

Lesson 3:
Analyzing an

[Bid Analysis Export
Event by — T

L] 0003000157 1 3 RFP1058
Event Format: Event Type: Cunmency: Fanish: Status:

Aggregate Buy I Afx ust 1001721 18:00AM EOT Fenaing wart

| Analysis Export File Rucipients

Bid Analysis Export

-] 111+ .
= ¥
“Name: *Email Address Moty
1 Mase HE O | mare G rmiamciade ool = = +* -
Filter Bids
Sedect Al Deselect AN
B Awaed @ Counter & Disallow B Reject @ <o Action
B2 Dinplay Disqualiied B 2 Dinplay Withdrawn Bids
Fistum o Anafyze Event Tally Export

s
e e ]

'
[ R

inferms

16. Select the Tally Export button.

Bid Analysis Export
[Bid Analysis Export
Biiness Unit EventIC: Reund: Veesien: Event Name:
o 000M0HIT 1 3 RFP0I058
Event Fomat: Event Type Conency: Fanish: Status
Buy Rfx ust 1001721 15:00AM EOT Pending dward
| Amalysis Export File Recipients
-] 14001 .
= ¥
“Name: *Email Address Moty
1 [Mase HE O] mar s gov = +* -
Filter Bids
Select AN Deselect Al
B Awaed @ Counter & Disallow B Reject @ <o Action
B2 Dinplay Disqualified Bids 2 Dinplay Withdrawn Bids

s
e oo B AN machent i Mieresch Exeel

Sgve | Retum o Search
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Module 7: Analyzing an Event
17. Select the Return to Analyze Event link.

Bid Analysis Export
[Bid Analysis Export
Biiness Unit EventIC: Round: Veesien: Eveen Nasmer:
o 000M0HIT 1 3 RFP0I058
Event Fomat: Event Type Conency: Fanish: St
Buy Rfx ust 1001721 15:00AM EOT Pending dward
| Analysis Export File Recipients
-] 11 .
“Name: *Email Address Moty
1 Mase HE O mare G riamcdade gov = +* -
Filter Bids
Sedect Al Deselect AN
B Awaed @ Counter & Disallow B Reject & o Acticn>
B2 Dinplay Disqualified Bids 2 Dinplay Withdrawn Bids
e
e vt
1 Dnce P il s, s e 1ML achee i Mot Exal
lmj Retum to Seach

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

details.
m|m
File  Message  Help  Attachments
B3 open &3 Quickprint X Remove Attschmest (5P Savens [y Save Al Attachments | ¢ Upload - [y selecta [ copy | G7) show Message
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1 |ComaO 8 Tie 0000000157- FEF-01088 )
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§ |Conmact S Anse e
7
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1 SBE Cartification| HOME HOME
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Module 7: Analyzing an Event

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

e pou a locally ceriie Vieteran Business Falermrins (VRFY?
N
 Verification

I Bidder SBE Tier certnd
HONE ™ NOKE ™

Buicer Elgbe for Disabled VOE Preference?
Bsder qualdhes for Local Preference

Buder qualiles o Locally W Prelerence?

Recakculate Unbice Bids < < » 2

gz Total | Analzs Line

19. Enter ‘100’ into the Award by Percent field.
Note: Selecting 100 percent is part of the analysis of the bids and will not award
the contract. Refer to Module 8 for information on awarding events.

inferms

e pou a locally ceriie Vieteran Business Falermrins (VRFY?
N

 Verification

I Bidder SBE Tier certnd

HONE ¥ NONE ™
ider g for Desabled VE Preference’ E
Bsder qualdhes for Local Preference -
Edder qualihes kr Lacally W0 Preference
aslculsted Evalusted Price  162.887,764.7% ®o
5% Threshoid 75
107% Threshoid 0450
15% Thieshold 0925
[T —— [ ]
Fleect Reason Q Q
] I |
e B |
Recakculste Unibige Bidy P
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20. Select the Save button.

Lesson 3:
Analyzing an )
Event by m.m.m.,:mm,;_;,_w,
Aggregate o
e, B
it

®o
75
10450
w25
A ]
fect Rea a
Awaed by Percent 106
Hide Bid
Recakculate Unisdle B »
] reneseso
aaiyze Tl | Anakyos Line i
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Module 7: Analyzing an Event
Lesson 4: Utilizing the strategic sourcing module, Buyers can award events in multiple methods.
' Through this lesson, Buyers will be guided on how to review each bidder's bid for the

Analyzing an lowest, responsive, responsible bidder per line. The analyze event by line will allow
Event by Line bidders to award multiple bidders.

If the event lines do not require a bid for each line, Bidders can choose to place a “No
Bid” on lines they do not wish to bid on. Contrary though, if the Buyer chooses to
mark all lines of an event mandatory, Bidders must place a bid in order to be
considered for award.

Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer
1. Select Manage Sourcing Events pane.

.........
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Module 7: Analyzing an Event

3. Input the applicable search parameters and select the Search button.

ot 048 Four
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Evint ety
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o000 0000
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4. Select the Analy

ze Bids button.
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Module 7: Analyzing an Event

5. Update and review the details for the Contract Set-Aside and Contract Amount
fields.

Note: This amount should initially be derived from the lowest raw bid.

Lesson 4:
Analyzing an
Event by Line

[

[optional] Select the Expand section Bid Analysis and Display Options button.

=) inferms

e Hindow Personakoe P | 8
Analyze Total
Anabyn Totd Haaiyze Live *Contract Set Aide: | Ho ¥ “Contract Amount: | ST
Business Unit: Eventit: Round: Version Event Hame Tokal Bics Received:
o 2000000157 1 3 REPIISE H
Event Fomat: Even Type: Cureency: End Diste Statuy GaTe
Bey RF: ush INOLDSZT IDOOAMEDT  Pending Award i)
[Jeid Anadysis and Display Optio
Anaiysis
Bidder Name OFFICE DEPOT ING WW GRANGER ING
Bidder Seqf 1
Event Version Responsed To 3 3
Bl Mumber 1 g 1
Bty 2 2
Ext. Price 9500 162487 T84 TS
¥ Factors
* Vesification
s Bidter SBE Tier certed?
Esder Eighie for Desatied VBE Preference’
Biider quaes for Local Preference?
Ecder qualihes fr Lacally WO Preference?
|
- s o 47 AL TS
< ¥
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[optional] Select the applicable Sort Bids By and Sort Order options. Then select the

Lesson 4 Analyze button.

inferms

Analyzing an
Event by Line

Select the Expand section Factors button.

Hew Widow | el | Perscnaice Page |

Ansdysis
Bicder Name DFFICE DEPOT NG W W GRANGER ING
Bader Seqf 1 ]
Event Version Resgonded To 3 3
i Mumber 1 1
Bty 2 2
Ext Price 55,00 16248774 T
¥ Factors
 Verification
I Bidder SEE Tier certlos?

Euscer Elgble for Disabled VEE Preference’

Bider qualiles o Local Preference?

Bucder qualiles v Lacally WO Preterence?

£

]
Analyze Total
Anabyn Totd #aaiyze Ling “Costract Sethnide: (Mo [¥] *Contract Amourt: | 1.5250.000 and Below ~
Bunnes Unit: Eventil: Round: Wersion: Evest Nase: Total Bids Received:
o BONONIT 1 3 RFPISE H
Event Format: Event Type: Currency:  End Datr: Status: GoTo:
B RFx uso OICOZT IDOUAMEDT  Pesdeg Amard (5
 Bid Analysis and Display Options (%

Sort Bl By Bidder Hame ™ Sort Orcer | T v |

O Display O & Display o

View Elad Actons B AB Bid Actions Oaward O Counter O Disaltow O Reject 0 <N Acsion>

% infermns|
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8. Select the Recalculate button for each line.
9. Select the Save button.

Module 7: Analyzing an Event

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

[ETe—.

Bt

ifermns|
=] e

e ¥ s

[ere—
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10. Select the Analyze Line link.

Lesson 4:
Analyzing an
Event by Line
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Module 7: Analyzing an Event

12. Input the applicable details for the Export Recipient.

13. Select the Save button.

Analyzing an 14. Select the Tally Export button.
Event by Line

Lesson 4:

15. Select the Return to Analyze Event link.
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Module 7: Analyzing an Event
An email will be sent to the recipient containing an Excel spreadsheet with the bid
details.

. - Message (Plain Text] SIS RUEY mo= 0

File  Message  Help  Attachments

5 open &) QuickPrint X Remove Attachmert | [P Saveas [By Save Al Attachments | Y Upload - [y selecta [ copy | G7) show Message

& Back to metsage
Last changed Monday, May 3, 2022
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1]
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- - —+

1 SewpleFEN| St 5080

u SBE Cartification| HONE HOME

12 VBE Confimed| [ [
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15 Price
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7 SERICES
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0 Fuarkng [ 2

n 5% Thoashold| S

2 10% Theestold 5400
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16. Select the Analyze Line link.
Note: This action is to itemize the award by line after completing the export tal
sheet.

- il

+ Employes Seil-Service

Basgiratus Lirer a—_ [ p— —— Evrvi Flams Toasi Pidls Rsoassd
L Edumhiuel 157 i L] RFP31058

Ewersl F ot Evera Typs Commcy: G Dl St 3 T

Buy RFx Fipraierey dysdedd bl

N - [¥.1a] 0102 BRAN BDT
¥ Bid Analysis and Display Opticas. (¥

]
iR
Ewtd Vol gaiets R puinded 1o 3
Iedd Wumber | 1
Bl Oy 2 k4
El Price 9500 182407 T4 75
* Faclors

L il Beicie s Ry

LI DR 2% 3 O g

v

inferms

ly

5959



End User Training Guide — SCM 204: Strategic Sourcing y:l ."i. n ZS.
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17. Select the Analyze link.

Lesson 4: - inferms

Analyzing an

Hew Window | Help | Personaice Page | 2

b . Analyze Line
Event by Line A -
Business Unit: Event I0: Round: Version: Eventt Name: Total Bady Recenved:
o 000000197 1 3 RFP-ONSE 2
Event Fomat: Event Type: Currency: End Date: Sty GaTo:
Bay RFx usD 10172021 13-00AM EDT Pending Award ™
Lint Items (T
L} 126024 few AL
Line  memil Description Calegory  UOM  Stant Price Requested Oty Oty Awarded  Line Status. Analyne
1 63000 TRAFFIC CONTROL SERVICES B s LoT 1:00500 10000 00000 Open “ [ saun |
2 DESIGN SUBMITTAL PREPARATION B wns Lot 1:00000 10000 00000 Open - Angheze

IE FReeturn b Seacch

aatyze Total | Analyze Ling

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

inferms

 Verification

I Bidder SBE Tier certnd

HONE v nowe ~
ider g for Desabled VE Preference’
Bsder qualdhes for Local Preference -
Edder qualihes kr Lacally W0 Preference
Calculated Evausted Price 162, 607,784.75 500
5% Threshoid 75
0% Threshoid 0450
15% Threshold| 0925
B Action |y m ]
Riefect Reason Q
Awaed by Percent
e Big [
Recakutste Unibige Bidy < < > »

Save Retum to Search

aatyze Total | Anayze Ling
<
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Note:

Module 7: Analyzing an Event

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

inferms

Note: Selecting 100 percent is part of the analysis of the bids and will not award
the contract. Refer to Module 8 for information on awarding events.

e pou a locally ceriie Vieteran Business Falermrins (VRFY?

N H
W

 Verification

I Bidder SBE Tier certnd

HONE M o
ider g for Desabled VE Preference’ .
Bsder qualdhes for Local Preference -
Edder qualihes kr Lacally W0 Preference
Calculsted Evalusted Price  162.887,764.7% ®o
5% Threshoid 75
107% Threshoid 0450
15% Thieshold 0925

BACHON g

Save Retum to Search

gz Total | Analzs Line

£

W v
Riefect Reason Q
] I |
e B |
Recakculate Unitade Bah

v
>
20. Select the Next Line button
inferms
=) inferms
Hoew Widow | Help | Perscnatoe Page | |
Analyze Line
Contract SetAnide: N Contract Amoust:  1.5250,000 and below
Beuiness Unit:  Event ID: Roend: Wersion Event Mame: Total Bids Recewved:
o w0 1 AFPAISE 2
Eventfomat:  EventType: ~ Cumency:  End Date: Statmy:
By RFx [t TODIRI20 OO0 EDT  Pending Awand
Loe 1 Riguested Guantiy 10000 oM LaT Start Price 10000
¥ Bid Analysis and Display Options.
Anaiysis
Bidder Mame OFFICEDEPOTING W W GRAINGER INC
Bidder Seqf 1 2
Event Version 3 3
Bid Number 1 1
B Quantiy y gooy 10000
Unit Price  50.00 15222948 75
Ext Price  50.00 152229049 75
= Verification
b5 Bidder SBE T carbfed?
TER ) TER 1
Budder Elgibie for Disabled VBE Prefereace?
B cuakes b Local Poelerence?
Bader quaklies for Locally HO Prefersace?
v

Repeat steps 17-21 for each line.
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21. Select the OK button.

inferms

-2

mnjerms
- Verification A
s Bidder SBE Tier ceried?
TIER 2 M mert ~
Baider Elgitie for Drsatied VEE Preferesce?
Bikder quakdes for Local Preference’?
Bikder quakes for Localy H Preferssce?
Caleuluted Evalusted Price 4350 AT
% Threshold 4253
0% Theeshold 4455
15% Thieshold 46,58
BdAcSon At V] v
Reject Reason Code Q q
hward by Percent 104
oward Quantity
Hige B [
GaTaLine
Ushide Bits < » =
E
|
inferms
Hew Window | Help | Personaice Page | 2
Analyze Line
Anatyze Total Analyze Line
Busisess Unit: Event il Roun Version: Event Name: Total Bids Received:
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Navigate to: Finance / Supply Chain (FSCM) > Supply Chain Operations > Buyer
1. Select Manage Sourcing Events option in the navigation pane.

..... inferms
New Window | Help | Fersonalize Page
als
3 Approv Add a Document
Documen: Menagenmen: Source Transaction | I v |
TR . *SetlD MDC Q
Ad Hoc 1D NEXT
| Create Events v
*Description
# Manage Sourcing Events v I Contract Sy =
I Event Responses v *Document Type v
Find an Existing Document
Goniracts Selup - m Add a Document Copy Document Import Document ind an Existing m
! Requisitans v
4% Manage Contracts v
{1 Purchase Orders v
& Receipts v
Payments v
7] Buyer Work=Center

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

=D Taferms

o oo | g | Paranaion Pt |

Becion invices Conte rw Pzt [

Creane Eadet Aripoms

Baalyze Events

inferms

Utilizing the strategic sourcing module, Buyers can award events in multiple methods.
Through this lesson, Buyers will be guided on how to review each bidder's bid for each
group in the event and proceed to an award for events advertised on a group-by-

group basis.
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3. Input the applicable search parameters and select the Search button.

Lesson 5:
Analyzing an R
Event by Group — Ry

B Ot v || Search Criteria
Business Ut 1 Q

of Puars v
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4. Expand the Legend menu.
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5. Select the Analyze Bids button.

Lesson 5:
Analyzing an O

o inferms
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6. Select the applicable option from the Contract Set-Aside drop-down.
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Note:

Note:

Module 7: Analyzing an Event
7. Select the applicable option from the Contract Amount drop-down.
This amount should initially be derived from the lowest raw bid.

Analyze Total
Analyre Totd Anatyn Grosp *Contract Set-Aside: | Yy > “Costract Amount:
Bewnen Unit Eventil: Round: Version: Event Name:
o BOK0NET 1 1 TALLY TEST1
Event Format: Event Type: Curency:  End Date: Sast: Go e
By RFx uso Q242022 100PM EDT Pending fwvard |
¥ Bid Analysis and Display Options. (1
Anadysis
idder Mame DADE PAPER & BAS LLCIMAGINE LEARNNG IC OFFICEDEPOTING  DUTFRONT MEDUAMIAMI  VISTA BUIDING MANTENANCE SERVICES
e NG
Budder Sog@ 1 2 3 4 5
Event Version Responded To 1 1 1 1 1
Bt Humber 1 1 ' 1 1
B Gy 2000 2000 200 200 2000
Ext. Price  270,000.00 23000000 200000 00 2400000 22200000
* Factors
UOM el Dider's Anveers
o v ot pheane select Hone
= Mene Nose SBE TIER 2 Hone SEE TER 1
Row o0 classied 29,3 locl venvier?
]
Y ¥ |
oz you localy headguarters®
¥ ¥ (] " ¥
¥
2o you 0 localy ceried Vieleran Eusness Enterpeise (VBE)T
N N v N
¥
* Verificaton
|
< »

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

% uifernis]

T -

W .« #
LT
g
[, s w
o | mem s
= et i o
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Module 7: Analyzing an Event
[optional] Select the Expand section Bid Analysis and Display Options button.

Lesson. 3: 8. Select the applicable Sort Bids By and Sort Order options. Then select the Analyze
Analyzing an button.

Event by Group D s

Hoew Window | Help | Perscnatoe Page | |
Analyze Total
Analze Total Al G “Contract SetAside: [ves v "Contract Amownt: | 1-5250,000 aed below ¥l
Bewnes Unit Eventil: Round: Wersion Event Name: Total Bids Received:
o BOMONET 1 1 TALLY TEST1 5
Event Format: Event Type: Currency:  End Date: Santus: G e
Bey RFx uso GN242022 100PM EDT Pering Amvand [
 Bid Analysis and Display Options (%
—
Sort Bids By | Bdder Name ~ Sort Order | EEEEETTINN V||
O Dingay @ Display
View Bid Actions B A Bid Actions. Damard O Couter [ Dinaliow O Rosject ] <Nio Action>
Anadysis
Bidder Mame DIADE PAPER: & BAG LLC IMAGINE LEARNMG INC OFFICEDEPOTING  DUTFRONT MEDGA MIAMI  VISTA BURDING MANTENANCE SERVICES
e [
Badder Sogf 1 2 3 4 $
Event Versicn Responded To 1 1 i 1 1
et Number 1 i 1 1 1
Bl dty 2000 2000 2000 200 2008
Ext Price  270.000.00 230,000.00 200.000.00 23400000 200000
» Factors
* Vesification
s Bidder SEE Tier certiled?
TER 3 ¥ ¥ ~ & NoNE v
Eder Elghie for Desatied VBE Preference’?
der quabies for Lacal Preference’
@
Gder quabey tox Localy HO Perlerence?
4 |
< ¥

9. Select the Expand section Factors button.

Hoew Wiadow | Help | Perscnatoe Page | |
Analyze Total
Anabyze Totd Anatyze Group “Contract SetAside: Yes  v| ~Contract Amownt: | 1.5750,000 and bakw vl
Bewnes Unit Eventil: Round: Wersion Event Name: Total Bids Received:
o BOMONET 1 1 TALLY TEST1 5
Event Format: Event Type: Currency:  End Date: Santus: G e
Bey RFx uso GN242022 100PM EDT Pering Amvand [
 Bid Analysis and Display Options (%
Sort Bids By | Bdder Name ~ Sort Order | Desoending ¥ [ Anyme ]
O Dinplay 0¥ 2 Display
View Bid Actions B A Bid Actions. Damard O Couter [ Dinaliow O Rosject ] <Nio Action>
Anadysis
Bidder Name VESTA BUILCING MAINTERANCE OUTFRONT MEDU Missn OFFICEDEPOT NG IMAGINE LEARNING  DADE PAPER & BAG LLC
SERVICES BIC uc NG
Bidder Seqf 1 2 3 4 5
Event Version Responded To 1 1 1 1 1
il Momber 1 1 1 1 1
Bty 2000 1000 00 00 000
Ext Price 27200000 THRO0 0000100 Mo msa 0
BFectons
* Verification
I8 Budder SBE Tier cortnd?
NONE | ~ ~ M TERs ~
Gaser Elgbie 4ot Driatind VBE Perfermce? 2
Ecider qualibes b Local Preference? .
Eder qualihes b Lacaly WO Prelerence? .
< ¥
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Lesson 5:
Analyzing an
Event by Group

11.
12.

Module 7: Analyzing an Event
10. Select the applicable options from the Verification section for each bidder.

inferms

Aoz you kocaly headquariered ™

¥

268 y2u B locally carbed Vetaian Fursneas Faleririse (VBE)?
N

¥

* Verification

I Bidder SBE Tier certied

i Save Rotturn 1o Search
£

NONE b ™ B
Bcder Engble for Daabled VBE Preference? 2
Eider quabbes fr Local Preference? o
Eacider qualibes o Locally HO Preference? a
Calculsted Evalusted Price  222.000.00 23400000 200,000 00 230,000.00 255,500 00
% Threshold 21000080
0% Threshedd 20
18% Threshokd 230,008.80
Blahcton M W v W v s wmoooM
Eieject Reason Q a Q
Awaed by Pereent
i B |
Recakculate Unbice Bids < < 2

inferms

Select the Recalculate button.
Select the Save

 Verification

Is Bidder SBE Tier certiled?

Eder Elgible for Daadied VBE Preference?
Eader Guakbes for Local Preterence ™

Bucder qualiles o Locally W Preerence?

Calculated Evalusted Price  222,000.00

% Threshold
0% Threshoid
15% Threshold

Bid Action s ~
Bitject Reason Qa

Awaed by Percent

ige Big [

Save Retum to Search

Aaatyze Total | Anabyze Group

-

TIER 1 M mER2
20400000 200,000.00
20000000
22000000
23000000
wmo [ |
Q

¥ |mEry

230,000.00

255,500 00

£
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Module 7: Analyzing an Event

13. Select the Analyze G link.
Lesson 5: e;; © halyze Sroup 1n Toferms

Analyzing an

Event by Group v .’ : ; :
¥
* Verification
Is Bidder SBE Tier certiled?
HNONE v TIER 1 ~ TER 2 ™M TIER 3 i HOKE ™
Eucder Ebgle for Daabied VBE Preference’? @
i quakes o Local Preference? B .
Busder quaithes for Locally MO Preference? @
Calculsted Evalusted Price  222,000.00 200,600.00 190,000 80 230,000.00 296,500 00

&% Thieshold 199.50000

0% Threshoid 20500000

15% Threshold 20550000

Bihcton M P o v [ W
Reject Resson Q o [ Q Q
Award by Percent
Hige Big [
Recakulste Unbide Bids < < > »»
Save Retum b Search
A v
£ ¥

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

Analyze Group

New Wiedow | Help | Perscnasice Page |

Analyze Group
Analyze Totdl Analyze Geoup
Besness Unit: Event ICx Rownd: Wersion: Event Name: Total Beds Recesved:
0 000000457 1 1 TALLY TEST1
Event Format: Event Type: Currency: Endd Date: Stats:
By Fx st BN IPMEDT  Pending Awand
A Everts
Lint [tems. Coeate New R
Document Status Inquiry » .
m a Frimimeim.y ] Vewst
{1t Cotaboraters
Requested | Notce of Avand
Line Group 1D Description Details noM Start Price oty Notce of infent 10 Award
METAL -
10 CHURS  Metal Chains Grous B Do EA 400080 15050 DI Opes M| Asee
GROUP
WOOD _ =
10 CHARS  Wood Chains Group B Deshs EA 500080 18030 D000 | Opes V|| saie
GROUP

IEI Rotturn b Search

faayze Tolal | Analyoe Group
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Module 7: Analyzing an Event
Lesson 5: 15. Input the applicable details for the Export Recipient.

inferms
Analyzing an Bid Anysis xor :

Rew Window | Help | Personaice Page | D
[Bid Analysis Export
Event by Group I T —
o 000M0HIT 1 3 RFP0I058
Event Fomat: Event Type Conency: Fanish: Status
Buy Afx usp 1001721 14:008M EOT Pending dward
malysis Export File Recipients
-] 14001
= |
“Name: *Email Address Moty
1 Mase HE wl @ + -
Filter Bids
¥ Export e
Select AN Deselect Al
B Awaed @ Counter & Disallow A Reject & <ho Actioa»
B2 Dinplay Disqualified Bids 2 Dinplay Withdrawn Bids
Fistum o Anafyze Event Tally Export
e oot i

inferms

Bid Analysis Export

Hew Window | Help | Personaice Page | 2
[Bid Analysis Export
Biiness Unit EventIC: Reund: Veesien: Event Narms:
o 000M0HIT 1 3 RFP0I058
Event Fomat: Event Type Conency: Fanish: St
Buy Afx usp 1001721 14:008M EOT Pending dward
| Amalysis Export File Recipients
-] 14001 .
= &
“Name: *Email Address Moty
1 Mase HE Q| mane ha@misdate gl B 2 +|il -
Filter Bids
¥ Export e
Select AN Deselect Al
B Awaed @ Counter & Disallow A Reject & <ho Actioa»
B2 Dinplay Disqualified Bids 2 Dinplay Withdrawn Bids

o postesa wl

1 D o il i v, e e HML umchent s Moot Excl

o
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Module 7: Analyzing an Event

Lesson 5: 17. Selfg the Tally Export button.

Analyzing an Bid Aralss Export

inferms

Hew Window | Help | Personaice Page | 2

[Bid Analysis Export
Event by Group I R
L] 0000000197 1 3 RFP1058
Event Fomut: Event Type: [ Fanish: Status:
Buy Afx uso 1001721 19:00AM EDT Pendng Avasd

| Analysis Export File Rucipients

-] 14001 .
= &
“Name: *Email Address Moty
1 [Mase HE O] mar s gov = +* -
Filter Bids
¥ Export e
Sedect Al Deselect AN
B Awaed @ Counter & Disallow A Reject & <ho Actioa»
B2 Dinplay Disqualified Bids 2 Dinplay Withdrawn Bids

o postesa wl

=) inferms

Rew Window | Help | Personaice Page | i

[Bid Analysis Export

Betnens lnit Event ID: Round: Vernion: Event Mams:

L] 0000000197 1 3 RFP01058

Event Fomut: Event Type: [ Fanish: Status:

Buy Afx ust 1001721 18,004 EDT Pending At

| Analysis Export File Rucipients

-] 14001 .
= &
“Name: *Email Address Moty
1 Mase HE G mane haGmisndate gov 2 +|il -
Filter Bids
¥ Export e
Sedect Al Deselect AN
B Awaed @ Counter & Disallow A Reject & <ho Actioa»
B2 Dinplay Disqualified Bids 2 Dinplay Withdrawn Bids

o postesa wl

1 D o il i v, e e HML umchent s Moot Excl

M Return s Seacch
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Module 7: Analyzing an Event

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

Lesson 5: .
) details.
Analyzing an —
File  Message  Help  Attachments
Event by Group § _— ]
B3 open &3 Quickprint X Remove Attachmest | (5P Swvens [y Save Al Attachments | ¢ Upload - [y selecta [ copy | §7) show Message
4 A B c ] E ¥ G H | J K [+]
1 TALLY SHEET -
2 Solicitation Number 0000000467
3 Event Name TALLY TEST 1
4 | Solicitation Opening/ Closing 032472022 10,38 AW 0372472022 01.00 FM
5 Prepared by: Smith, Kalleen
& Verified by:
7 Contract Amount: 1-$250,000 and below
& Contract Set-Aside: Yes
3
10 Supplier Name|  DADE PAPER & BAG LLC IMAGINE LEARNING INC OFFICE DEPOT INC OQUTFRONT MEDIAMIAMILLE ||
n Supplier FEIN 50764248 010814204 592653954 205053402
NONE TER 3 TER 2 TER 1
Yes Ho (L] Na
s Ho Ha Ha
Yes No Ho Ha
Unit Price Quotied | Extended Price | Unit Price Quoted | Extended Price | |
$130.00 $32,500.00
$130.00 $32,500.00
$135 oo| $33, ?Eﬂ.ﬂ $115.00 $28,750.00 $100.00 §25,000.00 srso.m] $32,500.00] |-
0 ] [

6666
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Lesson 5:
Analyzing an
Event by Group

Module 7: Analyzing an Event
19. Select the Analyze Group link.

¢ Umployes Lol Service

Analyze Total
I Tkl Comienct betasice) | YHE W T TR T e —
Buwsnees Undt Evwnt M Riound Wernion. Event Mame: Toial Bsdy Recrmed:
L& RN 1 1 TR TEST 6 s
[ wena Foamat T vl Tt Cafrency: Ered Dl Aranin T
Buy RF [ ~
L AT 100P DT
b B Asabyuin and Deplary Diplons e o
Ressipuin
Badhint Minves DADT FAFTR & IAS UL BLAGINT LT ARNEG i FiCE ¥ T M Des e
Didcew Seqi 1 2 3 4
Ewerrl Vipraion Responded T B 1 8 q i
it Mwrmbs | 1 ] 1 1
b 2 b T 2008
Ex T i i b g Pl fdd Y i
= Factor
[T TR PR STy B
Lo s @ e LA D ai Cnsty Tod Sl Byt Erdespeaa ™ F sl e w0l s ©
- = Vi SR TIEW 3 Foee SBE TER 1

20. Select the Analyze link.

Analyze Group
Analyze Totdl
Besness Unit: Event ICx
o 000000457
Event Format: Event Type:
By WFe
Lint [tems.
moa

Lise GrouplD  Description

METAL
10 CHARS Metal Chars Geoup.
GROUP

R

fasbyze Tolal | Anshy Group

Aaalyze Geoug
Rownd: Wersion:
1 1
Cummency: End Date:
uso S3242022 100PM EDT
Detaily oM
B Delsh EA
B Detshs EA

Event Name: Total Bits Recewved:
TALLY TEST1 5
Status: GoTe:
Pending Avand N
12024 Vew

Start Price ::'""“ Oty Amarded  Line Statss Analyze

4100000 10000 DONO  Opes S| v |

500000 14000 00000 Opes ol Asaiyze

Analyze Group
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Module 7: Analyzing an Event
21. Select the applicable option from the Bid Action list for each bidder.

Lesson 5:

Analyzing an .

Event by Group i A . B
Bidder Elgibie for Disabled YEE Preference?
Busder quaidbes kor Local Prefermace?
Bidder quaiiies for Locally HO Preferecce”

oK Cancel  Apply

22. Enter ‘100’ into the Award by Percent field.
Note: Selecting 100 percent is part of the analysis of the bids and will not award
the contract. Refer to Module 8 for information on awarding events.

inferms
) injermms
Iy Bader SEE Tuw conified”
---- 3 3 ER IER 1 NOw
Biddes Elpiie for Disabled VBE Prefessncet
Badder quaiies for Local Prederence”
Bidder quakiies for Localy HO Preference
Calculated Evaluated Price  128,250.00 115,000.00 95,000.00 1700000 111.000.00
5% Thieshold HWINN
0% Threshold 450000
16% Threshold 1025000

Urude Beh
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Lesson 5:
Analyzing an

Event by Group

Module 7: Analyzing an Event
23. Select the Next Group button.

Growp 1) METAL CHAIRS GROUP tem Descripon:  Metal Chass Geoup
¥ 8id Analysis and Display Options

Budsder Exgie ke Disatied VEE Presecence’

Bidder quallles for Local Preference?

Bidder qualfies for Localy HO Prefesence?

Analyze Group
Contract Set Aside:  Yes
Business Uit Event 1 Roend: Versica: Event Name:
o 200U 1 1 TALLY TEST 1
Eveotfomat: EveatType:  Cumency:  End Oute stans
™ RFx uso 13242022 1PMEDT  Peadieg Award
Loe 10 Reauested Guantety 10000 UoM EA

Detads

<

Arayin
[idder Kame DADE PAPER .BAG WA
uc
Bidder Seqe ¥ 2 3
Evest Version 1 1 1
05 Mumiber 1 1 1
3 Gusntty § go0y 10500 10080
Unit Price 135000 00 115000 00 100000 00
Ext Price 135000 00 115000 00 100000 00
¥ Verification
s Bidder SBE Tier corted?
NOWE 5 TER3

Contract Amount:  1:5250.000 and below

Totat Bids Recerved:

s
Start Price
OUTFRONT MEDIA MuM
e
4
1
1
10000
130000 00
130000 0)
“ TER 1

400000

[<

New Window

e

Perscnakze Page

Note: Repeat steps 26 — 28 for each group.

24. Select the OK button.

Iy Bader SEE Tuw conified”

Bidder Elgisie for Disabled VBE Prederence?
Badder quaiies for Local Prederence”

Bidder quakiies for Localy HO Preference

Calculated Evaluated Price 12825000

5% Threshold
0% Threshold

15% Threshold

BASon dwad ™
Rieject Reason Code Q
Award by Porcent | 100.000

A Guaniity 100
Hide Big

TR =

115,000.00

TER 2

95,000 00

Analyze Group

~ TIER 1

93,600 00

W0
10256000
107 640 00

111,000.60

GaoToline

=

4}

inferms
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Event by Group

Module 7: Analyzing an Event

25. Select the Save button.

inferms

|Ea inifurres

hiralyre Gaoup

a'pre Tpm
Poarmy s L ~l Fveed K1
] B
[— — [—y -
By ar
Lirer Farra

VR TA
T
WO

L

Rensn 10 Taw o

W Ty Wiy T rowe

Dbl ecsct D D

e e k]
Eacpatated
Uoal et Peige
oy
[ 82000
[ 550000
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Lesson 6:
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Event

Module 7: Analyzing an Event

inferms

An RFI Event does not have an itemization of cost to analyze within INFORMS.
Therefore, the analysis of an RFI event must take place outside of the system and

based upon the requirements of the issued solicitation.

Acknowledgment of the review of the documents is the extent to which an analysis is
completed within the system. Therefore, it is the responsibility of the Buyer to ensure
compliance as the evaluation is not based on monetary review of the tally sheet.

Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer
1. Select the Manage Sourcing Events pane.

.......

.......

......
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Module 7: Analyzing an Event

3. Select the Pending RFI Review list item from the Event Status field.

Lesson 6:
Analyze an RFI
Event

i

A Cotabinsien L
Evint ety
mon u v

[

TEST EVENT FORCON. By
TERT By

i
o000 0000

PRpe—
L

[

333333233332333232333:3

EEEDEDE DD DDEDDEDEODODEODER

EDED DD DEEDDDDODEDEDODEEDODG
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Module 7: Analyzing an Event

inferms

5. Select the Analyze Bids button.
Lesson 6: 7

Analyze an RFI
Event

1 Eowet Snegmremy - Q . e - -3

7 Manage bour g Eveirs

CEfoEDEDEODEDRDEODED

6. Select the applicable choice from the Contract Set-Aside list.
7. Select the applicable choice from the Contract Amount list.

Note: The two fields may be left blank and will not affect the change in status for this

portion.

|ﬂ uifernis]

Anatye Toul

s " RFP moane (ot ‘ L]

b semen
g

. -
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Lesson 6:
Analyze an RFI
Event

Module 7: Analyzing an Event
The Merged Files and Vendor Files are accessible by Selecting on the links at the
bottom of the page or selecting those options in the Go To: dropdown.

inferms

1AM DAD

< Event Workbench

Analyze Total

Business Unit: Round:

D 0000000567 1
Event Format: Event Type: Currency:

Event ID:

RFI RFx

. . ' N usD
¥ Bid Analysis and Display Options (@

Analysis

Bidder Seq#

Event Version Responded To
Bid Number

Bid Qty

Ext. Price

} Factors

¥ Verification

Calculated Evaluated Price

5% Threshold
10% Threshold
15% Threshold

Hide Bid ~

Recalculate

Save Return to Search

JAnalyze Tolal | [Merged Files | Vendor Files

Bid Action 1,

Bidder Name OFFICE DEFOT INC

S o - w o

Analyze Total

*Contract Amount:

RFF Income Cert

TS

New Window Help Personalize Page]
1-8250,000 and below v

Total Bids Received:
4

*Contract Set-Aside: | Yes v
Version: Event Name:
3 Jonathan D
End Date: Status:

RFI Reviewed
04/25/2022 6:00PM EDT

2 3
3 3
@ 1 v 1
0 0
0 0.
0.00 0.00
v A - A
u} 0
Unhide Bids <<

Go To:

ELECTRONIC RECYCLING QUTFRONT MEDIAMIAMI  FLORIDA FIRE ALARM INC
CENTER INC LLC

4
3
1
L]
0.

@

Select the Expand Factors Section button.

|ﬂ uifernis]

Anatye Toul

Bt Eigine b sit
Bt i 0 Lo Posey”

B e e Lo+ Prafurnc
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Lesson 6:
Analyze an RFI
Event

Module 7: Analyzing an Event

9. Review and update the Verification section for all bidders.

) wifernis]

Bt et 1 et e vect it

10. Select the Change RFI Status to Reviewed button.
Note: The RFI status change should only be updated when the RFl is ready to be
awarded a contract and after analysis has been conducted outside of INFORMS.

|Ea wifernis]

Anatye Toual

A0 20 v

ot 1ot e ety T o e o™ o i st Ve

7070



End User Training Guide — SCM 204: Strategic Sourcing

Module 7: Analyzing an Event
11. Select the Save button.

Lesson 6:
Analyze an RFI
Event

- Faen

v ek e

= tte 508 Tor ot

2 wow R (- = -
L] [}
Bt il ' s P
.
Bt ey e s B Pty
L] B

¢ Event Workbench Analyze Total

Bidder Name OFFICE DEPCT INC

Bidder Seq# 1
Event Version Responded To 3 3 3
Bid Number 1 . 1 1
BidGly 0 o 0

Ext. Price  0.00 000 0.00

~ Factors

UOM Ideal Bidders Answers

Are you = certfied Miami-Dads County Tier Small Business Enterorise? f not, please ssiect "None.”
a

None : SBETIER 1 None
Are you classified as a local vendor?
N Y Y
Y
Are you locally headquartered?
N v N
Y
¥ Verification
s Bidder SBE Tier certified?
MDC EMWS S rification Search TIER 1 - TIER 1 - TIER2
Bidder Eligibe for Disabled VEE Preferance?
VBE Certificaion Search
Bidder qualifies for Local Preference?
Bidder qualifies for Locally HQ Praference?
Calculated Evaluated Price  0.00 000 000

5% Threshold
10% Threshold
15% Threshold

Bid Action |, v - - " -
Hide Bid
Recalculate. Unhide Bids == =
L2 ]| resenio s
nsiyze Totsl | Merged Files | endor Files

A NIAM

TIER2

ALARM INC

=
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Module 7: Analyzing an Event

Module 7: Now that the lesson has been competed, users should be able to:

Analyzing an e View Merged Files and Vendor Files
Event Summary e Review Forms and Addendum
e Analyze an Event by Aggregate

— e Analyze an Event by Line
( e Analyze an Event by Group

Analyze an RFIl Event

inferms
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Module 8: Award a Buy Event
Module 7: At the conclusion of this lesson, the user will be able to:

Overview e Award a Buy Event

7272
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Module 8: Award a Buy Event

Lesson 1: After an Event has been analyzed, the Event will be awarded to the Supplier. The system
Introduction will not allow posting the award until the Supplier is fully approved by Procurement and
Finance.

Strategic Sourcing allows for both Bidders and Suppliers to submit bids. In INFORMS, a
contract and/or a purchase order can only be issued to Suppliers. In the event a Bidder
is pending an award, staff are to advise the Bidders to work with the Vendor Outreach &
Support Section of Procurement Department for additional guidance on how to become
a fully registered Supplier.
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Module 8: Award a Buy Event
Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer

Lesson 1: 1. Select Manage Sourcing Events option in the navigation pane.
Award a Buy = inferms

Event

New Window | Help | Persenalize Page
o Add a Document
Documant Management Source Tansaction | T -
. Marage Soucing Plans . *SetlD MG
“Ad Hoe ID  NEXT
0 Create Events v
1 “Description
B Wanage Souchg Evn N I Contract Style =
I Event Respanses ~ ‘Document Type ~
Coniracts Setup - m | AddoDoament Copy Document Import Document Find an Exising Document
4 Manage Confracts v
42 Purchase Orders v
2. Select Award Events object in the navigation pane.
..... inferms

< Supply Chain Operations

MNew Window | Help | Personalize Page

+ Approvals AA

Add a Document

Document Management “Source Transaction ' Ad Hoc v

*{ Manage Sourcing Plans v "setlD MDC [
“Ad Hoc 1D | NEXT
0 Create Events. v
“Description

JEDESEI “Contract Style ]

Event History “Document Type v

Event Workbench m ‘Add a Document Copy Document Import Document Findt an Existing Document

Event Details

Tally Sheet

Event Workbench

Create Bidder Response

Award Events I

Aoalyze Events

Manntain Bidder v

inferms
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Lesson 1: Award
a Buy Event

Module 8: Award a Buy Event

Input the applicable search parameters then select the Search button.

< Supply Chain Operations

+ Appeovals.

“f Manage Sourcing Plans

I 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

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

Find an Existing Value
*Search Criteria
Business Unit = V|

EventID  begins with'¥.

EventRound = vl
Event Version = v|
Event Format | = v
Event Type = v|

Event Name _ begins with v
Event Status = vl

DateTime Finished = v

Case Sensitive

v
Clear | Basic Search

ME x Q
V]
v
V]
& Save Search Criteria

4. Select the Event.

| Manage Sourcing Plans
l Create Events
# Manage Sourcing Events
Event History
Event Workbench
Event Details
Taly Sheet
Event Workbench
Create Bidder Response
Award Events
Analyze Events
Maintain Bidder

Notice: of Intent 1o Award

Event Type = v

EventName _ begins with| v/
Event Status | = v|

DateTime Finished = v

[Icase Sensitive

Search | Clear | Basic Search B Save Search Citeria

Search Result

View All

Business Unit  EventID  EventRound EventVersion EventFormat Event Type Sealed Event

ME

ME

ME

ME

ME

ME

ME

1 RFI RFx
1 Buy RFx
1 Buy RFx
1 Buy RFx
1 Buy RFx
4 Buy RFx
3 Buy RFx

N

Event Name.
Request for Information ME
st ME
Bidder
Buy/Rix Event complex:
ME RFx 219
ME RFx 2-18-2021
ME Rfxtest 2

12400124 %]

Evant Status  DateTime Finished
Pend RFI 02262021 300PM
Pend Award 022412021 4.00PM

Pend Award

2372021 4.00PM

Pend Award 022372021 4:30PM

Pend Award 021182021 3:00PM
Pend Award 0211872021 1:30PM
Pend Award 0200072021 4:35PM
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Module 8: Award a Buy Event
5. 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.

Buyer # Qm
® N New Window | Help | Personalize Page | @ |
Approvals v
Award Details
[ Manage Sourcing Plans v Hward Details Award Summary Review Constraints
Business Unit: Evant ID: Round: Version: Event Name:
1 Greate Events v ME 0000000050 1 1 test ME
Event Format: Event Type: Curmency: End Date: Stats:  Status: Go To:
Manage Sourcing Events  ~
L " Buy RFx uso (22472021 4 00PMEST Pending Award Ci
EventHiskey  Show Award Detalls to Bidders
Event L Display bids L] Display all bids (] Display bid scores (] Display bid's total bid price L Display factors
Event Details
Award Detalls () « 49
Taly Sheet
- Bidder Nama COMPUTERS AT WORK INC @ Bidder Typn  Suppler Buyer |E217260 q
Morkbench 1
Award Currency |Eml v UsD Tarms Q
Create Bidder Response
Contract Style Purchase Ord POBusiness Unit |ME @
Award Events
Aad Mmber f Total Award 41,0000
Analyze Events
e Award Lines
Maintain Bidder L O ey
Nalce of et o Award v Ume  kmiD Supllam e _liom Desrpien Group 0 uom E“" Aworded Price  Extended Price >
£ 3

6. Select Purchase Order from the Contract Style list.

Look Up Contract Style

Styl Descripion _ begns wh ] |

Contract Style  begins with v

] | o

Search Resulls

View100 14 ¢ 13013 » >

Style Description

Contract Style

Emergency EMER
Eer—

Work Order Proposal Request WOPR
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7. 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 displays if the vendor is a

Bidder or a Supplier. For any vendor related issues, contact Procurement’s Vendor

Outreach and Support Services (VOSS Services).

Lesson 1: Award
a Buy Event

< Supply Chain Operations

New Window | Help | Personalize Page

Award Details

Award Details Award Summary Review Constraints
Business Unit: Event ID: Round: Version: Event Name: T
D EVNDODOT29 1 4 Event Line Sample
Event Format: Event Type: Currency: End Date: Status: Status: Go To:
Buy RFx Pending Award
usD 05/18/2022 6:45PM EDT

~ Show Award Details to Bidders

O Display bids O Display all bids. O Display bid scores O Display bid's total bid price O Display
Award Details (2
Bidder Name METRO DADE SECURITY SYSTEMS INC T —————— Buyer |E72881
Award Type | Procurement Contract ~ Aveara Comroner T Event = uso N
m “Contract Style | Purchase Order e Ipo Business Unit [IC] a| I
Total Award 14,500.0000
Award Number .
Award Lines
H Q
B . Award -
Line Item 1D Supp/item Rel  Item Description Group ID uom Quantity Awarded Price
1 Economy Folding Chair - Steel Tan EA 250.0000 58.0000
Pos]

Retumn to Search

Award Details

Previous in List Next in List Notify

Award Summary | Review Constraints

8. Select the Post Award button.

inferms

< Supply Chain Operations

2 Approvals v A Display bids Display all bids Display bid scores Display bid's total bid price Display factors A
| Manage Sourcing Plans v
Award Details 1
] Create Events. v
e — ) Bidder Nama COMPUTERS AT WORK INC Bidder Type  Suppler Buyer | E27260 Q
Award Type  Procurement Contract ¥ Award Currency | Event v UsD Terms Q
Event Hi
Vet Hislory “Contract Style  Purchase Order Q POBusiness Unit [ME @
Event Workbench
Award Number 1 Towal fvard 10000
Event Deals m Awerd Lines
Tally Sheet wQ 1001
" Award
Event Workbench e kemiD Supptem Rel  Hem Description Group ID oM Quandny Avarded Pice  Extendad Price
Create Bidder Response 1 00514041409 v ABRASIVE, PLASTONE, 1-412 . X80 YD, ROLL ROL 10000 410000 noo B
Award Events.
Post Award
Analyze Events
— | save I Retunto Search | PraviousinList | NextinList |  Notty
ward Deads | Award Summary | Review Consiraint v
Nalioe of et 10 Award
< >
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9. Select the Save button.
Lesson 1: Award T

a Buy Event ! ContractEntry

Details. Order By Amount ftem Information Defaull Schedule Release Amounts Release Quaniibes Line Groupings Spend Threshold I

Include for
Release

Line itam Description UOM  Category Status

1 B 0014041408 Q ABRASIVE, PLASTONE, 12N X50vD. B RoL oosie i oW M Adve X

fiew Calegory Hierarchy Calegory Search

* Contract Categories

Lines

" 1-1of1v)
Detalls || FPricing Opticns | Release Amounts | Spend Thieshoid | I

Line Category Description Status

1 Qa -3 W Adve +

E Return to Search Notify Refresh.
Contract | Addiional Detadls | Insurance Detail

Once the post award button is selected, a Child 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 Contract Control Section
Update the Purchase Order BU defaults
Remove the maximum amount that is populated automatically on the contract
Update the Release Quantities, if necessary.
Associate the child contract to the Parent (GMS) contract.

ouhwnN
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Module 8: Award a Buy Event

There are times when an event cannot be awarded, and the status must be changed
to Not Awarded.

Below are instances that may require the Buyer to update the lines and/or groups if
an event to reflect the current status from pending award to not awarded.

Bids received are over the estimated budget or funds have been allocated to a
different project.

Goods/services requested through event are no longer necessary, items are
obsolete, etc.; in more detail, pursuant to Miami-Dade County General Terms
and Conditions sub-section 1.5, Award of a Solicitation, Bids may be awarded
to the responsible Bidder meeting all requirements as set forth in the
Solicitation. The County reserves the right to reject all Bids, to waive
irregularities or technicalities and to re-advertise for all or any part of this
Solicitation, as deemed in its best interest. The County shall be the sole judge
of its best interest.

Resoliciting of the goods/service is needed, i.e., change of scope is not
addressed on the current solicitation and warrants a new solicitation.

No bids received.

Bids received are deemed non-responsible.

Partially awarding an event.

Closing the lines/groups to not awarded will allow the Buyers of an event to resolicit
under a new event particularly if the information is derived from a requisition. This
information can be copied from requisition once more.
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Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer

Lesson 2:
Change Event 1. Select the Manage Sourcing Events pane.

Status to Not
Awarded

Bugustan
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Module 8: Award a Buy Event
3. Select the Event Workbench pane.

Lesson 2:
Change Event
Status to Not
Awarded

i1
i

4. Input any applicable search parameters.
5. Select the Search button.
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Module 8: Award a Buy Event

6. Select the Analyze Bids button.

= -
N D 2
a:".'r‘ m
7. Select the Contract Set-Aside list item.
8. Select the appropriate option.
E%hIIIIIIIIIIIIIIIIIIIIIIlﬁﬂHIIlllllllllllllllllllliaa
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Module 8: Award a Buy Event
9. Select the Contract Amount list item.
10. Select the appropriate option.

Change Event Ega T

Status to Not R
Awarded

Lesson 2:

11. Select the Analyze Line or Analyze Group link.

|ﬂ wifernis]
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Module 8: Award a Buy Event
12. Select the Line Status list item.
13. Select the Closed list item.

% s m.\l

Analyze Une

e f U Lsies WAT0 Lot 0 2 s

14. Repeat steps line 12-13 for all lines or groups as applicable.
15. Select the Save button.

Note: After selecting the Save button, the status changes to Not Awarded.

|ﬂ wifsrnis]

inferms
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Module 8: Award a Buy Event
Module 8: Now that the lesson has been completed, users should be able to:

Award a Buy e Award aBuy Event
Event Summary

=

4
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Module 9: Course Summary
Course Summary The Course Summary module covers three topics:

e Course Content Summary
e Additional Training and Job Aids
e Course Evaluation
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Module 9: Course Summary
Objectives Congratulations for completing the Strategic Sourcing course! Users should be able to:

Achieved e Create an RFl Event
e (Create a Buy Event
e Approve an Event
e Create Multiple Versions of Sourcing Events
e View Event Q&A Forum
e Navigate through the e-Supplier Portal
e Analyze an Event
e Award a Buy Event
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Module 9: Course Summary
Additional Other training courses that may be eligible to take, based on the roles assigned, include:

Training and Job e SCM 201- Manage and Record Requisitions
Aids e SCM 202- Manage and Record Purchase Orders
e SCM 205- Departmental Supplier Contract Management

The following resources are also available:

Job Aids

e (Create a New RFI Event

e (Create a New Buy Event

e Attach an RFx Document

e Creating Multiple Versions of Sourcing Events
e View Event Q&A Forum

e View Merged Files and Vendor Files
e Review Forms and Addendum

e Analyzing a Buy Event by Aggregate
e Analyzing a Buy Event by Line

e Analyzing a Buy Event by Group

e Analyzing a RFI Event

e Award an Event

For additional Information, be sure to visit:

e Miamidade.gov/informs
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Module 9: Course Summary

The following key terms are used in this course:

Term

Event Preview
Date

Definition
The date that the event is available to potential bidders,

allowing for review of the event, question submissions, and
saving of bids, which can be posted as soon as the event starts.

Note: The Event Preview Date and the Event Start Date should
be the same.

Event Start Date

The date when the Bidders/Suppliers can begin to post bids for
the event.

Q&A End Date

The date after which bidders/suppliers can no longer submit
guestions via the Discussion Forum to INFORMS buyers. Be sure
the time is set for 12:00 PM.

Note: The date must be after the start date and at least 3-5
days prior to End Date.

Event End Date

The date when the bidding closes. Be sure the time is set for
2:00 PM.

Category Code

The category code associated with the Sourcing Event. Bidders
or Suppliers will be searched based on the associated
categorization.

Send to Bidder

Select to enable the Bidder to see the comment.

Include on Award

Select to enable the comments to appear on the contract or
purchase order award.

Attached File

Select the file to attach to this event.

Attachment Enter a description (name) for the attachment.
Description

. . Select this check box if this attachment is to be available to
Display to Bidder

Bidders.

Include on Award

Select this check box if an attachment is to be included with the
award.
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Module 9: Course Summary

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

/ Term Definition

The date that the event is available to potential bidders,
allowing for review of the event, question submissions, and

Event Preview saving of bids, which can be posted as soon as the event starts.

Date
Note: The Event Preview Date and the Event Start Date should

be the same.

The date when the Bidders/Suppliers can begin to post bids for

Event Start Date
the event.

The date after which bidders/suppliers can no longer submit
guestions via the Discussion Forum to INFORMS buyers. Be sure
Q&A End Date the time is set for 12:00 PM.

Note: The date must be after the start date and at least 3-5
days prior to End Date.

The date when the bidding closes. Be sure the time is set for

Event End Date 2:00 PM.

Send to Bidder Select to enable the Bidder to see the comment.
(Comments)

Display to Bidder | Select this check box if this attachment is to be available to
(Attachment) Bidders and part of the Bid Packet pdf file.

Select this to run the process to generate the Bid Packet. All
event attachments, marked Display to Bidder, are merged into a
.pdf file format.

Generate Bid
Event Packet

Select this icon to prompt changes to an event. The new version
will allow event changes to line items, event dates, and
attachments, etc.

Create New
Version

Select this to run the process to generate the Bid Packet. All
event attachments, marked Display to Bidder, are merged into a
.pdf file format.

Generate Bid
Event Packet
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Module 9: Course Summary

The following key terms are used in this course:

Term Definition
Q&A Forum Forum available to communicate questions and comments
related to a specific event.
Analyzing all pricing submitted by all bidders for all lines in the
Analyze by aggregate.
Aggregate Review each bidder's bid for the total of all the items in an

event.

Analyze by Line

Analyzing pricing submitted by all bidders on a line-by-line basis.

Review each bidder's bid for each line item in the event.

Analyzing pricing submitted by all bidders on a group-by-group
basis.

Analyze by Group
Review each bidder's bid for each group in the event.
An excel spreadsheet produced by the system from the date on
the analyze page reflecting all pricing submitted by bidders and
Tally Sheet calculations based on bid factors.

Excel document listing the details of the bids received, Bidders
information, and sum of the lines, groups of the events.

Contract Set-

A contract that is set-aside for award only to Miami-Dade

Aside certified Small Business Enterprise (SBE) firms.
Tier 1
Tier 2

SBE Tier Tier 3
Tier 4

VBE Preference

A contract preference afforded to local, certified Veteran-
Owned Business Enterprises (VBE). VBE’s are certified by the
State of Florida. A preference of 5% is deducted from a certified
VBE when evaluating prices submitted against non VBE firms. If
a VBE firm is also a certified SBE firm, the preferences do not
aggregate, only the higher preference is applied.

Local Preference

A preference is afforded to firms meeting the criteria of a local
business as detailed in 2-8.5 of the Miami-Dade Code of
Ordinances.
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Module 9: Course Summary

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

/ Term Definition

A preference afforded to firms meeting the criteria of a locally
headquartered business as detailed in 2-8.5 of the Miami-Dade
Code of Ordinances.

Locally HQ
Preference

5% - the threshold between any local low bidder’s price and any
locally headquartered bidder’s price in order to initiate a
request to submit a Best and Final offer (BAFO) from the
affected bidders

10% - the threshold between any non-local low bidder’s price
and any local bidder’s price in order to initiate a request to
Threshold submit a Best and Final offer (BAFO) from the affected the
bidders

15% - the threshold between any non-local low bidder’s price
and any locally headquartered bidder’s price in order to initiate
a request to submit a Best and Final offer (BAFO) from the
affected bidders

A system generated report sent to bidders upon submittal of a
bid listing the pricing, answers to bid factor questions,
documents submitted by the bidder, and the date/time the of
Bid Summary the bid submittal.

A system generated file that gives a summary of what was
submitted.

All files uploaded by a bidder when submitting a bid.

Vendor Files Vendor files are the individual files that were uploaded by the
bidder.

Merged documents in PDF format consisting of all documents
uploaded by buyers as well as bidder on an event. There are
three types of merged documents, the Solicitation Package,
containing all documents attached to a sourcing event by the
buyer, a PDF document containing all documents uploaded by
Merged Files each bidder on an event, and a Tabulation Package, consisting
off all documents uploaded by the buyer as well as all
documents uploaded by all bidders on an event.

Combined PDF documents pertaining to the event which
include solicitation, tabulation, and bid proposal packets.
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