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1—Orientation
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:
o Request for Proposal (RFP)
o Evaluation (EV)
o Contracts for Services (BP18R and BP54)
o Performance Evaluator (PE)
o Termination (TM)
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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.

Business Process Pre-AdvantageME AdvantageME

Current Document
Code/Prefix

DescriptionDocument
Code

Description

Build an order from
existing Master
Agreements

CRO Contract Release
Order

DO Delivery Order

Request goods or
services

PR Purchase Request RQS/RQN Standard Requisition

Solicitation RFP Request for Proposal

Solicitation RFP Request for Quote

Tab Sheet or
Evaluation Criteria
ˆ RFP only

EV Evaluation

Response SR Solicitation Response

Order items without a
requisition or
Procurement Card

APO Agency Purchase
Order

PO Purchase Order
(Procurement Type
APO)

Request delivery
against agreement

CRO Contract Release
Order

UR/DO Delivery Order

Commodity
Contracts

Master Agreement MA Master Agreement

Contract for Services Service Awards Contract for
Services

CT Contract

Receive goods and
services

Receiving Report RC Receiver

Record a vendor˘s
invoice

INV  Paper Invoice IN + PR,
PRC,
PRM,
PRMI

Vendor Invoice +
Payment Request

Setup a new vendor VR New Vendor
Request
Form/Registration
Sicommnet

VCC Vendor/Customer
Creation

Modify an existing
Vendor

VRM / VR Vendor Request
Modification/Login
to Sicommnet to
update

VCM Vendor/Customer
Modification

Termination Amendment/Change
Order

Amended
Document

TM Termination

Renewal Amendment/Change
Order

Amended
Document

RN Renewal
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Business Process Pre-AdvantageME AdvantageME

Current Document
Code/Prefix

DescriptionDocument
Code

Description

Performance
Evaluation

Informal note to file PE Performance 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.
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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

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

3. Copy forward page, Unit Code field
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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.
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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 $2500Ì for 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.
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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.

NOTE: PR08 multi year encumbrances are only available on over $2,500 CT documents (BP54).

Procurement Function Document Code Event Type

Encumbrance CT PR05 (default)

Non-Encumbrance CT PR07

Encumbrance (Future Year) CT PR08

No accounting Lines RFP None

TM None

RN None

PE None
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2—State of Maine Procurement Process

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 ˆ  a request for goods or services is created
 Solicitation ˆ  requirements for goods or services are advertised and vendors are requested to

submit information, quotes, bids or proposals
 Solicitation Response ˆ  vendor responses to solicitations are received and recorded
 Evaluation ˆ  vendor responses to a solicitation are evaluated for award
 Award ˆ  formal agreements are established with a vendor to either purchase goods or services

or set prices for future purchases
 Post Award ˆ  the activities that take place during the remainder of a vendor contract after

award

Common scenarios used by the State of Maine:

Phases InvolvedInitiated byScenario Comments

Requisition to
Award

Agency --Commodity Orders over $2500
--Printing, all dollar amounts

In order to skip the Solicitation
Phase a Sole Source
justification is required for
commodity orders over $2500

Solicitation to SR to
EV to Award

Agency or DOP --RFP‡ for any service For an item/commodity, a
requisition must always be
created. A solicitation (RFQ) is
then created.

Solicitation to
Award

DOP --Item greater than $2500 (BPO)
--Master Agreement (MA) for
any amount

The DOP is not required to
create requisitions and may
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.
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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
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Maine˘s Departments generally follow the processes detailed in the following diagram:
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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 ˆ  operates as a separate application, Vendor Self Service (VSS)
integrated with AdvantageME. Please refer to the VSS and VCUST training materials

 Buyer Functionality ˆ  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.

Evaluation

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
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Award

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 Award

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,
Liquidated Damages, etc.).
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3— AdvantageMEProcurement Document 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.

Sub-Vendors– NOT USED
The Sub-Vendors section lists sub-vendors associated with the procurement‡ information only. Note
that commodity 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 ˚pushÌ the 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 Template‡ Select from ˚Pick ListÌ. Accounting 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 Conditions– NOT USED
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.

Commodity
The Commodity section lists all commodities (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.
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4—AdvantageME Procurement Functionality

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.

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.
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5—Solicitation
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
RQM document.

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) ˆ  Used in informal solicitations for goods
 RFP (Request for Proposal) ˆ  Used to propagate procurements that may not have exact

parameters. Used for services only‡ 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:
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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) ˆ 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) ˆ Attach the Terms and Conditions to the document Header or
Commodity Line.

Evaluation Criteria (Optional) ˆ 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) ˆ 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 headerˆ 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 ˆ 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 ˆ 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.

3. The Document Catalog page opens. Click Create.

4. Populate the Dept and Unit field. Click Auto Numbering.

5. Click Create.
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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

8. Add attachments.

9. Attach Specifications document to Header or commodity 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

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

When creating an RFP, populate
the following fields:
-Line Type is Service
-Service From and Service To

Note: do not populate Quantity
and Unit



               303 Procurement‡ Service Contracts

State of Maine 28 of 102     GMB Version
Procurement‡ Service Contracts 05/09/2007

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.

13. Optional‡ Schedule of Events (Pre-Bid Conference, Deadline for Questions, other)
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14. Publishing information (Closing Date, no Public Bid Opening)
Populate the following fields:

 Let Date‡ The date that the solicitation is published.
 Closing Date‡ The closing date from the associated solicitation.  Must be 14 days beyond Let

Date
 Close Time‡ The closing time from the associated solicitation. Must use Military Time.

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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Interaction with Vendors

1. After approval, sync publishes the RFP to VSS with email notification to vendors and buyers.
(See VENDNOT for list.)

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

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 In to AdvantageME

Go to Exercise 1 toCreate an RFP document
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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.

The Agency Issuer clicks Documents to access the RFP.

The Agency Issuer clicks on the RFP link to open the document.
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6—Evaluation
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 vendor˘s 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.

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.

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 Commodity 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 Commodity Group, Commodity 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 Commodity 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 Commodity 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.
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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

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:

1. Click Tools>>Options.

2. A pop-up box will appear. Select the Security tab.

3. Another pop-up box will appear. Select Macro Security.

4. Change setting from High to Medium. Click OK.

5. Close the Excel spreadsheet.

6. Click Generate File.

7. A pop-up box will appear. Click Open.

8. 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 commodity 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 commodity line to a vendor by selecting the Award
check box for that vendor’s commodity line response.

The Award By Group detail section displays the vendor’s response data, sorted by commodity group,
allowing the user to compare the commodity 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.
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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.

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.


