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[bookmark: _Toc448759361][bookmark: _Toc448759602][bookmark: _Toc454621721][bookmark: _Toc383682771]Information for Bid (IFB Trainer Guide)	Comment by Lawton, Lorri L.: Include Process/Manual #1for easy reference.	Comment by Lawton, Lorri L.: Should be Instructor Guide.	Comment by Lawton, Lorri L.: Include goals and objectives.
Pre-Training Setup	Comment by Lawton, Lorri L.: Setup information typically includes the required materials the instructor will need – projector, computer, ppt., printed handouts, support documents, surveys, Call and Response Questions, etc.


	Day
	Document Type
	Action

	Day 5	Comment by Lawton, Lorri L.: Day #s do not need to be included.  The instructor guide should be generic enough so that any instructor, anywhere, can pick it up and know how to conduct the training.  The content can be taught over two days, one day, etc.  It should not be specific to a day.  

	Generic Req
	Req ready for purchasing 

	Day 6
	Generic Bid
	Add quotes for user examples

	Day 6
	Generic Bid
	Bid - Ready to open with Vendor quotes

	Day 6
	Generic Bid
	Ready to Covert to PO - Req Ready for Purchasing



Handouts
· Start of Requisition
· Statuses	Comment by Lawton, Lorri L.: What is this?
· Hands-on Example for Blanket IFB
Timeline
	Day 1
	10 min.
	Review of Week 1	Comment by Lawton, Lorri L.: Recommend an additional column for the reference to Hands On, Demo, Lecture.

	
	10 min.
	What is an IFB and how is the process

	
	15 min.
	Requisition Demo

	
	20 min.
	Requisition Hands-On

	 
	15 min.
	Bid – Publish Demo (Blanket)

	
	20 min.
	Bid – Publish Hands-On

	
	15 min.
	Break (say 10 minutes)

	
	15 min.
	Bid – Add Amendment, add attachment and open bid Demo

	
	20 min.
	Bid – Add Amendment, add attachment Hands-On

	
	15 min.
	Bid – Add Vendor on Bid Tab Demo

	
	20 min.
	Bid – Add Vendor on Bid Tab Hands-On

	
	10 min
	Recap, Questions, and Check for Learning

	Day 2
	10 min.
	Recap and Questions from Day 1

	 
	15 min.
	Bid - Award Demo

	 
	 20 min.
	Bid - Award Hands-On

	
	15 min.
	PO Demo (Blanket)

	
	20 min.
	PO Hands-On

	
	10 min.
	Review and Questions

	
	15 min.
	Break (say 10 minutes)

	
	 15 min.
	Change Order Demo

	
	20 min.
	Change Order Hands-On

	
	30 min. 
	Exercise - IFB

	
	15 min
	Recap, Questions, and Check for Learning



Day 1:
What is an Invitation for Bid Look Like in BidBuy?	Comment by Lawton, Lorri L.: grammar
Show Process
Create Open Market Requisition
· Show Steps for Create Requisition
Instructor Online
Instructor does the following and then turns over to user to do…
[bookmark: _Toc454621723]Create Requisition (Department Access Role)
[bookmark: _Toc454621724]General Tab	
	· On whose behalf are we requesting this product or service. 
· General tab must be completed first. 
· Once the required information (fields designated with an asterisk “*”) on the General tab has been entered and saved, a requisition number will be automatically assigned and the user may navigate to other tabs.
	· Short Description: CMS Fire Extinguishers and Blankets
· Department: Default
· Location: Default
· Requisition Type: Open Market
· Type Code:  Commodity



[bookmark: _Toc445286398][bookmark: _Toc454621725]Items Tab 
	Enter items into the requisition Add Open Market Items and create from scratch.  
	· Add Open Market Item 1:
· Descriptions and Specifications: Fire Extinguisher
· Quantity: 1,000 
· NIGP Class Code: 340
· NIGP Item Code: 28
· Add Open Market Item 2:
· Descriptions and Specifications: Fire Blanket
· Quantity: 500 
· NIGP Class Code: 340
· NIGP Item Code: 18


[bookmark: _Toc445286403][bookmark: _Toc454621726]
Vendor Tab – Add on Bid
We can enter a vendor to recommend a buyer that we know provides the goods or services that we are requesting. At this time, we will let the buyer/basic purchasing agent enter any know vendors when processing the Bid.
[bookmark: _Toc445286405]
[bookmark: _Toc454621727]Address Tab
	The Requisition Address is auto filled by the default for the user’s setting on Ship-to Address and Bill to Address. Typically this would not be changed because it's the Requestors Address default, not the Buyers who processes the bid`
	· Address: Use Default


[bookmark: _Toc454621728][bookmark: _Toc445286407]
Accounting Tab  - Add on Bid
	This is accounting information for all items. To itemize accounting for individual items, go to Items tab and select Accounting sub-tab.  Note: Requisitions that will be converted to Blanket Bids resulting in term contracts do not require accounting to be entered. 
The account code selected has the funding source embedded in it.



Routing Tab
The routing that a requisition must follow for approval is determined by the applicable approval paths. The approval path for the requisition is displayed on the Routing Tab.  This tab remains blank until an approval path is determined when the requisition is submitted for approval.
[bookmark: _Toc454621729]
Attachments Tab
	Attaching files to BidBuy documents is a useful way to include specifications or other guidelines in the user’s procurement documents. We will give more details on this when we start working on our processes.
	· Add Form = Justification


[bookmark: _Toc445286409][bookmark: _Toc454621730]
Notes Tab
	The Notes tab allows the user to add, edit and delete notes to provide additional information or special instructions for internal users. Only the user may edit their note. A note is similar to a post it note as an internal communication.
	· No action



[bookmark: _Toc454621731]
Reminders Tab
	Reminders are a useful function of the application to send to a specific State user of BidBuy on a specific date. That it references this document only. Not the Bid and PO.
	· No action


[bookmark: _Toc454621732]
Summary Tab
	Review information
	· Save for Approval
· On Ready for Purchasing



Presentation
· User hands-on for Req
· Hand out steps
· Display steps on the screen


Bid Presentation
Slide talking points:

Create and Publish Bid
· Show steps for creating and publishing bid

Instructor Online
[bookmark: _Toc454621733]Process Bid (Basic Purchasing User going forward)
Change to Basic Purchasing User:
· Click Convert to Bid
· Click Link to Bid
[bookmark: _Toc454621734]General Tab 
	Populates most information from the Requisition but there are some required fields that were not available for a req – Highlighted in Red. For example bid available and bid opening dates. So we want to make sure we address these.
Bid Available Date - Allows Agency to set a date in the future 
Bid opening date - Quotes are due Based on our agency’s timelines for obtaining required approvals, be sure to allow adequate time when setting the Bid Opening Date. Assure that this is at least two weeks past current date and time.  

	· Type Code:  10 – Invitation for Bid (IFB) 
· Bid Available Date:  Now 
· Bid Opening Date:  Put 1 hour from now. 
· Purchase Method: Blanket
· Blanket Begin Date: Tomorrow’s date
· Blanket End Date: A year from today 
· Info Contact: Provide the solicitation contact information
· Pre-bid Conference:  Enter any Vendor Conference date, time, and location specifications
· Bulletin Desc:  Include a brief description of the procurement
· SPO Name:  SPO Assigned to your Agency
· Special Procurement Rationale:  blank
· Is this subject to Small Business Set-Aside? :  N
· BE/VBE Participation Goal? : N



[bookmark: _Toc454621736]Items Tab – review only
As we see the items information moved over from the req. We can change it, but in this case we will leave the same
Address Tab – review only
Same as items, moved over from the req. We can change it, but in this case we will leave the same.  Also, typically a buyer wouldn’t change the address from the requestor
Accounting Tab
	Account codes are setup depending on our agencies accounting.
Save by Dollars -to automatically fill in the correct percentages based on the dollar amount entered
Save by Percentages - to automatically fill in the correct dollar amounts based on the percent entered (We  will use this one for now)
Rebuild for all Items - this applies the accounting to the item or items we added.  Until we  do this, accounting is not applied
	· Account Code = Default
· Save Based on Percentages
· Rebuild for all Items 



Routing Tab
Populated once we trigger the approval paths
Bidders Tab 
	We know a vendor who has supplied space ships in the past, so we will add them here. To do that…
	· Search Vendor Name:  Training
· Select: Training Vendor1
· Select Unrestricted Bid


[bookmark: _Toc454621737]
Questions Tab
	The Questions tab allows the user to create specific questions for the vendor to answer with a supplied response type. Sample question types may be about specifications or delivery.
	· Add Question as Yes/No as required: Are we registered through Illinois Procurement Gateway?
· Make mandatory



Attachments Tab – No changes
As we see the attachments moved over from the req. We can change it, but in this case we will leave the same.
Notes Tab – No changes
As we see the notes moved over from the req. We can change it, but in this case we will leave the same.
Amendments Tab = N/A at this time.
Amendments can be created after the notice of bid is posted. They are used to amend the bid and publish the award date. Sole Source hearing cancellation notices are published using an amendment to the bid. The Amendment is for public posting during the review period between the notice of award and the execution of the contract. They can also be used to attach financial disclosures for the PPB review.
Q & A Tab = N/A at this time.
The Q&A tab is a way for vendors and the agency to dialog within BidBuy regarding the bid. This feature is only usable before the bid opening, that restricts additional vendors to bid, however, the questions and answers remain viewable after the bid opening.
[bookmark: _Toc449947170][bookmark: _Toc454621739]Summary Tab
	Review information
	· Save for Approval
· Publish Bid
· Exit and show bid in public view



· Comment:  Once the Bid document is sent or posted online, the vendors can view the bid and respond. During this time, if there are any changes to bid, a Bid Amendment is completed. 
Presentation
· User hands-on for Bid Publish
· Reference hand out as a guide
· Display steps on the screen
· When users complete exercise, go back to presentation
· Recap and Q & A
· Check for Learning (tally correct answers)
[bookmark: _Toc454621740]Instructor Online
[bookmark: _Toc454621741]Published Bid
General Tab
· Review = updates limited 
[bookmark: _Toc454621742]Q & A
· Add Question: Can you ship to multiple locations on one Purchase Order?
· Add Answer: Yes, but must notify the State
[bookmark: _Toc454621744]Amendment
· Add Attachments:  Appropriate files and forms
· Change Bid Opening Date
[bookmark: _Toc454621745]Summary Tab
· Save for Approval
[bookmark: _Toc454621746]Presentation
· Show steps to Open and add quote to vendor
Instructor Online
Open Bid
Now we want to Open a Bid.  Go to Summary Tab
[bookmark: _Toc454621749]Summary Tab
· Summary tab – Select Bid Tab
Bid Tab: Quote
· Create New Quote
[bookmark: _Toc454621748]Bid Tab: General Tab
· Select Vendor
· Enter Received Date
· Are you registered and active in the Illinois Procurement Gateway?  Yes
Bid Tab: Items
· Enter quote for item(s)
[bookmark: _Toc454621750]Bid Tab: Header Questions
· Respond to questions
[bookmark: _Toc454621751]Bid Tab: Terms & Conditions
· Select Yes
· Save & Exit
[bookmark: _Toc454621752]Bid Tab: Attachments
· Would attach all document received by Vendor but not limited to the vendor response, Certifications and Disclosures and any other documents submitted
[bookmark: _Toc454621753]Bid Tab: Summary
· Submit Quote
· Bid Tab: Summary
Presentation
· Recap & Q & A
Day 2:
Presentation
· Recap & Q & A
· Show steps to Tabulation and Recommend Award
Instructor Online
[bookmark: _Toc454621754]Tabulate and Recommend Award 
The Bid tabulation process is a feature of BidBuy that assists with determining who should be awarded the bid. Within the process, the bid has been sent and it is past Open Bid Date, or in Ready to Open status.
[bookmark: _Toc454621755]Bid Tab: Items 
	The Items Tab shows pricing by item for all quotes. BidBuy signifies the lowest quote with two asterisks (**).
	· Award by items



[bookmark: _Toc454621756]Bid Tab: Header Questions
	These are questions that the State asked and maybe required for the responding vendors
	· Review Responses



[bookmark: _Toc454621757]Bid Tab: Summary Tab
	Review information
	· Submit for Approval
· Approve



Reminder Tab
· Due Date:  This should be 30 days from the Notice of Award
· Comment:  Waiver Request
· [bookmark: _GoBack]Remind Whom:  General PPB e-mail (coming)
· Days Prior to Remind: 0 will send reminder immediately.
· Send Email: Check
Amendment Tab
· Create Amendment
· Add Attachments:  Appropriate files and forms
[bookmark: _Toc454621761]Purchase Order Presentation
Slide talking points:
Create and Send Purchase Order
· Show steps for creating and send purchase order
Instructor Online
Process Purchase Order
[bookmark: _Toc454621760][bookmark: _Toc454621762]Bid Tab: Summary Tab
· Create Purchase Order
General Tab 
	Populates most information from the Bid but there are some required fields that were not available for a bid – Highlighted in Red. For example bid available and bid opening dates. So we want to make sure we address these.
Type code – referencing type of bidding not the process like RFP, IFB..   
	· Type Code:  A – Competitive Sealed Bidding 
· Current Fiscal Year:  Choose the fiscal year in which the contract will be started in



[bookmark: _Toc454621764][bookmark: _Toc454621767]Vendor Tab
· At least one fully registered active vendor distributor is required for Blankets Only.
[bookmark: _Toc454621765]Control Tab
· At least one control is required for master blankets/contracts for Blankets Only
· Add ORG
· Add Department
· Add Dollar Limit: Put amount of winning vendor
· Add Minimum Order Amount
[bookmark: _Toc454621766]Update Purchase Order: Verify Remaining Tabs
· General Tab
· Vendor Tab
· Routing Tab
· Attachments Tab
· Notes Tab
· Bidders Tab
· Change Orders Tab = N/A
· Reminders Tab
Summary Tab
	Review information
The Purchase Order status is Sent. Go to the bottom of summary page to print purchase order.
Email is sent to the awarded vendor?
	· Submit for Approval
· Send Purchase Order



Presentation
· Show steps for Change Order
Instructor Online
[bookmark: _Toc454621768]Process Change Order:  Add Updated Contract
[bookmark: _Toc454621769]Review tabs
[bookmark: _Toc454621770]Attachment Tab
· Add Attachments:  Appropriate files and forms
[bookmark: _Toc454621771]Summary Tab
· Save for Approval
· Send Change Order
Presentation
· Handout exercise for another IFB Blanket
· Users hands-on
· When users finish – take note on how they did
· Check for Learning (tally correct answers) and Q & A 
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