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[bookmark: _Toc456785528]Introduction 
BidBuy is the State of Illinois’s new web based, eProcurement system, designed to streamline procurement processes and offer expanded services.  Once fully implemented, BidBuy will replace the Illinois Procurement Bulletin (IPB) for General Services, as the notification system for procurement opportunities; the Remedy System for creating Procurement Business Cases (PBCs); links directly to the Illinois Procurement Gateway (IPG); interfaces with AIS; and reports information to the PPB Clearinghouse. Further, the State will integrate BidBuy with SAP and the new BEP Certification System. 
Depending on your Agency’s preference, Requests for Proposal solicitations may or may not be reviewed prior to distribution to the Vendor community. Request for proposal opportunities may be emailed directly to Vendors, or Vendors may view them within BidBuy. Vendors are able to submit Quotes through traditional means and cannot submit directly into BidBuy.  

Note:  	If not an AIS Agency, some fields in the screen shots may not be available to you.


[bookmark: _Toc456785529]BidBuy General Overview
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[bookmark: _Toc456785530]Requisition (REQ) 
Creating a requisition is the first stage in the Request for Proposal process.  The Requisition is the replacement of the Procurement Business Case.
1. Click Documents from the Ribbon bar
2. Highlight Requisitions
3. Click New
This will then open a New Requisition on the General Tab.  Follow instructions below for guidance on each tab, in order to complete the Requisition.
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[bookmark: _Toc456785531]General Tab
This required tab is to include the basic information about the procurement. 
· Short Description:  This should uniquely identify the procurement as this is a searchable field.  Use whole words; do not use acronyms or abbreviations.
· Requisition Type:  Open Market will be utilized for Request for Proposal.
· Type Code:  Select the appropriate Type Code as this is a searchable field. See Appendix XX	Comment by Adams, Amy (CPO): Confirm why here.  Is this for Custom Column Appendix?
After completing all necessary fields, select Save & Continue to establish a Requisition Document Number for the procurement.  
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[bookmark: _Toc456785532]Items Tab
This required tab allows the Agency to identify the item, quantity, and estimated cost associated with the procurement.  There are two options available to input items which enable the user to input individual specifications, or duplicate specifications from an existing contract or blanket purchase order.
BidBuy requires at least one Normal Item Type to continue.  
If a contract will have renewals, enter each contract term as a separate line item.  
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[bookmark: _Toc456785533]Option 1: Add Open Market Item:
This allows the Agency to input specifications for items to be procured.  
· Description: Complete specification of the item that the Agency is procuring. This is a searchable field.
· Quantity: Does require a minimum of one.  
· Unit Cost:  Estimated cost.
· UOM:  Units of Measure to be used. See Appendix A.
· NIGP Class/NIGP Class Item:  May enter the number if known, or utilize the magnifying glass to search. 
· Commodity Code: May be left blank. 
· Additional NIGP Code:  If there is more than one NIGP code that is associated with this line item, include the other NIGP Codes here. 
[image: ]
Select Save & Add New to create additional item numbers.  Select Save & Exit after entering the final item specifications. 
[bookmark: _Toc456785534]Option 2: Search Items:
This allows the Agency to select item descriptions and pricing from existing contracts or blanket purchase orders. 
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Select Add to Req & Exit once information has been entered. 
[bookmark: _Toc456785535]Vendors Tab 
This tab is not utilized for at the Requisition stages for Invitations for Bid.Requests for Proposal.  
[bookmark: _Toc456785536]Address Tab
This tab is prepopulated based on the user’s default addresses.  Dependent upon Agency user rights, the Ship-to Address or the Bill-to Address may be changed within this tab.
After completing any desired changes, select Save & Continue and proceed to the Accounting Tab.  
[bookmark: _Toc456785537]Accounting Tab
This required tab is utilized to select an Accounting Code.  The Agency should click the magnifying glass to search for the applicable Accounting Code.  Once the Accounting Code is found, select the radio button, and then click Select.  
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After clicking Select the updated Accounting Tab will be displayed with Validation Errors.
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The Agency should then select Save Based on Dollars or Save Based on Percentages.  After selecting one of these options, it will save the Accounting Code just selected and provide the opportunity for the Agency to input another Accounting Code if necessary.  If not necessary, then the Agency would select Rebuild for All Items. This clears all Validation Errors and allows for the requisition to proceed. 
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[bookmark: _Toc456785538]Attachments Tab 
This tab allows the Agency to attach Files and Forms.  Please see Appendix xx for files and forms related to this procurement. 
· [bookmark: _Toc456785539]Add File
To add a file, Select Add File.  The Agency may then browse their computer to find needed file.  After locating the file, select Save & Exit.
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· [bookmark: _Toc456785540]Add Form
To complete and attach one of the forms available, Select Add Form.  There are two options for finding available forms:
Option 1: Enter data into Search Fields and then select Find It.  This will provide a listing of all forms meeting input Search Fields criteria.
Option 2: Select Find It. This will display all available forms. 
[image: ]
Select the desired form and then click Edit & Attach Form.  The Selected form will then be displayed and the Agency may complete the required fields.  After completing fields, select Save. 

[image: ]
A new screen will be displayed that shows save is complete.  Select Exit to return to the Attachments Tab.  
[image: ]

Assure to uUncheck the Show Vendor column for any file or form that should not be accessible to the public.  In order to save any changes made on the Attachments Tab, assure to select Save & Continue. Proceed to the Vendors Tab.  
[bookmark: _Toc456785541]Summary Tab
This required tab allows the Agency to audit all data to be true, submit for approvals, and upon approval convert to a Bid.  
1. [bookmark: _Toc452024842][bookmark: _Toc456785542]Submit for Approval
1) Once all data is audited, then select Submit for Approval.  The approval paths associated with this procurement will be displayed.  
2) Click Continue to finalize the submittal for approval. 
[image: ] 
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2. [bookmark: _Toc452024843][bookmark: _Toc456785543]Convert to Bid	Comment by Adams, Amy (CPO): Consider placing what role will be converting/opening a Bid or sending a PO, etc…
Need to confirm which functionality each Role can perform.
Once all Approvals have been received, the Agency must convert the REQ to a Bid in order to finalize the Bid and post to the public.  
Locate the approved REQ by using these steps:
1. Click Documents from the Ribbon bar
2. Click Requisitions
3. Click Ready for Purchasing, and Open the REQ by selecting its number.
To Convert the Requisition to a Bid:
1) Select Convert to Bid, then click OK
2) In order to view the newly created Bid, select the hyperlink in the Summary Tab in the Requisition. 


[bookmark: _Toc456785544]Bid- Preparing to Soliciting Vendors
The Bid allows the Agency to create the solicitation for response by Vendors.  Internal approvals must be sought and obtained prior to being able to send (publish) the Bid to Vendors. 
[bookmark: _Toc456785545]General Tab
This required tab is to include the basic information about the procurement. 
· Type Code:  15 – Request for Proposal (RFP) 
· Allow Electronic Response: Uncheck
· Bid Available Date:  Allows Agency to set a date in the future in which to make the solicitation available after approvals have been received. This is the publishing date once Bid is approved. 
· Bid Opening Date:  Date and time in which Quotes are due.  Required to be at least 14 days past the Bid Available Date.  
· Based on your agency’s timeline for obtaining required approvals be sure to allow adequate time when setting the Bid Opening Date. 
· A Cloned Bid will be necessary if the Bid Opening Date passes before all approvals are received. 
· An Amendment will be necessary if the Bid Opening Date does not allow at least 14 days for the solicitation to be open to the public. 
· Info Contact: Provide the solicitation contact information here.
· 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
After completing all necessary fields, select Save & Continue.  If all required fields are not completed, then a Validation Error will continue to appear at the top of the screen. 
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[bookmark: _Toc456785546]Attachments Tab	Comment by Adams, Amy: Why don’t we visit the Items Tab?
Items Tab
Assure the Items tab is completed as desired.  Refer to Requisition Items Tab section for directions if needed.
*consider linking the “Requisition Items Tab” to the appropriate place in the document.	Comment by Tople, Katherine: Copy to 1 IFB manual
This tab allows the Agency to attach Files and Forms.  Please see Appendix xx for files and forms related to this procurement. The final solicitation document should be attached to the bid before uploading to the public. 
· [bookmark: _Toc456785547]Add File
To add a file, Select Add File.  The Agency may then browse their computer to find needed file.  After locating the file, select Save & Exit.
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· [bookmark: _Toc456785548]Add Form
To complete and attach one of the forms available, Select Add Form.  There are two options for finding available forms:
Option 1: Enter data into Search Fields and then select Find It.  This will provide a listing of all forms meeting input Search Fields criteria.
Option 2: Select Find It. This will display all available forms. 
[image: ]
Select the desired form and then click Edit & Attach Form.  The Selected form will then be displayed and the Agency may complete the required fields.  After completing fields, select Save. 

[image: ]
A new screen will be displayed that shows save is complete.  Select Exit to return to the Attachments Tab.  
[image: ]

Assure to uncheckUncheck the Show Vendor column for any file or form that should not be accessible to the public.  In order to save any changes made on the Attachments Tab, assure to select Save & Continue. Proceed to the Vendors Tab.  


[bookmark: _Toc456785549]Notes Tab
This tab allows the Agency to create and save internal notes regarding the procurement. Notes can be viewed by internal users such as CMS, SPO, or other approvers. 
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[bookmark: _Toc456785550]Bidders Tab
This required tab allows the Agency to search and populate the Bidders Tab with the selected Vendors to receive the solicitation.  Vendors can be selected in three ways:
Option 1: Find Vendors for All Commodity Code on the Bid
Option 2: Find Vendors for All Commodity Code on the Bid with chosen Search Fields
Option 3: Find It with chosen Search Fields
The following Search Fields are frequently chosen to search the Vendor pool:
· Vendor Name:  May input a specific Vendor Name
· Emergency Suppliers: Vendors who are willing to be available to respond 24/7. 
· NIGP Class: Drop down list
· NIGP Class Item: Drop down list
· NIGP keyword: may input a keyword and the system will provide all NIGP Class Vendors associated with that keyword. 
· BEP Certified: Searchable field
· Veteran Owned Business:   Searchable field
· State Use Vendor:  Searchable field
· Active vendor in the Illinois Procurement Gateway:  Searchable field
· Small Business Set-Aside: Searchable field

[image: ]
After entering any the desired fields, select Find It or Find Vendors for All Commodity Code on the Bid to display the results.  Agency should Select All and then Save & Exit. The Bidders tab now includes the Selected Vendors. 
The Agency will need to also choose:
· Unrestricted bid, all vendors can view and respond:  All RFPs will be marked as unrestricted.  This allows all Vendors to view the solicitation and the ability to respond.
· Hide Bid Holder List on Vendor Side: Check 
After selection is made, click Save & Continue.
[bookmark: _Toc456785551]Questions Tab	Comment by Adams, Amy: This will not be allowed for an RFP b/c Electronic Response is not allowed.
This tab allows the Agency to enter specifications and allow the Vendor to quickly answer in a predetermined manner.  There are eight available response types that the Agency may allow. 
· Available
· Average
· Comment
· Scale 10
· Scale 15
· Text
· True False
· Yes No
[image: ]
After entering all desired questions, the agency may choose to mark each question as Required. The agency must then select Save & Continue.
[bookmark: _Toc456785552]Q&A Tab
This tab provides the Agency to allow Vendors to submit questions electronically and to receive notifications when questions are submitted.  To allow both of these options on the Bid, the Agency must select both options and click Save & Continue.  If responding to a material question, then the Agency must check Show All on Web and select Save & Continue.	Comment by Lawton, Lorri L.: This should indicate that the Q & A must be posted to bid prior to the bid opening date.  
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[bookmark: _Toc456785553]Summary Tab- Submitting for Approval
This required tab allows the Agency to audit all data to be true, submit for approvals and upon approval send the Bid.  
1. [bookmark: _Toc456785554]Submit for Approval
1) Once all data is audited, then select Submit for Approval.  The approval paths associated with this procurement will be displayed.  
2) Click Continue to finalize the submittal for approval. 
[image: ]
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2. [bookmark: _Toc456785555]Send Bid
Once Approvals have been obtained, the Agency will need to publish and send the Bid to Vendors.  Once the Bid has been sent, it will allow the Vendors to view and respond to the solicitation.  To find the approved Bid, go to:
1) Click on Document in the Ribbon bar
2) Highlight Bids
3) Click Ready to Send, and Open the Bid by selecting its number
4) Click Send Bid
This is what the overview will look like on BidBuy for the public to see. 
[image: ]

[bookmark: _Toc456785556]Amendments Tab
This tab allows the Agency to create and publish changes to the solicitation.  Click Create Bid Amendment to start the amendment process. 
[image: ]
This will then allow the Agency to make changes to the General Tab, Items Tab, Attachments Tab, and the Summary Tab.
[image: cid:image005.jpg@01D1BBEF.03048220]
Once desired changes have been made, select the Summary Tab to review and make Comments for the whole bid amendment.  
1) Click Save & Continue
2) Click Apply Bid Amendment
[image: ]
After selecting Apply Bid Amendment, a list of Vendors (both solicited and acknowledged) to be notified will appear.  Click OK to continue.


[bookmark: _Toc456785557]Bid- Award
[bookmark: _Toc456785558]Bid Tab
Once the Bid Opening time and date have passed, the Agency may open bids.  To access received Quotes and submit Quotes:
1. Click Documents
2. Highlight Bids
3. Click Ready to Open
4. Click Open Bid hyperlink
5. Click Bid Tab
1. [bookmark: _Toc456785559]Creating New Quotes
This allows the Agency to enter Quotes for Vendors that submitted outside of the BidBuy system (ie. Fax, email, etc.).  Select Create New Quote
General Tab
This tab must be completed.  The fields that are required include:
· Vendor
· Received Date
· Are you registered and active in the Illinois Procurement Gateway
Once all information is input, select Save & Continue to generate a Quote Number.  A Quote Validation Error will appear at the top until all required tabs are completed. 
[image: ]
Items Tab
Enter the Unit cost and all other applicable details and then select Save & Continue. 
Questions Tab
If the Agency had any Questions, include the Vendor’s response and select Save & Continue. 
Terms & Conditions Tab
Verify and mark if the Vendor accepts, accepts with exceptions, or they do not accept the Terms and Conditions.  After marking a response, click Save & Continue. 
Attachments Tab
Attach all documentation received from the Vendor including but not limited to the vendor response, Certifications and Disclosures and any other documents submitted. 

Summary Tab
Audit all data to be true and accurate, and then select Submit Quote. 
2. [bookmark: _Toc456785560]Awarding the Bid
After all quotes have been entered electronically, open the Bid Tab:
1. Click Documents
2. Highlight Bids
3. Click Opened
4. Click Bid Tab hyperlink
5. Open the Items Tab
On the Items Tab, the Agency may view all responding Vendor pricing and select the lowest responsive and responsible Vendor. Items can be awarded per Vendor or per Item Number dependent upon the availability to do so in the solicitation.
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· Select the check box in each row to select the awarded Vendor per item.  
After making selection, select Award All and then select Save & Continue. 
3. [bookmark: _Toc456785561]Attachments
The Agency will be required to upload the Notice of Award Form and ensure that the finalized Financial Disclosures are attached to the Bid Tab prior to submitting for approval.  If these are not attached, then the SPO will reject. 
4. [bookmark: _Toc456785562]Submitting for Approval
After the awarded Vendor has been selected, the Agency must submit the Award for Approval on the Summary Tab.  Agency must audit all data to be true, submit for approvals and upon approval create the Purchase Order.  
1) Once all data is audited, then select Submit for Approval.  The approval paths associated with this procurement will be displayed.  	Comment by Tople, Katherine: ADD TO OTHER MANUALS Should we direct them to the summary tab or do you think this is a given?
2) Click Continue to finalize the submittal for approval. 
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[bookmark: _Toc456785563]Bid- Notice of Award
Once all approvals have been received of the award, the Agency SPO may will publish an Amendment.  To access the Approved Bid:	Comment by Lawton, Lorri L.: ADD TO OTHER MANUALS
1. Click Documents
2. Highlight Bids
3. Click Approved and Open the Bid by selecting its number.
[bookmark: _Toc456785564]Amendment to Publish	Comment by Lawton, Lorri L.: ADD TO OTHER MANUALS
This entire section “amendment to publish” needs to be copied and pasted into the other manuals.
In order to publish the Notice of Award, the SPO will be required to create and apply an Amendment.  
1. Select the Amendments Tab
2. Select Create Bid Amendment

[bookmark: _Toc456785565]General Tab
May alter any necessary information here specific to the results of the solicitation.
[bookmark: _Toc456785566]Items Tab
[bookmark: _Toc456785567]The SPO will see the estimated figures that were included as the estimate for this requisition/bid.  The Notice of Award will include the actual amount of the procurement.
Attachments Tab
This tab allows the SPO to attach Files and Forms.  The SPO shall attach the NOA provided by the Agency on the Bid Tab with documented written approval.  Please see Appendix B for additional files and forms related to this procurement. 
[bookmark: _Toc456785568]Summary Tab
This required tab allows the SPO to make comments and Apply Bid Amendment.
[bookmark: _Toc456785569]PPB
The PPB is provided 30 days from the time of award for their review.  Once the Agency has applied the Amendment for the Notice of Award, a Reminder must be sent to the PPB.  In order to set a reminder, the following fields must be completed:
· Due Date:  This should be 30 days from the Notice of Award
· Comment: Waiver Request
· Remind Whom: PPB Waiver Request
· Days Prior to Remind: 0 will send reminder immediately
· Send Email: Check
[image: ]
After entering all pertinent information, select Save & Continue. PPB will approve by issuing a reminder to the APO. Once granted, the PPB waiver can be viewed on the Reminders Tab. 
[bookmark: _Toc456785570]Bid- Creating the Purchase Order
Once all Approvals, including the PPB, have been received, the Agency must convert the Bid to a PO in order to finalize the PO and send it to the Vendor.  Locate the approved Bid by using these steps:
1. Click Documents
2. Highlight Bids
3. Click Approved
4. Click Bid Tab hyperlink
5. Open the Summary Tab
6. Select Create PO
[image: ]
The Agency may choose what to include on the Purchase Order and then select Continue. 
[image: ]
A new Purchase Order number is created and a hyperlink provided on the Summary Tab of the Bid.  
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[bookmark: _Toc456785571]Purchase Order (PO)
The PO is the resulting contract for the procurement.  In order to access the new Purchase Order:
1. Click Documents from the Ribbon Bar
2. Highlight Requisitions
3. Click Gone to PO, and open the REQ by selecting its number
4. Select the New Purchase Order hyperlink 
[bookmark: _Toc456785572]General Tab
This required tab is to include the basic information about the procurement.  (See Appendix C - Custom Columns)
· Type Code:  B – Competitive Sealed Proposal 
· Current Fiscal Year:  Choose the fiscal year in which the contract will be started in.	Comment by Tople, Katherine: MY screen says “Fiscal Year of Obligation” See screen shot below. (This could have changed recently)	Comment by Adams, Amy: Other fields below need to be explained as well.  Date Contract Executed is the date the contract was signed (last signature).
· Date Contract Executed:  Date contract is signed (last signature). 
After completing all necessary fields, select Save & Continue.  If all required fields are not completed, then a Validation Error will continue to appear at the top of the screen. 
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[bookmark: _Toc456785573]Items Tab
This tab allows the Agency to identify the item, quantity, and cost associated with the procurement.  For contracts with renewal terms, delete the renewal term line items from the PO.  This will result in the PO only containing the line items for the current term. 
[bookmark: _Toc456785574]Summary Tab
This required tab allows the Agency to audit all data to be true and submit for approvals.  
1. Once all data is audited, then select Submit for Approval.  The approval paths associated with this procurement will be displayed.  
2. Click Continue to finalize the submittal for approval. 
[bookmark: _Toc456785575]Sending PO
After all approvals have been received, open the PO:
1. Click Documents from the Ribbon bar
2. Highlight POs
3. Click Ready to Send
4. Select the Open Market subtab
5. Select the PO that the Agency wants to send to the Vendor and then select Apply Notification Action to Selected. 
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[bookmark: _Toc456785576]Change Order
A change order allows the user to alter information to theonly at the PO stage, add attachments, and submit for approval.  
This will be used to perform these, and other, functions:
·  aAttach the contract and 
· iIssue renewals
· Modify the contract.
· Modify accounting or financial information
· Novations and assignments
See related manuals for additional information on processing these changes orders.
[bookmark: _Toc456785577]Creating the Change Order (See Change Order Manual for Additional Guidance)
Select the Change Order tab on the PO and then select Create Change Order. 
[image: ]
BidBuy will open aA Change Order (In Progress) will open at the Items tab.  Make appropriate changes to any of the tabs, add attachments and then proceed to the Summary tab.
[image: ]
[bookmark: _GoBack]Select Submit for Approval if all information is correct.  Select Continue to finalize submittal.  The approval paths will appear at the bottom of the change order.  Once all approvals have been received, access the PO and the Apply the Change Order.
1) Select PO Tab
2) Select Change Order Subtab
3) Select the Change order number 
4) Review approvals and then select Apply Change Order
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Appendix A:  Units of Measure

	BidBuy UOM
	Unit of Measure Description 
	BidBuy UOM
	Unit of Measure Description 

	ACR
	Acre
	M
	Meter

	AU
	Activity Unit
	MI
	Mile

	BAG
	Bag
	ML
	Milliliter

	BAR
	Bar
	MM
	Millimeter

	BT
	Bottle
	MON
	Month

	CAN
	Canister
	PRS
	Person

	CAR
	Carton
	OZ
	Ounce

	CV
	Case
	PAL
	Pallet

	CM
	Centimeter
	%
	Percentage

	CRT
	Crate
	PC
	Piece

	CCM
	Cubic centimeter
	PT
	Pint

	FT3
	Cubic Foot
	QT
	Quart

	"3
	Cubic Inch
	S
	Second

	YD3
	Cubic Yard
	FT2
	Square foot

	DAY
	Days
	"2
	Square inch

	DZ
	Dozen
	YD2
	Square Yard

	DR
	Drum
	TS
	Thousands

	EA
	Each
	GAL
	US Gallon

	FOZ
	Fluid Once
	LB
	US Pound

	FT
	Foot
	TON
	Ton

	G
	Gram
	WK
	Week

	GRO
	Gross
	YD
	Yard

	HR
	Hour
	YR
	Year

	"
	Inch
	
	

	KG
	Kilogram
	
	

	KM
	Kilometer
	
	

	L
	Liter
	
	







[bookmark: _Toc456940972][bookmark: _Toc457215852][bookmark: _Toc456940973]Appendix B - Forms By Procurement Method

























[bookmark: _Toc456940974]
[bookmark: _Toc457215853][bookmark: _Toc456940975]Appendix C - Custom Columns
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Print Format * v

Agency Reference Number

Special Procurement Type: If any yes, please complete and attach the applicable Form or Attachment. v

Skip Transaction (If yes, transaction is NOT sent to AIS) * No v

Date Last Updated: 06/1512016 10:15:55 AM User Last Updated: ~ CMSUser01 CMSUser01

Save & Continue

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved
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Open Market Req

ion 16-416CMS-BOSS4-R-786 Status: 1Rl -In Progress [

Genelal‘lmms‘Vendms Address  Accounting Routing  Attachments Notes  Reminders

Summary
Vendors Address  Accounting Notes
Confirmation Messages
« Changes saved successfully.
Sort by Column: [Print Sequence_ v| ] Sort Descending | Go
em#  Print tem Description Total Delete Al
Sequence Cost O
Quantity Unit Net uom Total Tax Tax Freight
Cost Unit Discount Rate Amount
Cost Amt.
1 1.0| government consultant - nital term — upon execution through June 30, 2017 $598800.00 O
1996.0 $300.00 $300.00 HR - Hour 5000 $0.00 $0.00
2 2.0| govermment consultant - renewal one - July 1, 2017 through June 30, 2018 $648700.00 O
1996.0 $325.00 $325.00 HR - Hour 5000 $0.00 $0.00
Total  $1247500.00
@ Please save your changes before sorting . Otherwise, your changes will be lost.
Save & Continue Search tems ‘Add Open Market Item | [ Upload tems
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Open Market Requisition 16-416CMS-BOSS4-R-786

General ltems Vendors Address | Accounting | Rouing ~Attachments Notes Reminders ~Summary

Status: 1RI - In Progress

Validation Errors

« Accounting distribution is missing and required.

Total Extended Amount = 1247500.00 Unapplied Distribution Amount = 1247500.00

Delete All Fiscal Year ‘Special Procurement® Budget FY* Fund* Agency® Org/Div* Line/Maj Obj* Seq Prefix* Seq Suffix* Sub Account Percent Dollars.

O
[m] NOT APPLICABLE 12016 0001 416 01 1900 99 00 0000 100.0 0.00

Will Federal Funds be used? :[No ™| Will a Grant Funding Source be used? :[No V'

Account Code: |NOT APPLICABLE-2016-0001-416-01-1900-99-00-0(| Q

Total 0.0 0.00
@ Ifusing Save Based on Dolars, entered dollar amounts may be adjusted during Rebuild for All tems to ensure proper item account transactions.
Save Based on Dollars | [ Save Based on Percentages | [ Rebuild for All ltems Reset

Copyright © 2016 Periscope Holdings, Inc. -

Al Rights Reserved.
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Add File

@ Name is the display name for the file that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain alphanumeric characters, spaces, and special characters up to a maximum length of 200.

Name* RFP+—+MWFleet+Manager +FINAL docx

Description:

File*: PAIDOTIRFPMW Fleet ManageriR| _ Browse.
Search File.

Location 416CMS

Save & Exit

Save & Continue Reset

Cancel & Exit

‘Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved
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Form Description

Replaces Remedy/PBC "Justiication” tab

(OMS form used o request a vehicle:

Attach Form

Edit & Attach Form

Cancel & Exit

‘Copyright © 2016 Periscope Holdings, Inc. - Al Rights Reserved.
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ion 16-416CMS-BOSS4-R-786

General ltems Vendors Address  Accounting Raunng‘Alhv:hmems(Z)‘NMes Reminders  Summary

Status: 1RI - In Progress  [2]

-

Name

REP+-+MWsFleet:Manager+FINAL.docx  (view details)

Vendor

3]

Attached By Attached Date Delete

CMSUserd1 CMSUser01 06/15/2016 [m]

Name Description

Procurement Jusification Form Replaces Remedy/PBC "Justification” tab.

Show
Vendor

Save & Continue

Add File

Add Form
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Attached By Attached Date. Delete

CMSUserd1 CMSUser01 06/15/12016 O
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General ltems Vendors Address Accounting Routing  Attachments(2) Notes Remmders‘summ:ry‘

+ No recommended vendor.

+ ltem # 1, 2: No vendor, and there is no recommended vendor at header level.

Header Information

Requisition Number: 16-416CMS-BOSS4-R-786 Short Description: RFP Manual Testing Status: 1RI- In Progress
Organization: Department of Central Management
Services
Department: BOSS41610 - Strategic Sourcing Location: AGUD1 - Strategic Sourcing Required By Date:
Entered Date: 08/1512016 Requisition Type: Open Market Type Code: Building Equipment, Supplies,
and Senvices
Requestor: CMSUser01 CMSUSser01 Purchaser: CMSUser01 CMSUser01 Fiscal Year: 2016
Contact: CMSUser01 CMSUser01 Contact Phone:  (217)555-5555 Alternate ID:
Estimated Cost: $1247,500.00 Print Format:
Solicitation Enabled: No
Invoice Method: Three Way Match
P-Card Desired: No
Ship-to Address: Bureau of Strategic Sourcing Bill-to Address:  Bureau of Strategic Sourcing
401'S SPRING STREET 401'S SPRING STREET
801 Stration Bldg 801 Stratton Bldg
SPRINGFIELD, IL 62706 SPRINGFIELD, IL 62706
us Us
Email: cms boss sourcing@ilinois. gov Email
Phone: (217)557-5695 cms boss sourcing@illinois. gov

Phone: (217)557-5695
Agency Reference Numbe:
Special Procurement Type: If any yes, please complete and attach the applicable Form or Attachment. :

Skip Transaction (If yes, transaction is NOT sent to AlS) : No
Agency Files: RFP+-+MW-Fleet+Manager+FINAL docx
Agency Forms: Procurement Justification Form

Vendor Files:
Vendor Forms:

Item Information

[ Submit for Aporoval || Cancel Reauisition || Clone Reauisition | | Print. 1
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Open Market Requisition 16-416CMS-BOSS4-R-786

Status: 1RI - In Progress.

« No recommended vendor.
« Item # 1, 2: No vendor, and there is no recommended vendor at header level

‘The following & approval paths meet the document criteria

Approval Path Path
Path Type Priority
Sequence
UATCMSSUPE Supervisor 1 1 Supenvisor 1
UATFISCAL1 Fiscal 15 Fiscal 1
UATCMSAPO APO 2 Agency Purchasing Officer
UATCMSDIR Director/CFO/Legal 30 Director/CFOILegal
UATCMSGS Portfolio Manager 60 CMS General Services
UATGOMB GOMB 70 GOMB Budget Approval

Dollar.

Range

$0.00-59,999,999,999,999.99

$0.00-59,999,999,999,999.99

§10,000.00-$9,999,999,999 999 99

'$250,000.00-59,999,999,999,999.99

§10,000.00-$9,999,999,999 999 99

'$250,000.00-59,999,999,999,999.99

Please click Continue to continue submitting the document, or click Cancel & Exit to cancel the document submission and go back to the document.

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Continue Cancel & Exit

User
CMSSupervisord1 CMSSupervisord1
Amy Adams
CMSFiscal01 CMSFiscal01
Amy Adams
CMSAPOQ1 CMSAPOD1
Amy Adams
CMSLegal01 CMSLegal01
Diane O'Brien
CMSDirector01 CMSDirector01
Brock Fotis
CMSCFO01 CMSCFOD1
Amy Adams
GSPMO1 GSPMO1
Amy Adams
GOMB01 GOMBO1

Amy Adams

Level Type
1 Primary
1 Alternate
1 Primary
1 Alternate
1 Primary
1 Alternate
1 Primary
1 Alternate
1 Primary
1 Alternate
1 Primary
1 Alternate
1 Primary
1 Alternate
30 Primary

30 Altemate
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Open Market Bid 16-416CMS-B0SS4-B-352 ‘Status: 281 -In Progress (2]

Genersl ltems  Address  Accounting  Routing | Attachments(2) | Notes Sidders Questions Amendments Q&A Reminders  Summary

Files

g

Name. Description Vendor order Attached By Attached Date Detete

REP+-+MWsFleet:Manager FINAL-1.docx.  [view deta =] 0) CMSUserd1 CMSUserdt 0871502016 [u]

Forms

Name. Description Vendor Attached By Attached Date Auto Attach To Quote. Editable By Vendor Delete
Procurement Jusifiation Form Replaces Remedy/PBC Justifcation’ tsb 5] CMSUserd1 CMSUser01 08/1S72016. o o o
‘Save & Continue Ada Fiie ‘Add Form

‘Copyright © 2016 Periscope Holdings, In. - All Rights Reserved
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Open Market Bid 16-416CMS-B0SS4-B-352 ‘Status: 281 -In Progress (2]

General liems  Address  Accounting Rowing  Attachments(2) Notes Sidders | Questions | Amencments Q&A Reminders  Summary

* Changes saved successfull.

Detete A Guestion # print Required GQuestion Response Type
O Sequence
[m) 1 1.0 o Is the vendor available for a July lst AVAILABLE 4

starc date?

° 20 | o AVAILABLE V]

Save & Continue Resel

‘Copyright ® 2016 Periscope Holdings, Inc. - All Righis Reserved.
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General ltems Address Accounting Routing  Attachments(2) Notes Bidders Questions Amendmems‘n&A‘Remmders Summary

Status: 2BI - In Progress  [2]

Question # Created Date User Created

Question Subject

Add New:

[ Allow vendor to submit questions

Send noification when vendor submitiing question

Answer

Save & Continue Reset

‘Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved
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Open Market Bid 16-416CMS-B0SS4-B-352

General ltems  Address  Accounting Rouing  Atchments(2) Notes Bidders Quesions Amendments Q&A  Reminders | Summary

Status: 281-In Progress 1

+ No bid bidder

Header Information
Bid Number:
Purchaser:
Organization:
Fiscal Year:

Show On Web:

Bid Opening Date:
Purge Date:

Blanket/Contract Begin Date:

Info Contact:

NIGP Code Certified Required:

Subcontractor Info:
Date Last Updated:
Ship-to Address:

Solicitation Enabled:
Invoice Method:

SPO Name:

Agency Reference Number:
Brand Name:

Special Procurement
Rationale:
Potential BEP/VBP

Participation Goal? (Only if
estimated amount is

1B-4160MS-B0SS4-B-352
CMSUserd1 CMSUserdt
Department o Central Management
Services

®
Yes

0B/1S/2016 03:00:00 PM

Opensia

Contact CMSUser01 CMSUserd1 at
Q175555555

No

08/1S/2016 02.37:53 P

Bureau of Stategic Sourting
4015 SPRING STREET

201 Siration Bicg

SPRINGFIELD, IL 62708

Us

Email cms boss sourcing @ilinois gov.
Phone: (217)557-5695

No
Three Way Match

Katherine Tople

Description:
Minor Status:

Department:
Allow Electronic Quote:
Available Date:

Informal Bid:
Estimated Cost:

Purchase Method:
Blanket/Contract End Date:

Bulletin De:

Acknowledge inclusion required:
Quote Notificatio
User Last Updated:
ill-to Address:

Rolling Enroliment Enabled:

Open Enrollment Enabled:

"RFP Manua Testing

B0S541610 - Strategic Sourcing
Yes

0B/1S/2016 01:55:00 P

No
$1,247,500.00
Open Market

This s to hire govermental consuants
for the State oflinois

No
No
CMSUserd1 CMSUserdt

Bureau of Stategic Sourting

4015 SPRING STREET

501 Siration Biog

SPRINGFIELD, IL 62708

Us

Email cms boss sourcing @ilinois gov.
Phone: (217)557-5695

Status:
How Solicited:

281-In Progress
Email

Location: AGD01 - Srategic Sourcing
Required Date:

Print Dest Detai

Catalog Id (for contract):

Type Code: 15~ Laborstory Equipment,

Supples, and Senvices
Pre-Bid Conference:

Hour of Acknowledge inclusi

Item Single Award Only:
Print Format:
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Open Market Bid 16-416CMS-B0SS4-B-352

The following 4 approval paths meet the document criteria.

Approval

Path

UATCMSSUPE

UATCMSAPO

UATBEP

UATSPO1

Please click Continue to continue submitting the document, o click Cancel & Exit to cancel the document submission and go back to the document

Path
Type

Supervisor 1

BEP

sPO

20

7%

Brar
Sequence

Description

Supenvisor 1

Agency Purchasing Officer

Business Enterprise Program Goal Approval

SPO Bid & Bid Tab Approval

Dollar

Range

$0.00-59,999,999,999,999 99

$10,000.00-59,999,999,999,999.99

$250,000.00-59,999,999,999,999.99

$0.00-59,999,999,999,999.99

Continue.

Cancel & Exit

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Approvers
User
CMSSupervisor01 CMSSupervisor01
Amy Adams
CCMSAPOD1 CMSAPOD1
Amy Adams
BEPO1 BEPD1
Amy Adams
SPO01 SPOD1

Amy Adams

Status: 281 - In Progress

Level Type.
1 Prmary
1 Atemate
1 Prmary
1 Atemate
1 Prmary
1 Atemate
1 Prmary
1 Atemate
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Bid Solicitation:

16-416CMS-BOSS4-B-352

Header Information
Bid Number:

Purchaser:

Department:
Fiscal Year:

Alternate Id:
Info Contact:

Purchase Method:

16-416CMS-BOSS4-B-352 Description:

CMSUser01 CMSUser01 Organization:

BOSS41610 - Strategic Sourcing Location:

16 Type Code:
Required Date:

Contact CMSUser01 CMSUser01 at  Bid Type:
(217)555-6555

Open Market Rolling Enroliment Enabled:

RFP Manual Testing

Department of Central Management
Services

AGOD1 - Strategic Sourcing

Bid Opening Date:

15 - Laboratory Equipment, Supplies. Allow Electronic Quote:

and Services

OPEN

Available Date :
Informal Bid Flag:

‘Open Enroliment Enabled:

06/15/12016
03:00:00 PM

Yes

06/15/2016
01:55:00 PM

No

Bulletin Desc:

Pre Bid Conference:

This is to hire governmental consultants for the State of llinois

Ship-to Address:

File Attachments:
Form Attachments:
SPO Name:

Potential BEP/VBP
Participation Goal?
(Only if estimated

Bureau of Strategic Sourcing Bill-to Address:
401S SPRING STREET

801 Stratton Bidg

SPRINGFIELD, IL 62706

Us

Email

cms boss sourcing@ilinois gov

Phone: (217)557-5635

REP++MW-Fleet+Manager+FINAL~1.docx

Procurement Justification Form

Katherine Tople

No

ameimtie
</ e oy i gou/beo/indexiep

Bureau of Strategic Sourcing
401'S SPRING STREET

801 Stratton Bldg
SPRINGFIELD, IL 62706

Us

Email

cms boss sourcing@illnois gov
Phone: (217)557-5635

Print Format:
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Comment fo tre whols i smancment:

Header/ltem Changes

Moed Fiie fom#  Descrption

BdOpeningDste  Header [B1d Opening Date changed from "06/29/2016 12:42:00 PH" to "05/23/2016 02101

£
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Save & Coninue

Aoply B3 Amendiment

Deete 5o Amsnament

UserUpdsted  Date Updated
KyleCarr | 0523201801470 PM

‘Showto Vancer
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Quote Validation Errors

+ Terms & Conditions s not acknowledged

Quote Q00000368 - VendorUser01

‘Gengml‘hems Questions  Subcontractors  Terms & Conditions ~ Attachments ~ Evaluations ~ Preference  Reminders  Summary  Back to Bid

Quote # Q00000365 Bid# 16-416CMS-BOSS4.B.352
Organization CMS - Central Management Services.
Status: In progress. Description™: RFP Manual Testing
- U] Received Date* a2
Vendor * V00000202 - VendorUser01 (MMIDDIYYYY HH:MM:SS AM o 06/14/2016 07:42:00 AN m
Q PM)
Delivery Days: 0 Discount Percent
Bid Flag Yes & Alternate Bid
Shipping Terms: Vi Freight Terms v
Ship Via Terms v Payment Terms: v
Promised Date — Print format: *
(MM/DDIYYYY) e hd
Info Contact:
Comments:
Are you registered and active in the llinois Procurement Gateway? * No v
Did you attach Form A?
I ther s 3 GEPNVGP Gosl, and you aeseuling the sl plessa navigate o the SubconractorTaand e yourcompany e s the vendor IR 108 [N oo i
Date Last Updated: 0612212016 07:43:43 AM User Last Updated: CMSUser02 CMSUser02
User Created: CMSUser02 CMSUser02
Save & Continue.

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved
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Bid Tabulation for Bid #16-416CMS-B0SS4-B-352

Quctes eiions [ HescerQuesions  ubconacors owing  Afachmers Scre Summay Sackioia

“The following tems are not awarded (1, 2]

#of Quotesperpage[5__ V| Sortby[Quote Total ] [Ascending | [ Go

Total ltem Count: 2 Total Awardable Quote Count: 1 Bid Status: 280 - Bid Opened (Quotes received and opened. Ready for tabuiation)

@ Please make sure that you save your changes before you navigae t another page

Cancel Hom nfolQut nfo V00000202 Vendoruserot
<uote: Qo0000368>
o ‘government consultant - iniial term — upon execution [ sso000
through June 30, 2017 o
Hem 1 Print Sequence:1.0  Status:280 - Opened Discount 0%
Quaniity:19660  Uom:HR
o Goverment consutant-renewal o - Jly 1, 2017 O s
through June 30, 2015 o
Hem 2 Print Sequence:2.0  Status:280 - Opened —
Quantity:1996.0. Uom:HR
Totals: ender Gross Ttal 12275000
S Vendor Discount 00
S Vendor Net Toat 512275000
S Preference Discount 00
S Evalston Toal 512275000
S Vendor Freignt: 00
S Awerded 5000
Eval Codes:
Pref Codes:
AwarciUnaward Al vard AL
Unawerd Al
Evaluston Code Descrptons:
v = Lowestem Pce o Lowest Evaluation Quote Toal
Canceltoms Sove & Conine

‘Copyright © 2016 Perissope Holdings, Inc. - All Rights Reserved.
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Bid Tabulation for Bid #16-416CMS-B0SS4-B-352

Quotes  Revisions lfems  Header Questions  Subcontractors  Routing  Atiachments  Score Backto Bid

Bid Tabulation Information

Total ltem Count: 2 Total Awarded Quote Count: 1 Bid Status: 280 -Bid Opened (Quotes received and opened. Ready for tabulation)

Cancelea Hom infolQuot nfo oo
<uote: Q00000368
‘govermment consutant - s e — g xecuton tough ¥ su000
ne 30,2017 o
Hem 1 print Sequence:1 0 Sistus250 - Opened Discount 0%
Quantty 19960 UomHR.
‘ovenment consutant -renewsl one - Juy 1, 2017 through ¥ sxs00
June 30,2018 o
Hem#2 printSequence20  Sistus250 - Opened Discount 0%
Quanify 18560 UomHR
Totals: Vender Gross Ttal s12275000
S Vendor Discount S000
S Vendor Net Tota: $12275000
S Preference Discount s000
S Evauston Total $12275000
S Vendor Frent: S000
S Awarded $12275000
£l Coces:
Pret Coces:

Evalustion Code Deserptons:
== Low ltem Price.
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Open Market Bid 16-416CMS-B0SS4-B-352

General ltems  Address Accounting Routing  Attachments(2) Notes Bidders Questions ~Amendments(1) Q&A[Remmd:rs‘&umma'y

Status: 2BA - Approved [B]

Due Date™ Comment*
(MMIDDIYYYY) (max 250 characters)

Remind Whom™

si§

Remind*

Save & Continue

Reset

Copyright © 2016 Periscope Holdings, Inc. - Al Rights Reserved.

Date Completed
(MMIDDIYYYY)

Email

Date Entered
Entered By
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Bid Tabulation for Bid #16-416CMS-B0SS4-B-352

Quotes  Revisions Items  Header Questions ~ Subcontractors Routing  Attachments ~ Score [SMUER  Back to Bid

Bid Tabulation Informati

Total Item Count: 2 Total Awarded Quote Count: 1 Bid Status: 2BA-Bid Approved (Ready for Vendor Awarding)

infolQuote info. (V00000202)VendorUser01
<Quote: Q00000368>

‘govemment consultant - initial term ~ upon execution through

¥/ 530000
June 30,2017 .
ltem #1 Print Sequence:1.0 ~ Status:2BA - Approved Discount 0%

Quantity:1996.0  UomHR
‘government consultant - renewal one — July 1, 2017 through  s315.00
June 30,2018 -
ltem #2  Print Sequence:2.0 ~ Status:2BA - Approved Discount 0%

Quantity:1996.0  UomHR
Totals: §Vendor Gross Total: $1227,54000
$ Vendor Discount: 5000
§ Vendor Net Total: $1227,54000
§ Preference Discount: 5000
$ Evaluation Total: $1227,54000
$ Vendor Freight: 5000
S Awarded: $1227,54000

Eval Codes:
Pref Codes:
Evaluation Code Descriptions
= Low Item Price
Create PO Print

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved
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Bid 16-416CMS-BOSS4-B-352 - Purchase Order Creation Preview

1 purchase order wil be created for the following quote:

Quote # Vendor ID

Q00000368 V00000202 VendorUser01

Purchase order creation options:

C NRRRIERE

Include Narrative ltems
Include Bid Attachments

Include Bid Tab Attachments
Include Bid Notes

Include Quote Subcontractors
Include Vendor Quote Attachments

Include Forms.

Click ‘Continue’ button to create PO or click ‘Cancel & Exit’ button to cancel the PO creation and return to the bid tabulation summary page.

Vendor Name.

Continue

Cancel & Exit

‘Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved

Total Awarded

$1,227.540.00
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Open Market Bid 16-416CMS-B0OSS4-B-352 Status: 2B0 - Opened

General ltems Address Accounting Routing  Attachments(2) Notes Bidders Questions Amendments(1) Q&A Reminders(1) | Sum

- New Purchase Order is 16-416CMS-BOSS4-P-342 : 0
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Open Market Purchase Order 16-416CMS-B0SS4-P-342

General | tems Vendor Address Accounting Rouing  Attschments(2) Notes Change Orders  Reminders  Summary

Required Date
(MMDDIYYYY):

‘Control Code:
Retainage %

Contact Instructions:

TaxRate:

Hide PO from Extemal Users:

‘Agency Reference Number

Fiscal Year of Obligation*

Number of Renewals (number of times you can renew)

‘Special Procurement Type:

Are there any items on this PO on the current CPO Approved ICl List? *
Date Contract Executed : (MWDDAYYY)

‘Actual Contract Begin Date * - (MM/DDIYYYY)

‘Actual Contract End Date * - (MMIDDIYYYY)

‘Skip Transaction (fyes, transaction is NOT sentto AIS) *
Transaction Code - Suffix (Iast 2 digits) *
‘Transaction Code - Prefx (st 2 igits) *

‘Original Contract Number (Novation/Assignment only)

Is this subject to Small Business Aside?

Master Contract?

Date Last Updsted:

16-416CMS-B0554-P-342
[RFP Manual Testing x
CMSUser01. CMSUser01 Vi

2016

BOSS41610 - Strategic Sourcing

[AGOD1 - Strategic Saurcing V|

B - Competitive Sealed Proposal

0612212016 08:14:23 AM
I Different V|

0.0

Contact CMSUser01 CMSUser01 at (217)555-5555

Vi

o

2017 V/

No V|

[07/01/2016 ]
[06/30/2017 =]
No v
Open Ended (establish only) v
PO Vi

No V|
Vi
0672272016 08:21:18 AM

Relesse: o
status: 3PI-In Progress

ReceiptMethod [Quantity V|

POType: [Open Market v/

Organization (CMS - Central Management Services
Print Format:* Vi

Attemate ID:

Promised Date.

MMDDYYYY): =]

Days ARO: o

Discount %: 00

Actual Cost: 122754000

Userlast Updated:  CMSUserD2 CMSUser2
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Purchase Orders - Ready to Send

Relesse(§) Diect Open Marke®) [ Open Markett) | Master Srkei®  Convack®)

Description DeptiLo.

osza0ie Securiy Dogs fo Station BOSSHIBIDAGONT  CMSUserdt CWSUserdt

OINE) | © sena Emailana Notty Vendor O Setto Prinied Sttus

‘Appiy Notifstion Action o Selected

Viewal Eat

Copyright © 2018 Periseagpe Holdings,In. - All Rignis Resarvec,
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Open Market Purchase Order 16-416CMS-B0SS4-P-257

General ltems  Vendor Address  Accounting  Routing  Attschments(2) Notes | Change Orders | Reminers  Summary

There e no change orders for his dosument.

Create Change Order

‘Copyright © 2016 Periscope Holdings, Inc. - All Righis Reserved.
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Change Order (In Progress) - Open Market Purchase Order 16-416CMS-BOSS4-P-257

General ltems  Subcontractors  Adress  Accounting  Atachments(3) | Summary | Backto PO

Headerlltem Changes

Item Accounting Changes

(Attachment File Changes

Date Updsted
06/1012016 11:02:00 AM

ModfedField ik Desciption

File# Tuips~4jpg  [File Tulips™4 jpg’ added

Bilateral Change Order

] Bittersi Change Order Enabled (Approval by Vendor il be required)

Sove & Continve | [ Submitfor Approval | [ Delete Change Order

‘Copyright © 2016 Periscope Holdings, Inc. - All Righis Reserved.
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Approval Path

Approval Path - UATCMSSUPE - ( Supervisor 1)

Delete  Orcer Approver Atterate Level  Date Requested Date Action Comments
Sequence Approver
1 CMSSupeniso01  AmyAdams 1 0SMM02016 11:03AM  OBTO2D1 1105 AM | Approved (Amy Adams)
‘CMSSupervisord1

Approval Path - UATFISCAL1 - ( Fiscal 1)

Detete _order Approver Atemate Lot Date Requested Date hetion [——
e Approver
2 cusseant amy Adams 1 OSHOZDIG1TOSAM  OGHOZOTE 1105 AM  Approved (Amy Adams)
CusFcaiot
Approval Path - UATCMSAPO - ( Agency Purchasing Officer )
Detete _order e Atermate = | e Date hetion [
e Approver
3 cusapoot amy Adams 1 OSHOZDIG1TOSAM  OGHOZOTE 1105 AM  Approved (Amy Adams)
cusapont

@ A you cick Apply Change Orde, il e changes will be pdated i th resl document.

‘Apply Change Order | [ Delete Change Order
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Invitation for Bid (IFB) >$50,400:    BidBuy:   Requisition with Business Case   (>$10,000)
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1..  Identify 

Need

1..  Identify 

Need

5. Create  

Requisition 

6. Complete 

& Attach 

Forms 

8. Route & 

Submit for 

Approval

4.  Master 

Contract 

Available?

4.  Master 

Contract 

Available?

Release

Alternate 

Process

YES

Approved if 

250K?

BID

Approved?

Approved?

Approved?

NO.REVISE

Requisition

Ready for 

Approval

Requisition

In Progress

7.  Review 

Summary; 

Edit if 

needed

Manual 

KEY

Public 

BidBuy

BidBuy

Requisition

Approved

YES, CMS COMPLETE

YES, DELEGATE

1

Sample Attachments:

-Labor Relations Form

-Justification of Need

- IT Form if >$10K

- Vehicle Request Form

-Multi-Functional Device

-Other Documents Needed for Procurement File

3.  Conduct 

Quick Buy 

Search

2.  State Use, 

Surplus, 

Inventory?

2.  State Use, 

Surplus, 

Inventory?

NO

YES

NO

5

CMS Approvals:

-NIGP Code = Fleet

-NIGP Code = By Portfolio >$10K 
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Invitation for Bid (IFB) >$50,400:    BidBuy:  Create Bid        
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1  Create Bid 

2  Draft IFB 

Document 

2  Draft IFB 

Document 

Manual 

KEY

Public 

BidBuy

BidBuy

Bid 

Prep.

3  Add Questions 

(for Vendors)

Solicitation 

Published

4  Upload 

Attachments

Approved?

Approved?

Approved?

6  Review 

Summary Tab & 

Submit Bid for 

Approval

NO,

 

RE

VISE

1-5

BID

IN PROGRESS

BID

Ready for 

Approval

BID

Ready to Send

5.  Attach 

Confidentiality 

Statements (hide 

from Vendor)

BID

APPROVED

BID

Sent

2

7.  Check “Date 

Available” & 

Edit, if needed

Approved?

8.  Click “Send 

Bid”

YES

Complete/Edit Tabs:

  -General:  Open Market or Blanket Bid) 

  -Items (Search or Add)

  -Bidders

  -Addresses

  -Accounting

  -Routing

  -Notes, Attachments, Reminders

  - Questions (for the bidders)

  -Q&A (communications with bidders)

Attachment Examples:

  -IFB Document

  -Respondent Instructions

  -Required Forms

    -- Financial Disclosures (Forms A&B):         

-BEP Utilization Goals/ Plan (Template)

 -Veteran Utilization Goals/Plan  (Template)

-Other Documents Needed for Procurement File (hide from vendor)
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Invitation for Bid:    BidBuy:  Quote (Preparation &  Submittal)
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1a  Receive 

Notification

2  Review 

Open Bid(s); 

Acknowledge 

Receipt 

9  Create / 

Input Quote 

Manual 

KEY

Public 

BidBuy

BidBuy

7  Answer 

Questions

5  Attend/

Conduct Pre-

Bid 

Conference 

(If Needed)

5  Attend/

Conduct Pre-

Bid 

Conference 

(If Needed)

1b  Search 

BidBuy

O

R

3  Review IFB 

& Response 

Requirement

3  Review IFB 

& Response 

Requirement

4  Submit 

Questions to 

State 

Bid: Q&A Tab

6. Pose 

Questions 

6. Pose 

Questions 

Amend-

ment

8 Receive, 

Acknowledge 

& Review 

Amendment

-Answer Questions

-Complete Forms

11  Submit 

Quote

10.  Upload 

Attachments

12

Bid

Ready to Open

Bid

OPEN

Unacknowledged

Bid(s)

3

Send all questions 

to everyone
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Invitation for Bid:      BidBuy:   Open Bid / Tabulate Bid     
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Manual 

KEY

Public 

BidBuy

BidBuy

12 Date & 

Time Stamp 

Quote(s)

15b. Cured?

Sample Curable Items

-References not Provided

-Work Location Not Disclosed

-Failed to Answer “Iran Business 

Disclosure”  

:

13a.  Open 

Bids

15a.  PASS?

15a.  PASS?

NO (Curable)

CURE Response & 

BEP “Finding”

Submit 

Requested 

Information

YES

YES

END NO

17.  Create Score 

Card

Bid Tabulation Screen:

-Score Card Creation/Maintenance

18.  

Participate 

in Seller 

Discussions

/Site Visits 

18.  

Participate 

in Seller 

Discussions

/Site Visits 

19

A2;

C

NO

16. Identify / 

Input Responsive 

Sellers

Bid

Ready to Open

A1

4

How/When assign “Disqualified” vendors?

13b. Input 

Paper & Fax

Response

14a. Conduct 

Responsive-

ness Revie 

14b.  >$250?

14b.  >$250?

14c.  Review & 

“Approve”, 

“Request 

Cure” or 

“Disqualify”

YES

16

NO

OR
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Invitation for Bid:     Open Bid / Tabulate Bid / Award Recommendation
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Manual 

KEY

Public 

BidBuy

BidBuy

22.   Publish 

Intent to 

Award

Approved?

Approved?

Approved?

NO

,

 

REVISE

20

Bid Tabulation Screen:

-Summary Tab

21.  Submit 

for Approval 

Bid Tabulation

Ready for 

Approval

Bid Tabulation

Create the PO

-# Offers Rec’d

-# Responsive 

-# & Names of Awarded Offers

-$ Amount

19.  Evaluate 

Price

20. Summarize 

Bid Tabulations & 

Recommend 

Award

Bid Tabulation Screen:

-Score Card Creation/Maintenance

5

NO, Go to 2

nd

lowest bid

20

NO, CANCEL

END

YES

PPB

Protest

Amend.

2

Amend.

1

23.  

Reminder:  

PPB Review 

Disclosures

PO

Optional:  Disclosures for PPB 

if not previously available 

Set 30-day cycle:

-14-day  Protest

-30-day PPB Review

Attach:  Disclosures, If 

available
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Invitation for Bid:    BidBuy:  Create PO/Contract & Change Order
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2. Prepare & 

Negotiate  

Contract:

Language

Forms

Attachments

Manual 

KEY

Public 

BidBuy

BidBuy

1. Draft Contract

Document

1. Draft Contract

Document

3.  Create the 

PO(pulls info 

from Bid)

4.  Submit for 

Approval

Approved?

Approved?

Approved?

NO

1-2

5.Finalize 

Contract & 

Contract 

Documents

YES

PO

In Progress

PO

Ready for 

Approval

PO

Approved / 

Ready to Send

6.  Execute 

Contract

7. Create 

Change Order 

to Approved PO

8.  Attach 

Executed 

Contract to CO 

Bid to PO

Change Order

Create

Change Order 

-Attachment Tab

6

9


oleObject6.bin
Title


Function


Phase�

�

�

Drag the side handle to change the width of the text block.


�

Function


�

�


image49.emf
Invitation for Bid:     BidBuy:  Create PO/Contract & Change Order          
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END

9.Submit for 

Approval 

Approved?

Approved?

If >$10K,

Approved?

NO

5

11.  Send PO/

CO to Seller

12, Work Against 

Contract & PO 

12, Work Against 

Contract & PO 

PO & Change 

Order

Sent

YES

10.  Apply 

Change Order

7
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