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1—Or i atnito n
The General Procurement process involves the following user activities:

Placing orders for goods or services
Recording the receipt of those goods or services
Ultimately remitting payment for the goods and services acquired

In AdvantageME every effort has been made to retain and enhance the functionality currently found in
SICOMMnet while tightly integrating the Accounts Payable and General Accounting modules. The
SICOMMnet desktop has been replaced with a Procurement Workspace where Procurement functions
and business processes may be initiated and status may be tracked through on-line inquiries.

AdvantageME contains several features that provide additional support to users in their general
procurement activities. The AdvantageME Procurement Workspace consolidates to one place the links
for documents and inquiries needed to complete general Procurement functions. AdvantageME also
provides a Procurement Type field for identifying the Business Process being followed to procure
Goods or Services for a given requirement. Procurement Type controls through which documents are
processed guided by milestones, Vendors evaluations in the Post Award state, and Authorities may be
cited on an Award Document.

This General Procurement class is designed to provide you with a basic understanding of the State of
Maine™s procurement process and the AdvantageME procurement functionality as they relate to the
typical department procurement user who shops for items on Catalogs and/or creates Requisitions to
send to the Division of Purchases.

Pre-requisites

You should have completed the following courses before continuing:

AdvantageME 101 Intro to AdvantageME
AdvantageME 201 Chart of Accounts and General Accounting

Learning Objectives

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

Create Procurement documents:
0 Request for Proposal (RFP)

o0 Evaluation (EV)
0 Contracts for Services (BP18R and BP54)
o Performance Evaluator (PE)
o0 Termination (TM)
State of Maine 5 of 102 GMB Version
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Document Code Crosswalk

The following table displays the Procurement document codes currently used by end-users in MFASIS
and the corresponding new Procurement document codes in AdvantageME.

Busi

neasce s Pr

Pr-Advant ageME

Advant age ME

Current

Document
CodePrefi x

Descripti

Docume
Code

Description

Build an order from CRO Contract Release DO Delivery Order
existing Master Order
Agreements
Request goods or PR Purchase Request | RQS/RQN | Standard Requisition
services
Solicitation RFP Request for Proposal
Solicitation RFP Request for Quote
Tab Sheet or EV Evaluation
Evaluation Criteria
" RFP only
Response SR Solicitation Response
Order items without a APO Agency Purchase PO Purchase Order
requisition or Order (Procurement Type
Procurement Card APO)
Request delivery CRO Contract Release UR/DO Delivery Order
against agreement Order
Commaodity Master Agreement | MA Master Agreement
Contracts
Contract for Services Service Awards Contract for CT Contract
Services
Receive goods and Receiving Report RC Receiver
services
Record a vendor’s INV Paper Invoice IN + PR, Vendor Invoice +
invoice PRC, Payment Request
PRM,
PRMI
Setup a new vendor VR New Vendor VCC Vendor/Customer
Request Creation
Form/Registration
Sicommnet
Modify an existing VRM / VR Vendor Request VCM Vendor/Customer
Vendor Modification/Login Modification
to Sicommnet to
update
Termination Amendment/Change | Amended ™ Termination
Order Document
Renewal Amendment/Change | Amended RN Renewal
Order Document
State of Maine 6 of 102 GMB Version
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Busi neses Pr

Pr-Aadvant age ME

Advant age ME

Current Document Descripti(Docume/Description
CodePrefi x Code

Performance Informal note to file PE Performance Evaluation

Evaluation of Vendor

Workflow Unit

AdvantageME Procurement uses the Unit field to route documents through the workflow.

Do not confuse this Unit with the Unit field associated with chart of accounts elements used to organize
appropriation of expenditures and revenues in order for department heads to effectively plan and
control those activities assigned to them.

All Unit codes have a prefix of WF, except those used for the service center which have a prefix of SC,
and two digits suffix (01, 02, etc.). View Appendix A to see all Unit codes.

174, WO A 17AWFDTAR Dept. of Transportation

178, Wy P 17 AWFOZAR Admin Services

174, WWFO3 AP 17 AWFO3AR stockroom

174, WWFO4 AP 17 AWFD4AR Contract Procurement Office

174, WWFOS AP 17 AWFOSAR Financial Processing

174, WWFOB AP 17 AWFOBAR Executive

174, WWFO? AP 17 AWFO7 AR Communications Office

174, WWFOS AP 17 AWFOSAR Huran Resources (not 5.C.)

174, WWFO9 AP 17 AWFOIAR Legal

174, WWF10 AP 17 AWF10AF Flanning

174, WWF11 AP 17AWFT1AR OPT

174, WWF12 AP 17 AWF12AP OFT

174, WWF13 AP 17AWF13AFR Dept. of Transportation - OIT

174, WWF14 AP 17 AWFT14AP b & O Main Office - Augusta

174, WWF15 AP 17 AWF15AF b & O Region 1

174, WWF1E AP 17 AWF1BAR b & O Region 2

174, W17 AP 17 AMWF1TAR b & O Region 3

174, WWF18 AP 17 AWF18AF b & O Region 4

174, WWF19 AP 17 AWF19AF b & O Region b

174 W20 AP 17 AMFZ0AR Environmental Office

174, WWF21 AP 17AWF21AR Project Development  Multimodal
174, WWF2Y AP 17 AWF22AR Project Development Bridge

174, W23 AP 17 AWFZIAR Project Development  Highway
174, W24 AP 17 AWF24AP Project Dev - Property Office

174, WWF25 AP 17 AMWF25AF MDOT STAR

State of Maine 7 of 102 GMB Version
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The RFP, CT and TM documents all require a unit code. Populate the Unit field with the correct unit
code. There are three locations where you enter the Unit code:

1. Document Catalog, Unit field

Document Catalug

Creste

B
whocument ldentifier

Code d IInit :

Dept. IO

2. URCATS, Create Request section, Department and Unit field

Universal Requestor Catalog Search

Browse Clear @k
wheneral
Search For: |%PAPER%

Included Sources Master Agreements Inventory W

Commodity Codes W

of Supply: MA Catalog lems W Purchase History W

pAdvanced

weTEteReTet

Department :
Unit: [\WF20 B

Supplier o
[ Vendor Hame Alias/DHA | CL Description c°r":';r:'|":“’ Unit | Unit Price Source Expit

Number

3. Copy forward page, Unit Code field

Copy Forward
From Document
Category: |F'ROC Coc Dept: (104
Type * [RE Doc Unit: |
Code : [ROS I : |01080600000000000026

Select Entire Docurment: W Wersion : |1

To Document

e —
Doc. De e | Dncumentld:l

Unit Code : I uto Murmbering :

8 of 102 GMB Version

State of Maine
Procurementt Service Contracts 05/09/2007



303 Procurementt Service Contracts

If you enter an unauthorized or incorrect unit code, the process to correct it is as follows:

The document is workflowed to the approval role, who rejects the document
The document is returned to the submitter
The submitter should repopulate the field with the correct unit code

In order to correct the code, search for the rejected document in the Document Catalog. Copy the
document by clicking Copy.

The Copy Document page opens. In the Unit field, enter the correct unit code. Click OK. Submit the
document.

Make sure to return to the Document Catalog and discard the original document. To do this, select the
document and click Action Menu>>Discard.

State of Maine 9 of 102 GMB Version
Procurementt Service Contracts 05/09/2007



303 Procurementt Service Contracts

Accounting Templates

Accounting templates provide the ability to save frequently used chart of accounts data for use in
subsequent document creation. These templates are used to populate fund and detail accounting
elements on documents. Populating the accounting template field is optional within Procurement
documents. Note that chart of accounts elements (e.g. Fund, Dept, Unit, SubUnit and Object) must be
completed if an accounting template is not selected.

In order to reduce data entry and minimize errors, you can create standard accounting templates with
information for processing documents. These templates reduce the amount of time it requires to enter
new documents. Templates also make it easier for the non-accountant to process documents.

Basics of the Accounting Templates:

Accounting templates are invoked after the document is created

Any accounting elements that have already been entered on the document are not overlaid with
values from the selected accounting template. Therefore, accounting templates only default
values to blank fields

After the template is applied, the values entered by the user are maintained

For example, a department creates an accounting template called °Less than $25000for use with
procurement documents. The template includes fund, department, unit, subunit, function and
expenditure object. When applying this template on an accounting line with a fund already specified,
the accounting template only brings in the department, unit, subunit, function and expenditure object.
The Fund Code on the document is not replaced with the Fund Code from the template.

For further questions about creating, modifying, and searching for Accounting Templates, please refer
to the AdvantageME 101 Intro to AdvantageME or 201 Chart of Accounts courses.

State of Maine 10 of 102 GMB Version
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Event Types

Event Types on the Accounting line specify what posting codes are used while bringing in specific
rules concerning referenced transactions, customer codes, vendor codes, and all defined chart of
account elements in the system for data entry.

Procurement documents will automatically default the Event Type. However, there are instances when
the user may need to select an alternate Event Type for a specific business case. The user can select
an event type and name combination from the pick list for a particular document’s event code. The
system never defaults an event type over one entered by a user. If the data entered is not correct for
the event type, error messages are issued.

The Event Types used in Procurement documents are listed below.

Procur ermatmit on Document Code Event Type
Encumbrance CT PRO5 (default)
Non-Encumbrance CT PRO7
Encumbrance (Future Year) CT PR0O8
No accounting Lines RFP None

™ None

RN None

PE None

NOTE: PR0O8 multi year encumbrances are only available on over $2,500 CT documents (BP54).

State of Maine 11 of 102 GMB Version
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2—St ate of Mai ne RBe L UuUr ement Pr o

Procurement Lifecycle

The State of Maine™s procurement lifecycle consists of the following six major states, though not all
states are required in all procurements:
Requisition © a request for goods or services is created

Solicitation ~ requirements for goods or services are advertised and vendors are requested to
submit information, quotes, bids or proposals

Solicitation Response ™ vendor responses to solicitations are received and recorded
Evaluation © vendor responses to a solicitation are evaluated for award

Award ~ formal agreements are established with a vendor to either purchase goods or services
or set prices for future purchases

Post Award ~ the activities that take place during the remainder of a vendor contract after
award

Common scenarios used by the State of Maine:

Phases I nvflnitiate|[Scenar Comment s
Requisition to Agency --Commodity Orders over $2500 | In order to skip the Solicitation
Award --Printing, all dollar amounts Phase a Sole Source

justification is required for
commodity orders over $2500

Solicitation to SR to | Agency or DOP | --RFP% for any service For an item/commodity, a

EV to Award requisition must always be
created. A solicitation (RFQ) is
then created.

Solicitation to DOP --ltem greater than $2500 (BPO) | The DOP is not required to
Award --Master Agreement (MA) for create requisitions and may
any amount chose to skip the formal

Solicitation Response and
Evaluation phases and go
straight to an Award.

Award Agency --Item is less than or equal to
$2500 (APO)

--Sole Source CT’s under
$10,000 with justification
--Solicitations received and
evaluated outside the system

Note: Post Award documents are not required but can be created at the end of any of these scenarios.

State of Maine 13 of 102 GMB Version
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Procurement Folder

The procurement folder is the central repository for documents and documentation related to a single
procurement. AdvantageME compiles all activities, documents and related correspondence for
procurement into a virtual Procurement Folder. This folder ties multiple procurement documents and
documentation items together. The Procurement Folder provides a single point for tracking, assigning,
and reporting during the procurement life cycle. Each procurement document belongs to a specific
Procurement Folder.

Each folder has a unique identification number generated by AdvantageME which allows users to
identify the procurement documents and documentation items that apply to a particular purchase. Each
folder also has a Procurement Title to easily identify the Procurement Folder. The Procurement Title is
displayed on various procurement related pages to aid in identifying the proper folder for a specific
procurement.

Try This:

Click Search

Click Page Search

In Page Code, enter PRCUID*, click Browse
Click on link

State of Maine 14 of 102 GMB Version
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Maine’s Departments generally follow the processes detailed in the following diagram:

Procurement Overview

Agency ) Advantage > Purchase ) Vendor
H H H
' ' '
ﬂ ' Search '
. mnn l Requislllon Buyer begins to
c : oltf:lr nPlca NO RQS Searl:h for Item P ﬂ Buyer E
2 ' H '
W Agency Requestor H ' !
.S L] A .
g : Yes : :
o ' ' '
¢ (See Diagram Diagram ' '
' '
' '
g : Y : Vendor
= ] "
% : Sole Source( RFQ Le=\endor Receives RFQ through VSSq'—’ﬂ
= ] ] "
= ' ' '
3 : : |
[= L] T T
g g : PO or DO : : J
= ' ' '
1) g ' SR |d=dVendor responds to RFQ 1hrough VS
S0
o @ : : |
8 14 ' ' '
' I 1
5 : Y : Buyer : WVendor
S ' ' '
= Vendor 3 Selects or
g : EY [~ Responses Negotiatess
3 : : : ﬂ
ol ' ' '
' ' '
' ' '
4 0 0
' ' '
' ' '
: Encumber? o < : :
' ' '
B2 No, Yes, Event Type H H
(1] Event Type PROS Y ' "
H PROT Default Buyer Creates a ' Vendor
< i b——p| PO, DO [—- PO |g—m M or PO '
' '
' .
: ' ' CHE [ ﬂ
' ' '
] i []
' 0 '
g : * 5 al | : . Vendor
= H (RN) - H 4 Renews or Termlrlates :
< : p!:::::;“ : Agreement
B : (PE) Termination | H H
(=] T™ -
o ' ™ : :
' ' '
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Solicitation

The AdvantageME Solicitation state encompasses the documents and events used to advertise a
requirement and request vendors to submit information, quotes, or proposals. The Solicitation state has
only one document type, Solicitation (SO). AdvantageME uses the following three distinct document
codes:

Request for Proposal (RFP)

Request for Quote (RFQ) (Buyers only)

Sealed Surplus Bid (SSB) (Buyers only)

Solicitation Response

Vendors respond to Solicitations issued by the State of Maine using VSS, and their responses are
recorded in AdvantageME. The Solicitation Response state encompasses the documents and events
used to record a Vendor’s response to a solicitation.

Solicitation Response is divided into two main areas:

Vendor Functionality © operates as a separate application, Vendor Self Service (VSS)
integrated with AdvantageME. Please refer to the VSS and VCUST training materials

Buyer Functionality © the buyer enters responses for vendors who submit hardcopy bids

There is only one Solicitation Response document type, Solicitation Response (SR), and only one
Solicitation Response document code, Solicitation Response (SR).

Depending on the Procurement Type, the Solicitation Response state may be optional. For example, if
the Solicitation State was not used, the Solicitation Response state will not be used.

The Solicitation Response document does not have any event types tied to it since it does not perform
any accounting updates upon submission.

Eval uati on

Once all responses have been received and the solicitation closing date and time has passed, the
procurement moves into the Evaluation state where responses are inspected, analyzed, and scored by
designated evaluators. The Evaluation state encompasses the documents and events used to evaluate
a Vendor’s response to a Solicitation.

There is only one Evaluation document type, Evaluation (EV). The Evaluation document type has two
distinct document codes:

Evaluation (EV) ¥ Buyer evaluation
Evaluator (EVT) ¥ Team evaluation} State of Maine will not be using at this time

State of Maine 16 of 102 GMB Version
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Awar d

The Award state is a mandatory state in the Procurement Process.

The Award state encompasses the documents and events used to establish a formal agreement with a
vendor, either to purchase defined goods or services or to set prices for future purchases.

The following are AdvantageME award documents:

Purchase Order (PO)
Contract (CT)
Master Agreement (MA)

Post Awar d

The Post Award state begins immediately after an Award has been made to a Vendor, and
encompasses the documents and events that take place during the remainder of the life of the contract.

Post Award encompasses three main areas:
Receiving (Optional)
Vendor Performance

Contract Administration
The following AdvantageME documents may be used in the Post Award State:

Receiver (RC)

Vendor Performance (PE)
Renewal (RN)
Termination (TM)

The Post Award state is also used as the central repository for all documentation associated with
Contract Management (e.g. Bid Deposits, Insurance Certificates, Warranties, Bonds, Retainage,
Liguidated Damages, etc.).

State of Maine 17 of 102 GMB Version
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3—Advant aBedMEur emMectument Sections

AdvantageME Procurement documents have a Header section and up to eight Detail Sections. The
following paragraphs provide an overview of what each section is used for and the types of information
that are entered.

Header
The Header section lists general information associated with the entire document.
Vendor

The Vendor section provides Vendor information pertaining to:

Suggested Vendors for providing the goods/services (Requisitions)
Vendor associated with a Solicitation Response
Vendor awarded a contract

Vendors are selected from a pick list that is populated by the Vendor/Customer (VCUST) table.
Sutendoer NOT USED

The Sub-Vendors section lists sub-vendors associated with the procurementt information only. Note
that commaodity lines are not linked to the sub-vendors. This functionality is rarely used.

Accounting Distribution

The Accounting Distribution section lists the fund distribution across multiple line items. This
information allows for the distribution of commodity costs across multiple accounting lines based on
percentages. Completing this section is optional when creating Procurement documents. Completion of
this section allows you to “pushlthe accounting distribution to all commodity lines on the document. If
you prefer, you can enter accounting information line-by-line in the Accounting section, below. If we
chose to complete this section, complete the following fields:

Accounting Templatet Select from °Pick ListllAccounting elements associated with the
template populate the fund accounting and detail accounting sections.

Distribution %-- The percentage should be entered as a number between 0 and 100 with a
maximum of four decimal places. The sum of all distribution percentages for all lines in the
distribution must equal exactly 100.

Terms and C-o rMNdTt iUSED

The Terms and Conditions section lists the terms and conditions associated with the document. The
Terms and Conditions (TRMC) table is used to establish "pre-established" terms and conditions for
selection on this detail section.

Commodi ty

The Commodity section lists all commaodities (goods or services) associated with the document. The
State of Maine uses the 5 digit NIGP code and buyers provide a more detailed description in the CL
Description field.

Accounting

The Accounting section lists the accounting codes for each commodity line, if you have decided not to
use the Accounting Distribution functionality covered above.

Posting

The Posting Section lists the posting information for each accounting line.

State of Maine 19 of 102 GMB Version
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4—AdvantageME Procuneelmetnt Functi o

Worklist

Documents in AdvantageME that require approval will workflow to the appropriate approver’s Worklist
The approver can review the document, add comments and either approve or reject the document.

Documents greater than $2500 require three levels of approval before the document is workflowed to
the Division of Purchases.

Department approver

Department designee (replaces Form DPFY04-1)

Contract manager
Note: For OIT related items, the document is workflowed to the OIT approver.

If the contract is greater than one million dollars, then it is workflowed to the Contract Review
Committee.

In this example, this CT document requires two levels of approval.

Track Work in Progress -CT - 10A - 06091200000000000124 - 1

Menu Back
Date Submitted @ 91 22006 Submitter : Foreign PCRFPDEF10A
Approval Rule ID | Seq Ho | Approval Level | Assignment Date Assignee Name Approval Status | Approval User Name
~ 1865 1 1 2006-09-12 PEM Maine COC Approver Pending
1865 4 4 PO COMTRACT ADMIM APPROYWER | PEnding
Wiew Log

The CT document appears in the Approver’s worklist. They will Take Task, and then either Approve,
Reject or Return the task back to the submitter.

Worklist

Action Meny

Selectwiorklist: | PSM Maine COC Approver ¥

Level:|  |w|
L -

Code ;
Dept
Unit

ID: |

Browse Clear

Lewvel | Code | Dept | Unit 1D Comments | Creator ID Submitter 1D Date Reason I
O TP L P ) 11 00 O PCRFPCEF10A PCRFPDEF104 941202006 11:20:01 &M Apply approval BFP recui
il CT 108  WF16 080912000000000001024 Ko PCRFPDEF104 PCRFPDEF10A  9H 202006 11:26:44 AM Apply approval  CT reguire

First Prew Mext Last Approve Reject Take Task Return Task Refresh

Menu Hecall
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5—Sol i ci1 t at

RQM document.

I on
The Solicitation document describes the goods or services that are being requested or offered for sale

(Surplus Property). A Solicitation document can reference all Requisition documents by using the Copy
Forward functionality, thereby eliminating the need for re-keying, from a FINAL phase RQS, RQN and

Note: For surplus items, the RQA document is copy forwarded to the SSB document.

The solicitation documents used in AdvantageME are:

RFQ (Request for Quote) ~ Used in informal solicitations for goods

RFP (Request for Proposal) ~

Used to propagate procurements that may not have exact

parameters. Used for services onlyt i.e. service contracts BP18R and BP54, which will both be
detailed later in the course

A Solicitation document can be referenced by the Solicitation Response document, the Evaluation
document, all PO document types, and the Master Agreement.

The following diagram details the process:

Procurement — RFP — Part |

Agency > Advantage » Division of Purchases » Vendor
K ' ' '
Contractjy ) ] = B ' ]
eates RF Contract
6 Manager E * E Administrator E
= H ' -
% Department Approver 4] Mg RFP P RFP 4—“’“"’“65 e Other — o !
8— H ol o » RFP Approvals -
& ! : I : :
Department Approves RFP RFP through VS
pesgnee [\ : : :
0 0 0
g ' ' ' y
ﬁ Contractly M : SR y : :
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The Request for Proposal (RFP) is one of three solicitation documents the State of Maine uses. Here is
detail concerning the sections of the Request for Proposal (RFP) document:

Schedule of Events (Optional) ~ Indicate a schedule of events for the Solicitation. This can include
the date of a bidder’s conference, due date for questions, solicitation closing date, etc.

Terms and Conditions (Optional) © Attach the Terms and Conditions to the document Header or
Commaodity Line.

Evaluation Criteria (Optional) © Choose individual evaluation criteria from the Evaluation Criteria
library, add new ones by free form or choose a template from the Evaluation Criteria library. Optionally,
evaluation criteria can be communicated to vendors so they are informed on how their responses will
be compared and evaluated. Weights are assigned to criteria as points.

Vendor List (Optional) = This page is only used when sending the solicitation to a targeted list of
vendors. Otherwise, leave this page blank and the system selects all vendors registered for the
commodities included on the solicitation.

Attachments at header” Documents may be attached at the document header. Attach the Request for
Proposal .doc file, which contains the detailed RFP specifications.

Note: The RFP document within AdvantageME only supports 1500 characters and therefore, the State
of Maine requires that you attach the Request for Approval

Publishing criteria”™ Specify the sections they want to appear in the published solicitation, when they
want it published and whether or not they want to publish the vendor list.

Supporting Documents ~ This page is not used by the State of Maine.
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Creating a Solicitation RFP document:

1. Click Procurement workspace from the Primary Navigation panel.

2. Click RFP Services. Click RFP document.

Budget Ve omer  Procuremerd AP AR

Procurement -

Save Al CI -
Creating Orders RFP Ser\"ces

Creating Requisitions Menu
Tracking Requisitions
Receiving and Invoicing
Service Awards
RFF Services

RFP Services Creation and 1
Evaluation of Bidder Respo

— EFP Documert
Retainage Bty Yo il o ad
Frosurement o or RFP Dacument

Request for Proposals for Senices generally greater than H10,000. Wil be wodlomed to Purchases for approval.

= RFP Services Creation and Tracking
Creating the RFF, following the RFF process through approval, response, ewvaluation, award and post award.

3. The Document Catalog page opens. Click Create.
4. Populate the Dept and Unit field. Click Auto Numbering.

5. Click Create.

1 Frocurement -
rrrrireemmes | Document Catalog
Creating Requisitions Search
Tracking Requisitions &b

Receiving and Invoicing
Service Awards rwDocument ldentifier

RFP Services _ o
RFP Services Creation and 1 Code: IRFP Unit: I“’n"f':Ij1

+ RFP Document . .
i Vo Hoad Dept. : |18F‘ ID: |

Procurement Folders

Evaluation of Bidder Respo

Retainage rw0ther Options

Auto Mumbering . W
Create Template : [

Create
hdenu
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6. The RFP document opens. On the Header line, populate the Document Description and
Requestor ID fields.

7. Select Procurement Type (optional) ¥ select Request for Proposal

1 Fracure ment «| RFP-18P- 06061600000000050016- 1- Hew- Draft
Sawe Restart Save Al Cl | Action Many |

Document View Load Yendor List Load T and C
" Header dhk
General Information
Contact
Templates = II Brocurement Folder

200 Templates Procurethent Type © |
Reference Documents Document Description Consulting Services =l .
j Systen) Gen List: false

— Terms and Condiions | Vendor LTETRESTCET Fesnonses T 1 Let Date -

oty Croe Fuhlished Date :
| Commodity Grown Prahibit Onling Responses: [ : i
Commodity Published Time :
Commodity T &C Clase Date :
Evaluation Criteria Group
Evaluation Criteris Lins
“Wendar List
Free Form vendor rwContact
wendor Rotation
T IssuerD: |pplatt Feguestor 1D
Ak i=hiL ] Phillip Platt
Aocument History Phone Murnber 123- ’
Document Reference 456789 I?DS 1234567
Future Triggering TO3-4458-2480 456739

test@advantage TO3-449-2490

Email : Ibrian.trinlo@cgi.com

RFP 1&

rwGeneral Information

Document Informetion
Schedule of Events

Cloge Time :

BT Team D :
- Bver .

Marme : |Elrian Triolo

Augusta

8. Add attachments.

9. Attach Specifications document to Header or commaodity line(s).
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Click Commodity from the Secondary Navigation panel. Click Insert New Line. Populate the following
fields:

CL Description
Commodity

Line Type = Service
Service To

Service From
Shipping Location
Billing Location

1 Procurement «| RFP-18P- D6061600000000050016- 1- News- Draft
| Actian Menu I
RFF 12F O i
Document View Load T & C Commodity
Header Line | CL Description | Line Amount | Marked Delete?
Schedule of Events ;.
By -~
Termns and Conditions: & £ iz
Commodity Groug Inzert New Line Insert Copied Line First Prev Go To Mext Last
~" Commodity Commeodity Line Group : 1 >
General Information
Reterence sk
ShigpincBillin ~wGeneral Information -
Specificalions When creating an RFP, populate
E‘SQTI?;SMES ¢L Descrintion - consulting services for IT appllcatlon;l catd the foIIowmg fields:
£dd Templates >

-Line Type is Service
-Service From and Service To

Commodity T &C

Evaluation Criteria Group Cormmodity I91 200

Evalustion Criteria Line
YEmhr COMNSULTING SERYICES

Free Form Vencor Line Type I Semice 'l
Wendor Rotation )
Commaodity E-mail Push Guantity : I
Publizhirc

Document Comments Unit: I

Note: do not populate Quantity
and Unit

Commodity 5

Document History TS,
Document Reference Unit Frice - I

Euture Trigaering ContractAmount:l
_ Extended Description
senice From : [06/15/2006 =
Senice To : [05/16/2008 tiore Text

Line Amount ;

- bReference

Shipping Location : IDS— Billing Lacation ID?

10. Use Commaodity Groups to award by Lot.
Verify NIGP Code, Commodity Description

State of Maine 27 of 102 GMB Version
Procurementt Service Contracts 05/09/2007



303 Procurementt Service Contracts

11. Click Evaluation Criteria Line from the Secondary Navigation panel.

12. Click Insert New Line.

Add different Criteria from pick list. Assign points to each.
Note: If Pricing is selected as a Criteria, it must be designated at least 25 points.

| | Actian Meru I
Document Yiew

Header

Schedule of Everts -

Termsz and Conditions & 1T 1 Services B0 falze falze
Cotmmodity Groun e TV
Cnmmod.rt Grou ¥ v 3 42 = E
Cormmoddity

Commaddity T &2 Insert Mew Line |nsert Copied Line First Frew o To Next Last

Evaluation Criteria Grougp Evaluation Criteria Group : 1 >
~" Ewalustion Criteria Line

wendar List o
Free Form Yendar Criteria |1 2
“endor Raotation o

Commodite E-mai Puah Shart Description |SMWEIE

Fuliliz g Small, Wormen-Owned & Minarity- ;I
Document Comments Dwned Particiation

Document History Description
Document Beference

Future Triggering LI

RespnnseT\;pe:lYestD 'I
Points : |45

Marked Delete?: O
Mandatory YES Answer © W

Line | Criteria | Short Description | Points | Free Form Flag | Marked Delete ?

45 false falze

r Save T Linda T Print T Valdale T Subimit T Close ]

13. Optionalt Schedule of Events (Pre-Bid Conference, Deadline for Questions, other)

| Actian Many I

Line Event Event Date
3% 1 IMandatury Fre-Bid Confer ! 071172006
&% v 2 |Dead|ine for Gluestions I 07112008
Insert Mew Line Insert Dl'prll.'-ied Line First Prew Go To Mext Last

r Save T Lhnds T Print T Wakdaie T Submif T Closs ]

henu
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14. Publishing information (Closing Date, no Public Bid Opening)
Populate the following fields:
Let Datet The date that the solicitation is published.

Closing Datet The closing date from the associated solicitation. Must be 14 days beyond Let
Date

Close Timet The closing time from the associated solicitation. Must use Military Time.

RFP 12F 0606160

Document View
Header

Copy Line Select Line

Scheduls of Events
Terms and Conditions
Commodity Group
Commodity

Commodity T &C

Evaluation Criteria Grougn
Evaluation Criteria Line
“endor List

Fres Form “'endor
“Wendor Rotstion

Comtnodity E-tnail Push
+ Publizhing
Document Comments
Document History
Document Reference

Future Triggering

Procurement Folder
Amendment Mumhber :
Fublished Date

Create Wendor Motification

Schedule of Events

Let Date

Close Date

Close Time

Published Time :

: IDEI 16/2008

: ID?M 472006 i

:|1?:DD

Fublic Bid Opening Date

Fublic Bid Opening Time

—

Fuhlish Yendor List:

Terms and Conditions

Evaluation Criteria
Braluation Criteria (Paints)
Amendment Histary

Dacument Attachments

7
7
©
o
r
7
v
r

| Action Manw |

First Prewv o To Next Last

Commodity Description

ltern Shipping

ltern Specifications (Handling) :
ltern Specifications (Details)
Commoadity Terms and Conditions
Commaodity Attachments

Prohibit Online Responses:

Restrict Multiple Responses perYendor TIM

OO0 AxAF

r Save T Ly T Frint T Validate T Submif T

Close ]

15. Submit document

16. An RFP is published out to VSS only when all approvals (from SPRC and OIT, if required) are
submitted.
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I nteraction with Vendors

1. After approval, sync publishes the RFP to VSS with email notification to vendors and buyers.

(See VENDNOT for list.)

ADVMAIL: VSSMail: Vendors notified that Solicitation RFP 10A 0000004-1 Amendment #0 has been
published.

advantage_wss@@ams.com
To: Spencer, Ernest

Dear Ted Spencer
Yendor nofication has been sent for Soliciation RFP 104 0000004-1 Amendment #0 has been published.

This notification is sent for your information because you are the buyer listed on the above solicitation.

7 emails were sent,

0 faxes were sent,

0 postal notifications were sent,

Please do not reply to this e-mail as it is automatically generated. If vou have questions, please contact Custormer Support,

e —
ADVMAIL: SOLICITATION < RFP 10A 0000004,0> HAS BEEN PUBLISHED
HOST@MASS COM

To: Spencer, Ernest

Paul Potomac:

This message is to notify you and your location that the following solicitation has been published,

Solicitation: RFF 104 00000040

Description: Mobile IT classrooms

Click here to wiew the solicitation: bt £f10.10.90.232 fwebappMSSPROT O Mddvantage?
openDoc=openDoc&locumentCode=RFO&DepartrmentCode = 1048 0DocumentlD =0000004800cumenty'ershlo =1
B0estination=pSolication

Access the Vendor Notification (VENDNOT) table to view the status of the solicitations.

Vendor Notification

Menu Quick Search

Browse Clear

S0 Doc Code IRFF' Wendor Code

80 Doc Dept I

SODD::ID:l

Amendment | Yendor Code VYendor Hame
Type

Correspondance

Email Address

~ RFP 104, 0000007 0 WE0000000052  Bill Bliss Email pat thomsonEcgi-ams.com
RFP 104 0000007 0 %S0000000028 Barney Rubble Email brig@flinstones.com
RFF 104 0000007 0 %E0000000052  Pat Kite kite Etmail pat thomsonEcgi-ams. com
RFP 104 0000007 0 %S0000000028  Fred Flintstone FFlintztone  Email suzan macki@cgi.com
RFF 1048 0000007 0 W30000000052  Pete Kite kite2 Emil asddi@asdsd net
RFP 104 0000007 WS0000000052  THE KITE SHOP kite Emil PAT. THOMSCMEC S-S O
RFP 104 0000007 WZ0000000052  THE KITE SHOP kite2 Ermil PAT THOMSOMECG-AMS SO
RFP 104 0000007 WS0000000028 FLIMNTSTOMES PAYIMNG COMPANY  FFlintstone  Email PAT. THOMSCMEC S-S O
RFP 104 0000007 WZ0000000052  THE KITE SHOP kite Ermil BREFLINSTOMES SOk
RFP 104 0000007 WS0000000052  THE KITE SHOP kite2 Emil BREFLINSTOMES 0
First Prew Mewt Last
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2. Optionalt Access the Solicitation Questions & Answers (SOQA) table to respond to or ask
questions. Vendors will submit Questions through VSS. DOP will notify Department that
questions are pending answers.

Question & Answer Detail

Meny Quick Search

Brovese Clear

Doc Code :|RFF‘

Solicitation Depadment ; |
Solicitation 1D [—
Pracurement Falder : |
Procuremernt Saolicitation P — Amendment Published
7 = Humber Date
~ A4E3N RFP 128 D061 0000000005001 5 DE/27 /2006 62972006
40028 RFP 18P 0000018 03/08/2006 O3M08/2006  D3M09/2006
39223 RFF 104 0ooanT s 02/15/2008 0272172006 0272272006
38706 RFP 18P BGS2088 1 020772008 02f09/2006 D207 /2006
Jsms RFF 104 SYNCH1 01 /25/2006 01731 F2006
aresq RFP 1048 0000012 01 /03/2006 H09/2006 0171172006
3rs07 RFF 104 noooomo 011042008 01052006  12/31/2008
37506 RFP 104 0000009 01/04/2006 0105/2006  0105/2006
3Irs0s RFP 104 0oo00o0s 1 MOS2008 01052006 01052006
37504 RFP 104 0000007 01 04/2006 o1 05/2006 01 05/2006

First Prev Next Last
Answar 7 Ask Answer/Question

Ask QuestionfAnswer

Menu Quick Search

Undo nzerd Copy Faste First Frew Mext Last

Do Code . RFP
Doc Dept: 104

Solicitation : 0000004
Amendment Mumber

Wiéhat hours will installation sites be ;l

) o
Question ; [*PEM

[

7:00 a.m. to B|p.m. every State 1=
business day.

Answear

=

Anguer 7
Question SAnamer Detail

Note: The Question and Answer fields allow a maximum of 1500 characters. Therefore, you may need
to create a .doc file and attach it to the RFP as an amendment. Realize that the amendment must go
through the approval process.

Q&A is visible in VSS to all vendors.

Log I n to AdvantageME

Go to ExerCoiesad el atho RFP docu
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Searching for the Solicitation

Access the Procurement Folder (PRCUID) table. Search for your Procurement folder number.
Note: The Procurement Folder is detailed later in this course.
Click Solicitation State Viewer.

Procurement

Menu Quick Search

Procurement | Procurement Title | Procurement Type | Buyer | Manager | Amount | Last Completed State | Status | Est Completion
~ 37506 Request for Cuotes PT ] [aone Alert! O 27 12006
First Prew Mest Last

Search
FProcurement IS?SEIE Manager : IEG
Procurerment Title Buyer : IpT
Type . IPr Manager Team :|
FProcurement Type © Reguest for Quotes
Buyer Tearn : |
Amaunt

j Est Completion : 012752006

Last Completed State : |Hone
Closed Date :

Status IAIerﬂ 'l

Reguisition State Wiewear Solicitation State Wiewer Response State Wiewer Evaluation State Wiewer Award State Viewer Post-fwward State Wiewar

The Agency Issuer clicks Documents to access the RFP.

Close
State Solicitation State Viewer
Milestones -
Documents flenu Quick Search
HGteS ’h Saolicitation State
Save Undo Delete Inzet Copy Paste First Prew Mext Last
Procurement Folder : 37406 Frocurement Type - Reguest for Quotes
Fracurement Title Fracurement Created ; 01/04/2006
Frocurement Tatal : §0.00  Last Complete State : Mone
Issuing Office State Complete: [

Requizition Response Ewvaluation Award Post Avvard Hews Document Search for Procuraments

The Agency Issuer clicks on the RFP link to open the document.

Close

v State Solicitation State Viewer

Milestones -
Documents Menu Quick Search

Hotes

Documents

Document Function | Phase Description Created
~ RFP 104 Dr' 00031 Mew Final Catering etc for Youth Center grand opening COPY 2 01042006
Copy  First P Mesd Last

Requisition Response Evaluation fwward Post fwvard Wew Document Search for Procurements
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6—Eval uati on

The Evaluation State has one document type, Evaluation (EV). The Evaluation Type has two distinct
document codes:

EV (Evaluation document) - Created by the buyer or department. It is used to compile all vendor
responses, Evaluator scores, Evaluator comments, and award contracts. The EV can also be
used to evaluate vendors responses, instead of or in addition to the EVT document.

EVT (Evaluator Team document) - Created from the EV document. Evaluators are able to view
and compare all of the vendor responses, provide overall comments and score evaluation
criteria responses. Note: the State of Maine is not using this functionality at this time.

The Evaluation state documents do not have any event types tied to them, as they do not perform any
accounting updates upon submission.

The Evaluation (EV) document can reference any of the Solicitation documents in the Procurement
Folder. The EV document can be created:

Via the Document Catalog

New Document action on the Evaluation State Viewer (which was displayed in the previous
section)

Using the Copy Forward button on Solicitations that have been submitted to Final

The Evaluator (EVT) document is created from the EV document. However, it is not created by using
the Copy Forward action or the New Document action within the Evaluation State Viewer. Instead,
clicking on a link on the EV document creates it. This will set up all referencing information for the
evaluators. Note: the State of Maine is not using EVT functionality at this time.
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Create an EV document

Copy forward from RFP to create an EV document. Make sure to populate the Unit field on the Copy
Forward page.

The EV opens to the Header.

The Header section on the EV document is used to identify the Solicitation document within the
Procurement Folder that you will be evaluating responses for. The Header section is also used to load
all vendor responses. This includes the responses that are entered via the web and the ones that have
been entered manually.

Load Responses.
Note: Before Closing Date/Time, no responses load.

Load Responses again after Closing Date/Time, after VSS sync and after the Division of Purchases
have loaded the paper responses.

EV - 104- 00000052- 1- New- Final

Load Responses
wb

wGeneral Information

Saolicitation |RFF' Fricing Attachment Open Date I
Solicitation Dept : [1004, Pricing Attachment Open Time I

Solicitation Number : (0000015 Created By: TS

FProcurement Folder: 37706 CregtEd On: 01122008
) ) mModified By TS
Frofessional Services

) Modified On: 017 202008
IT Classrooms, maintenance,
catalog discount

Buwer Mame : Ted Spencer
Salicitation Close Date : 0111212006
Solicitation Close Time : 14:145

Fuhlish: [~

Note: If you have a paper response from a vendor, then you will have to forward the paper response to
the Division of Purchases. They will then load it into AdvantageME.

The Header may be used to generate the following documents:; Contract (CT), Buyer Purchase Order
(BPO) and Receivable for Surplus (RES). The Document Creation subsection allows you to indicate the
document that you want to create. The Document Code pick list only allows you to select from valid
document codes. You must specify the Document Department Code and Unit. The Create Document
link will create the document for you in Draft phase. You can link to the document from the Awarded
Items line from the Secondary Navigation panel.
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The Load Statistics section will tell you how many vendors have responded to your Solicitation, how
many responses have been loaded and how many responses still need to be loaded to the EV
document.

The Load Statistics Details section allows you to view the name of vendors that have responded to
the Solicitation and how the response was entered into AdvantageME.

EVY - 104- 00000052- 1- Hew- Final

| Action Menu I
Yendor Hame Alias/DEA | Entered | Response | Loaded for Evaluation | Published
¥ POTOMAC IM MAIRNE Yiathe Weh 014202006 010 272006
POTOMAC PRODUCTS Wiathe Weh 011202008 01 M1 272006
POTOMAC SERVICES Yiathe Weh 014202006 0101 272006

First Prev Go To Mext Last

r Edit T Frint TF:D}'J-U.".mrz'T Cloze ]

hlenu

The Awarded Items detail section displays a listing of all Award documents that have been created from
this Evaluation document. This section tracks all of the award documents at the Vendor Code and
Commodity Line level. The records are displayed in a grid and are sorted by SO Commaodity Line
number. You can click on the Award Document Number to view the actual Award document.
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THE STATE OF MAINE DOES NOT USE BID TABULATION AT THIS TIME.

The Bid Tabulation detail section shows Vendor Responses by Commaodity Group, Commaodity Line
and Total Bid. The Vendor Names are listed across the top and the Commodity Groups and Lines are
listed down the left side. The Lowest Bid by Commaodity Group, Commodity Line, and Total Bid
(Highest Bid if evaluating a Surplus Solicitation) will be displayed in bold. The words NO BID will be

displayed on the Commaodity Line if the vendor has opted to not submit a bid for that line. If a
commodity line is displayed as NO BID, the corresponding Commodity Group and Total Bid will also
display as NO BID, as the vendor did not submit bid information for all commodities in the group or for

the entire Solicitation.

View SR (paper & VSS) responses on Bid Tabulations.

EVY - 104- 00000052- 1- New- Final

Bid Tabulation
Copy Line Selact Line

| Actian Marwy I

First Frew Go To Mext Last

Classroom
1 $175,000.00 F220,000.00 MBI
Total For Classroom $175,000.00 F220 000000
Maintenance
1 $5,000.00 $15,000.00 47,500.00
Total For Maintenance $5,000.00 $15,000.00 $7,500.00
Catalog Discount
1 4 00% 6.00% M BIC
Total For Catalog Discount
Total Bid $153,000.00 $235,000.00 M BID
o e .
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In AdvantageME, a more detailed Bid Tabulation has been created to make evaluation and award
easier, especially when prompt payment discounts are offered. To access the detailed Excel
spreadsheet, follow these steps:

1. Click on Action Menu

2. Choose File>>Download Document

Document Templates

Menu

Browse Clear

Document Departrment ; Target Application : |
Template Mame : | Max Download Lines

Template File Mame : |

Document Department Template Name Template File Name | Target Application | Max Download Lines
~ ALL Prampt Pay Dizcount Spreadshest  bidtabd xl= MS-Excel S00

First Prev Mesxt Last

Generate File B

=

3. Click Generate File.
4. A pop-up box will appear. Click Open.
5. The Excel spreadsheet will appear with a pop-up box. You must select Enable Macros.

Note: If an error message appears, that indicates that your macro security needs to be adjusted.
Please follow these steps:

Click Tools>>Options.

A pop-up box will appear. Select the Security tab.
Another pop-up box will appear. Select Macro Security.
Change setting from High to Medium. Click OK.

Close the Excel spreadsheet.

Click Generate File.

A pop-up box will appear. Click Open.

© N o g A~ wDhPRE

The Excel spreadsheet will appear with a pop-up box. You must select Enable Macros.
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The Solicitation Commodity Line detail section displays the original commodity line(s) from the
solicitation. A No Award checkbox is provided for each commodity line from the Solicitation. You can
select the No Award checkbox if you have determined that no award will be made for a specific
commodity line. After this checkbox has been selected, no awarded references can exist for that
commodity line. If the Post Award Notification to Web flag is set to Yes on the Procurement
Document Control table for the associated Solicitation document code, all lines marked as No Award
will be posted to the Notice of Intent to Award page on the Vendor Self Service website as NOT
AWARDING.

The Award By Line detail section displays the vendor’s responses to the commaodity lines within a
commodity group. The Group Exchange Grid can be used to change the view to a different commodity
group. From this view, you can award a specific commadity line to a vendor by selecting the Award
check box for that vendor’s commaodity line response.

The Award By Group detail section displays the vendor’s response data, sorted by commodity group,
allowing the user to compare the commaodity group responses for each vendor. From this view, you
can award a Commodity Group to a vendor by selecting the Award check box for that vendor™s
commodity group response.

The Award By Total detail section displays a list of all vendor responses. The vendors Total Bid
Amount, Minority Owned and Woman Owned statuses are also displayed in this section. You can
apply a Factor to a vendor’s bid for evaluation purposes as needed. The Adjusted Total displayed will
then reflect the Factor increase or decrease entered by you. From this view, you can award an entire
solicitation to one vendor using the Award All check box for that vendor’s response.

EY - 104- 00000038- 1- New- Draft

Award by Total

Yendor Hame Alias/DBA | Adjusted Total | Total Points | All Lines Bid? Response Link
¥ 1 POTOMAC M MAINE 472.50 0 true SR04 ESREO11 106000000001 05

First Prew Go To Mext Last

Minority Cwened Enterprise : [ Total Bid : $524.00

Wornen Owned Enterprize 1 [ Factor: I(D-QD)
Total Points : O Adjusted Total - 472.50

Al Lines Bid? : [« Aweard AT W

Re-Salicit: [~

r Save T Lo T Print T Valdale T Subrnf T Clase ]

henu
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The Rank By Criteria Group detail section displays the vendor’s rank by criteria group based on the
scores entered by the evaluators for the vendor’s evaluation criteria responses.

EV - 10A- D0000036- 1- New- Final

Action Meny

Evaluation Criteria Group Alias/DBA | Points Available | Points Awarded | Rank

- 1 Default POTOMAC I MAIME 220 100 1
1 Default POTOMAC SERNICES 220 100 1

1 Default POTOMAC PRODUCTS 220 100 1

1 Default PEPSI COLA 220 B9 4

1 Default POTOMAC I MAIME 220 a 5

First Prev Go To Mext Last

r Edit T Frint T Capy Forward T Cloze ]

Ienu

The Score By Criteria detail section allows you to view and score the vendors™ criteria responses
directly on the EV document by clicking on the Load Criteria Line action. This action can only be
selected if no lines exist on this section. You use the Points Awarded field to establish a score for
each vendor’s Evaluation Criteria response. An exchangeable grid is used to switch between vendors.
Click Delete All Lines to delete all lines from this section.

The Comments Summary detail section displays, by evaluator, the comments entered by each vendor
response to the solicitation.

The Evaluator Comments detail section displays the comments entered by the evaluators. This section
also allows you to enter comments directly onto the EV. At least one comment must exist for all
vendors selected for award. If a comment does not exist an error will be received upon creation of the
award document. The comments are displayed in Evaluator Order.
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