= Steps in review of Award Recommendation via an RFP

Go to Strategic Sourcing under Detailed Navigation

Key in the RFP #3xxxxxxx from the email that was received from the Agency
Click “apply”

RFx Number will appear below. Click RFx # link to go into the Document.
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® Next click on the ‘Notes and Attachments” tab
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= You may click on the links to the documents located under the “Description” field
that are needed in your review.
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= To add Approval Notes and Attachment to agency:

Detailed Navigation
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Records Management
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You will go to Purchasing under the Detailed Navigation
Under forms and reports Click on Approval Notes and Attachment Update

® Select RFx from drop down menu, then key in your RFx # and hit “GO”.

Enter Document Number

Approval Notes and Attachment Update

RFx
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Go |

Scroll bar to view additional doc. /



This is what it will pull up once “GO” is clicked.

Approval Notes and Attachment Update
Enter Document Number

RFx ~ | Number | 3000007084 | Go
Document Details
Number: 3000007084 Description: Records Management and Document Imaging Status: Published Created By: SHAF

Approval Text

Print Preview

The signed selection memorandum is now attached.
(Comments Update and Emailed: SHARON SCHEXNAYDER 04/04/2017 19:10:05 CST) ~

| forgot to mention the contract is written for $20,000 more than the Schedule of Prices | to
cover any work orders issued in accordance with the rates in Schedule of Prices II.

{ Comments Update and Emailed: SHAROMN SCHEXNAYDER 03/31/2017 14:23:58 CST)
Attached is a copy of the unsigned contract, updated selection memorandum and a copy v

nfthe me
< >
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Apply || Apply & E-Mail OSP-PC Perf. Report E-Mail Clear

Add Attachment

File: Browse. ..

Description:
Visible Internally Only.
Add Attachment

® Add the needed Comments. You will want to select “Apply & Email” so the Agency
gets notification of the approval.

Add comment
Apply | Apply & E-Mail | OSP-PC Perf. Report E-Mail || Clear

The intent to award has been approved. Please proceed with the contract.



®» Add Concurrence Award Certificate

1) Click Browse and select the award certificate
document from local drive.

Add Attachment /

File: Browse...

Description:
Visible Internally Only:
Add Attachment

3) Click add attachment 2) Enter description

Example -

Add Attachment

File: CMWsersiemecollDesk Browse...

Description: | Concurrence Award Certificate
Visible Internally Only:
Add Attachment

You will receive a message at the top that states it was successful.

Approval Notes and Attachment Update
& Attachment has been added successfully

Enter Document Number

RFx v | Number | 3000007084 || Go

®» If you need to verify that it was you can click the RFx number at the top which will
take you directly into the RFx.

Enter Document Number

RFx v | Number | 3000007084 | Go

Document Details
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