E«'-CARD'NA"l Procurement Job Aid

Strategic Sourcing Collaboration

About Strategic Sourcing Collaboration

Cardinal allows a Strategic Sourcing (SS) Buyer to select individuals (known as Collaborators)
to participate in an Event. Collaborators may include the customer (user), the supervisor
(Procurement Manager), subject matter experts, Evaluation Committee members and others.
Collaborators can make comments, score, establish weights and share data with the SS Buyer
and the other Collaborators. Suggested changes by a Collaborator can be accepted or rejected
by the SS Buyer. All collaboration is maintained within Cardinal as a record of participation.

Select Collaborators: Pages 1- 4
Collaborate on an Event: Pages 5-10
Review Collaboration: Pages 11 - 14
Invite Collaborators: Pages 14 - 17
Collaborate on Event Response: Pages 17 - 21
Review/Analyze Collaboration: Pages 21 - 22

Select Collaborators:

The SS Buyer selects Collaborators and adds them to an event that is being created, or at a later date to
analyze event responses. If needed, navigate to and open the event for editing. In this job aid, we
navigate to an existing event.

1 Navigate to Main Menu > Sourcing > Create Events > Event Details.

[ CARDINAL

— Home | workist | AddtoFavortes |  Sign out
Favnvntes MalnvMenu » Sourcing »> Create Events > Event Details

B New Window @ Help & nttp

Create Events

Enter any information you have and click Search. Leave fields blank for a list of all values

Maximum number of rows to return (up to 300y |300
Business Unit:[= = 50100 @

IEvenIID: contains =] 150092 I

Event Round:

J

Event Version: | =

Event Format: I =

(Kl JENIEY
Lel Ll

Event Type: | =
Event Name: |begin5 w'thj
Event Status: I =

(Kl

H

™ case Sensitive

Clear  Basic Search [gf Save Search Criteria

2 Click on the Find an Existing Value tab to look up an existing event. The Business Unit field will
default, do not change this value.

3 Specify the desired search criteria for the event and click the Search button.
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|

Favortes ~ Main Menu > Sourcing > Create Events > Event Detais

Home | Workist | AddtoFavortes | Sign out

&0 New Window (Z)Help [& Customize Page Thttp &

Create an Event

Event Summary

Business Unit: 50100 EventID: 0000150092 Round: 1 Version: 1 Event Format: Buy

Event Type: RFx Change to Auction

Event Status: Open Preview Date: ‘0512612011 1:31PM EDT

*Soli Type: |IFB Sealed Contract v *Start Date: ‘UQ/ZE/ZUH 1:32PM EDT

*Event Name: [coliaboration 1234 *End Date: [0gr26r2011 2:00PM EDT

Description: I PURPOSE APE  Copy From: ‘ J)[—co
The Virginia Department of Transportation a

Required fields reside on pages marked with an astenisk (*) -- you may not save your event until all required fields are filled

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Seftings and Options Payment Terms and Contact info
Event Commenis and Attachments Event Constraints

Event Header Bid Fadtors

Step 2: Configure Line ltems

Create line listings for this event.

*Line ltems Item Line Defaults

Step 3: Select Bidders to Invite
Send out targeted invitations to this event. designate it as a public event, or both

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collabarate on this event. You may not post your event while collaborators are reviewing it

Event Collaborators

Step 5: Post Event

|| When all event creation actwities are complete, click Post Event to release your event for scheduled external viewing

and trinner anw hidder i wni mav have defined v

%J Local intranet v ®Biow -

4  Click the Event Collaborators hyperlink.

Favo'ntes Man_Menu > Sougmg > Createvaents > Event Details

Home | Workist | AddtoFavortes | Signout

2 New Window 2) Help jcus(omlze Page ﬁhnp
Create an Event

Event Collaboration Details

0972312011 || 9:00AM

Collaboration Due Date:

Eind Collaborators

OK Cancel Refresh

5 Inthe Collaboration Due Date field, enter a deadline date and time for all collaboration to end.
NOTE: The Collaboration Due Date must be prior to the event Preview Date.

6 Inthe Collaborator Oprid field, enter the Collaborator name (use the Look Up icon, if needed). The
Routing Sequence number is automatically populated.

7 Click the add a new row button at the end of the row to add another Collaborator and enter the
Collaborator Oprid. Note: If necessary, you can search for Collaborators or Groups by clicking the
Find Collaborators hyperlink.
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I =
4 CARDINAL
= Home | Workist | AddtoFavortes | Sign out

Favorttes | Main Menu > Sourcng > (Create Events > Event Detals
B New Window (DHelp [# Customize Page [ hitip

Find Collaborators

Search Criteria

Name: I E I

Collaborator Group: ‘ I E;

Role Name: \ L Search
0K Cancel Refresh

8 You may search by Name, Collaborator Group or Role Name

9 Enter search criteria and click the Search button

[ .
4% CARDINAL
= Home | Workist | AddtoFavortes | Sign out

Favorites ' Main Menu > Sourcing > Create Events > Event Detais
@ New Window 2) Help ,_-_,/CustomlzeFage ﬁhnp

Create an Event

Event Collaboration Details

Collaboration Due Date: 091232011 B Tjme:  [9:00AM I Save As Group I

i st Kl'9.20r2 Y Lost

Routing

Collaborator Oprid Name Sequence

[MIKE HALL @, HALL, MIKE ==
[TIM.SARTINI @, SARTINI TIM 2| (=]
Mﬁ

[ oo e

10 Select collaborators and click the OK button.

11 You may change the order of the Routing Sequence if you wish. The sequence number identifies
the order in which the collaborators offer feedback.

12 If you wish to save the selected Collaborators as a group, click the Save As Group button.
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CARDINAL

= Home | Workist | AddtoFavortes | Signout
Favt)'rites Manyenu > Sourvcng > Cveatevaents > Event Details
@I New Window (@ Help [& Customize Page & hitp

Modify an Event
Event Collaboration Details

Collaboration Due Date: 09/24/2011 u 3:00PM

Collaboration Group: Group 1234
Group 1234 D

Description:

Invited Collaborators customize | Find | B [ %5 7ot £ 42012 1 Last
= Routing

Collaborator Oprid Name i

[MIKE HALL @, HALL, MIKE [ 1 ==

[Tm sARTINI @, SARTINI, TIM [ 2 ==

Eind Coliaborators

m Cancel || Refresn

13 For the group you are saving, enter a name and description into the Collaboration Group and
Description fields

14 Click the OK button to return to Event Summary page.

) g G
* Event Settings and Options Payment Terms and Contadt Info
Event Comments and Attachments Event Constraints

Event Header Bid Factors

Step 2: Configure Line ltems
Create line listings for this event

*Line items Item Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it

Event Collaborators

Step 5: Post Event
When all event creation activities are complete, click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined

1 saveevent | | Route | Save As Template Preview PDF

Related Links:
Document Status Inquiry Plan Task Associations
o The preview Event PDF has been queued for processing. The file will be sent to mike.hall@vdot.virginia.gov

when processing completes.

[ah Returnto Search | Refresh [+ Add

15 Click the Save Event button and click the Route button.

16 Email notification is sent to each Collaborator and an item is added to each Collaborator’'s worklist.
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Collaborate on an Event:

1 To collaborate on an event, click the Collaborate on this event hyperlink from the e-mail notification,
or view the event from your worklist.

2 Navigate to Main Menu > Worklist > Worklist.

3 The Worklist appears.

4 CARDINAL ,

Home | Workis. | AuuioFavorites | Sign out
Favorites i Main Menu > Worklist > Worklist

2 New Window :’) Help \ﬁ)cusmmize Page = hitp

Worklist for V_PR_STRATEGIC_SOURCING_COLLAB: Strategic Sourc

Detail View Work List Filters: l:l [£) Feed

Customize | Find | View 41| B | 28 First KT 145 0115 O Last
from Date from Work ltem Worked By Activity Priority Link
Strategic Sourcng | ggg/p011 CheCkoUtEVeNt ' girayq gic Sourcing Collaboration vI‘BUWD 0000150166.1.1.1 | Mark Worked Reassion
Buyer Collaboration
Strategic Sourdng | 40/53/5111 [ANalysis Sourcing Analysis Collaboration :] 50100, 0000150157, 1. 1 MarkiVorked Reassign
Buyer Collaboration
Strategic Sourcing Analysis = | T .
i= 0892011 AV Sourcing Analysis Collaboration 50100_0000150142, 1. 1 markaVorked, Reassign

4  Click the Event hyperlink for the event you wish to collaborate on. The event will be listed as
Checkout Event Collaboration under the Work Item column.

5 The Event Workbench page appears.
'

Favorites  Main Menu > Workist > Worklst

Home | Workist | AddtoFavortes | Signout

B New Window (D Help [& Customize Page Ehtp &

Event Workbench
v Search Criteria
Event ID: 0000150166 From StartDate: | [ To Start Date: | B sort with: v/
Created By: [ - @, From End Date: [ ToEnd Date: [ Bl sortOrder: v
Event Format: b Category: [ [] only show Events | created
Event Type: [ ¥  temin: [ [Juse my search defaults
Event Status: ¥ Descripti [ Search Reset
Associated With Plan: @, pian Name: [ Q@ Default Search Preferences

Collaboration Help

o In order to collaborate on this Event you must check out the Event first. To check out the Event click the Collaboration Available

button

(i} e Ifthe Eventis already checked out by another collaborator or the collaboration due date has passed you will see the Collaboration
Checked Outicon

o If you want to view the collaboration before checking it out click the View Collaboration button ffi’l

Event ID Name Format Type Unit Status

< 0000150166 CONSULTING SERVICE... Buy RFx 50100 Collaborating Event 86 i
Line Category Item 1D Item Description Qty Extended Price
1 0041404 0041404021  Consulting 18720 187.20

6 Check out the event for collaboration, by clicking the Check Out icon.
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Home | Workist | AddtoFavorites | Signout
Favorites ~ Main Menu > Workist > Workist

\lasain catasmadia an ST 1n Anlmn. Ria P
Required fields reside on pages marked with an asterisk (*) - you may not save your event until all required fields are filled

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

Payment Terms and Contact Info
Event Constraint:

Step 2: Configure Line Items

Create line listings for this event

*Line tems Item Line Defaults

Step 3: Select Bidders to Invite
Send out targeted invitations to this event, designate it as a public event, or both
* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it

Event Coliaborators View Collaboration

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined

Save Event Route avessiemplate Preview PDF

Related Links:

Document Status Inquiry
Collaboration Statu
o Checked Out By: Sf
Checked Out On: 09/06/2011 10:15 AM PDT

Last Updated By: Strategic Sourcing Buyer

Plan Task Associations

\ah Returnto Search | Refresh [EhoAdd| |5

7 Collaboration Status appears as Checked Out and includes details on when and by whom.

8 To make edits or add comments, click the Event Comments and Attachments hyperlink.

i — HOME | WONKESI | AOGI0FGVOMMes |  Sign out
Favorites  Main Menu > Worklst > Workist

& NewWindow (@ Help [& Customize Page [ http
Modify an Event

Event Header Comments and Attachments

Event ID: 0000150222
Enter Comments w a1 Fist K1 20130 O Last
. =E=
I The event is well prepared and you are approved to proceed with an advertisement. MJH 10/21/11 | I | &)
[ send To Bidder Oinclude On Award Standard Comments
Add Attachment

ggmﬂ First K1 13013 O Last

Attached File Attachment Description Di;m:“ '"f\':fmo“ Nxm o

ATTACHMENT_B.docx ATTACHMENT B (] View =
Vendor_Qualification_Equipment_lnventory.doc ATTACHMENT A O View =
MJH_TEST003.pdf Event Details O View

OK I Cancel Refresh

9 Enter comments in the Comments field.

10 Click the OK button.
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11 To modify the event lines, click the Line Items hyperlink.

| workist | Add to Favorites Sign out

|

Required fields reside on pages marked with an asterisk (*) - you may not save your event until all required fields are filled.

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event

* Event Seffings and Options
Event Comments and Attachments
Event Header Bid Factors

Payment Terms and Contact Info
Event Constraints

Step 2: Configure Line Items
Create line listings for this event.

Item Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.
* Bidder Invitations
Step 4: Invite Collaborators
Imite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators View Collaboration

Step 5: Post Event
When all event creation activities are complete, click Post Event to release your event for scheduled external viewing =
and trigger any bidder invitations you may have defined

[ Save Event Route ) Bavessdemplate J Preview POF

Related Links:

Document Status Inquiry Plan Task Associations
Collaboration Status: Checked Out
0 Checked Out By Strategic Sourcing Collab
Checked Out On: 09/06/2011 10:15 AM PDT
Last Updated By: Strategic Sourcing Buyer

ot Returnto Search % Refresh

[Ehoadd| [ UpdateDisplay
12 To modify the event lines, click the Line Items hyperlink.
i = =
Home | Workist | AddtoFavortes | Sign out
Favorites  Main Menu > Workist > Workist
& New Window (D Help [ Customize Page [ hitp

Modify an Event

Line Items

Business Unit: 50100 EventID: 0000150166 Round: 1 Version: 1  EventFormat: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
other allowed transaction types.

Copy From: 22 Filtered View: All Lines and Groups
Advanced Defintion
Line  ItemID Description Category 'WoM "Gty Start Price Ext. Amount Weighting
1 [0041204021 @, Consulting B 0041404 HUR 0.0100 $187.20 0.00000 (]
Event Total: 187.2000 USD Line Weighting Total: 100 % Remaining Weight: 0 %
Add Selected Lines to Group: [ v ] OK

13 The initial line quantity appears in the Qty field for each line.
14 Change the value in this field, if applicable.
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Home | Workist | AddtoFavorites | Sign out
Favorites . Main Menu > Workist > Worklst

I_ENGW window Q) Help \_ﬂ/CUSIOmIlS Page E http
Modify an Event
Line Items

Business Unit: 50100 EventID: 0000150166 Round: 1 Version: 1 EventFormat: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
other allowed transaction types.

Copy From: o Filtered View: All Lines and Groups

Line items

LETGE TR | Advanced Definition

Line  HemID Description Category uom Start Price Ext. Amount Weighting
1 0041404021 @, | Consulting [ 0041404 HUR 0.0100 518720 [ 0.00000] [
Event Total: 187.2000 USD Line Weighting Total: 100 % _Remaining Weight: 0 %
Add Selected Lines to Group: \ v oK
GoTo: b Go
Save Event Changes
|G Return to Search  #% Refresh [Eh-aAdd| |55 Upd

15 After you have made the all edits you wish enter, click the Save Event Changes button.

16 Click the Return to Event Overview hyperlink.

Home | Workist | Add toFavorites Sign out

Favorites | Main Menu > Workist > Worklst

A

Required fields reside on pages marked with an asterisk (*) - you may not save your event until all required fields are filled.

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event

* Event Seftings and Options Payment Terms and Contact Info
Event Comments and Atachments Event Constraints

Event Header Bid Faclors

Step 2: Configure Line Items
Create line listings for this event.

*Line ltems Item Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

2 Bidder Invitations

Step 4: Invite Collaborators
Imvite others to collaborate on this event. You may not post your event while collaborators are reviewing it

Event Collaborators View Collaboration

Step 5: Post Event
When all event creation activities are complete, click Post Event to release your event for scheduled external viewing E
and trigger any bidder invitations you may have defined

sacten e ]| e Froview FOF

Related Links:

Document Status Inquiry Plan Task Associations
Collaboration Status: Checked Out
o Checked Out By: Strategic Sourcing Collab
Checked Out On: 09/06/2011 10:15 AM PDT
Last Updated By: Strategic Sourcing Collab

(@ Returnto Search 2% Refresh [+ Add [0

17 Upon completion of all collaboration edits and/or comments, click the Route button.
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Routing C Eventto next C will check-in the event. Do
you wish to proceed? (18058,199)

If you have not finished reviewing the event, select "No", otherwise select
“Yes".

18 A routing message appears. To check in the event for the next Collaborator, click the Yes button.

Favortes | Main Menu > Sourang > Create Events > Event Details

The Virginia Depariment of Transp
o i unATn

mcnin cafnmad in oo SUOOTN in o

>

Required fields reside on pages marked with an asterisk (*) - you may not save your event until all required fields are filled

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event

* Event Seffings and Options Payment Terms and Contact Info
Event Comments and Attachments Event Constraints

Event Header Bid Factors

Step 2: Configure Line Items

Create line listings for this event.
* Line ltems Item Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Coliaborators _

Step 5: Post Event 1

When all event creation activities are complete. click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined

! Route SaveAsdemplate | Preview PDF
Related Links:
D: Status Inquiry Plan Task Associations
@  Coliaboration StaluiAvallame l
Last Updated By: S g Collab
[Gh Returnto Search | &% Refresh Ehadd] [EUpdateDisplay

19 Collaboration Status changes to Available.

20 Click the View Collaboration hyperlink to see any collaboration changes and comments.
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CARDINAL

| sign out
Favn_rtes i Ma'n_Menu > SnuLa"\g > Create_Events > Event Details

Home | Workist | Addto Favorites

B New window (DHelp [ Customize Page [ ntip
Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1

Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx

Event Header Bid Factors Comments and Attachments Invited Bidders Constraints
Filter By:

Line Nbr: 1 ftem ID: 0041404021 Description: Consulting

] Customize | Find | View Al
Collaboration Input IS el

Field Name DateTime Action Value
Qty Original 09/06/2011 11:01:10AM Update 18720
Qty Strategic Sourcing Collab 09/06/2011 11:01:10AM Update 20000

Line Details
Collaboration Input

ary
Customize | Find | View All| By

Comments

Field Name Date/Time Action Value
Max Quantity Original 09/06/2011 11:01:10AM Update 18720
Max Quantity Strategic Sourcing Collab 09/06/2011 11:01:10AM Update 20000

= Relurn to Event Overview

[t Returnto Search &% Refresh Ewdd| S ipdate/tisplay

21 Click the Event Lines hyperlink to view the original amount and any changes to the quantity by
Collaborators.

22 Click the Event Comments and Attachments hyperlink to view any comments by Collaborators.

Event Header Event Lines Bid Factors Comments and Attachments Invited Bidders Constraints

Filter By:

Event Comments and Attachments Customize | Find | View 411 B | % Frst E g or4 I Las
LR  Comments

Field Name Date/Time Action Value

The event is well prepared
and you are approved to
Comments Strategic Sourcing Collab  10/21/2011 10:59:37AM  Add proceed with an %
advertisement. MJH
102111

Line Nbr: Item 1D: Description:
Comments and Attachments

Colaboration put JC L]

Field Name Date/Time Action Value
B
= Return to Event Overview
[G Return to Search | &% Refresh | EhAdd| [F.UpdateDisplay

23 Email notification and a worklist item are sent to the SS Buyer indicating that collaboration has been
completed by all selected Collaborators.
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Review Collaboration:

To

1

4 CARDINAL

Home | Workisi | AddtoFavortes | Sign out
Favorites . Main Menu > Worklst > Workist

Worklist for V_PR_STRATEGIC_SOURCING_BUYER: Strategic Sourci

Detail View Work List Filters: v [ Feed

Erom Date From _Work ltem Worked By Activity Priority iok

Review 5 N =
S5 Collaborator 2 10/07/2011 Strategic Sourcing Collaboration » 50100, 0000150203, 1,1, 3 Mark Worked Reassign

review collaboration on an event, click the Review the completed collaboration hyperlink, from the
email notification or you may view the event from your worklist.

Navigate to Main Menu > Worklist > Worklist

D New Window (ZIHelp [# Customize Page B ntp &

Customize | Find | View 100 | B | # Fist £ 125 07133 DY Last

Analysis Due " [ 5 ( 5017 eass
100062011 (10" Ceq  Strategic Sourcing Collaboration ¥ 50100, 0000150171, 1. 1.0 Wark Worked Reassign
100042011 EVNtPENdiNg — gocing Event Panding Award v 50100, kA2 1.1 Wark Worked Reassign

2

Click the event hyperlink for the event you wish to review. Notice that the description located in the
Work Item column is Review Collaboration.

Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1

Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx

Event Header Bid Factors c and Attachments Invited Bidders Constraints
Filter By: [ 1 ;

Field Name Date/Time Action Value Update *Update Action

Max Quantity Original 09/06/2011 11:01:10AM  Update 18720 O Accept

Max Quantity Strategic Sourcing Collab 09/06/2011 11:01:10AM | Update 20000 ] 7RE]Ed v

Max Quantity 88 Collaborator 2 09/06/2011 12:20:14PM  Update 35000 (] [Eed ~)
Update Event

E=TIEW 7VIITO! e TagE w Ty

Find | View Al Frst K 1of1 D Last

Nbr: 1 Item ID: 0041404021 Description: Consulting

Customize | Find | View 21| 8 | 38 rrst £ 13013 I Lust

Comments

Name Date/Time Action  Value Update  *Update Action
Original 09/06/2011 11:01:10AM  Update 18720 O Accept
Strategic Sourcing Collab 09/06/2011 11:01:10AM  Update 20000 O lRe;ea v
S8 Collaborator 2 09/06/2011 1220:14PM Update 35000 O Rejed v

H rest K1 43013 1 Last

Comments

3 Click the Event Lines hyperlink to view the edits and/or comments entered by each collaborator.
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Add to Favorites
Favn_mes Man'Menu > Snuld'\g > Createvaents > Event Detais

& New Window (DHelp (& Customize Page T ntp &
Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1

Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx

Event Header Event Lines Bid Factors Comments and Attachments Invited Bidders Constraints
A [

Line Nbr: 1 Item 1D 0041404021 Description: Consulting

Line Summary
Collaboration Input

Field Name Date/Time Action Value Update “Update Action

Qty Original 09/06/2011 11:01:10AM  Update 18720 Accept

aty Strategic Sourcing Collab  09/06/2011 11:01:10AM | Update 20000 [Reject v

aty S8 Collaborator 2 09/06/2011 12:20:14PM  Update 35000 =

wry
Customize | Fina | view A1 | B | 3 Firs
Comments.

Field Name Date/Time Action Value Update *Update Action
Max Quantity Original 09/06/2011 11:01:10AM | Update 18720 Accept
Max Quantity Strategic Sourcing Collab 09/06/2011 11:01:10AM | Update 20000 Reject '«
Max Quantity SS Collaborator 2 09/06/2011 12:20:14PM  Update 35000

Update Event

=Retum to Event Overview

(" Return to Search | Refresh

4  Review the collaboration edits.

5 To accept a change, change Update Action to Accept and check Update box.

6 To reject a change, change Update Action to Reject and check Update box.
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———— Home | Workist | AddtoFavorites | Sign out
Favo_rtes i Main_Menu > Soulciwg > Create_Events > Event Details

@Hew window (2)Help l_Av)CL.AE.qu\le Page E hitp
Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round:

1 Version: 1
Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx
Event Header Event Lines Bid Factors Comments and Attachments Invited Bidders Constraints
Filter By: &
Line Nbr: 1 Item ID: 0041404021 Description: Consulting

First L 1-30f3 ] Last

Comments

‘I am rejecting this amount for it needs to be higher.

| am accepting this quantity. The more the better!

First K1 13013 3 Last

Comments

Field Name Date/Time Actiona  Value Update *Update Action
Max Quantity 38 Collaborator 2 0010612011 1220:14PH |Update 35000 [Accept @]
Max Quantity Original 09/06/2011 1101:10AM |Update 18720 Accept

Max Quantity Strategic Sourcing Collab  09/06/2011 11:01-10AM |Update 20000 [Rejet %

Update Event

= Return to Event Overview

(o Return to Search  z> Refresh

7  Click the Comments tab and enter comments as applicable.

8 Click the Update Event button.

Step 2: Configure Line Items

Create line listings for this event.

* Line ltems ltern Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.
* Bidder Invitations
Step 4: Invite Collaborators
Imate others to collaborate on this event. You may not post your event while collaborators are reviewing it

Event Collaborators

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined.

Post Saveie Termplat Proview FOF

Related Links:

Document Status Inquiry

Collaboration Update process has completed.

0 The event has been updated according to the chosen collaboration input. Please review event to ensure updates
are acceptable.

Plan Task Associations

[ Return to Search | &% Refresh

9  After accepting or rejecting all edits, click the Save Event button. The event is saved and its status
changes to Collaboration Update process has completed.

10 To review the edits made to the event, click the View Collaboration hyperlink.
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2 New Window (Z)Help [& Customize Page Ehitp @

Review Event Collaboration
Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1
Event Name: CONSULTING SERVICES STATEWIDE Format: Bu: Type: RFx
Event Heade! I Event Lines I I Bid Faclors I Comments and Atachments Invited Bidders Constraints
Filter By:

o 3 o

Comments | [F=9)

Field Hame Date/Time Action  Value Update Update Action

lll. GENERAL: For the purpose of clarification,
each firm receiving this Invitation for Bid is
09/06/2011 Update referred to as a “Bidder” and the Bidder o e
1.21:44PM P awarded the contract to supply the senvices is L= ccep
referred to as a “Contractor”. Virginia
Department of Transportatio

Comments Original

COLLABORATIONS HERE XCXCXDXCXD IIl.

GENERAL: For the purpose of clarification, each
88 Collaborator |09/06/2011 ~ firm receiving this Invitation for Bid is referred to =
2 N Update . . =
2 1:21:44PW as a “Bidder” and the Bidder awarded the

contractto supply the senvices is referredto as a

Contractor

Comments Reject

11 The collaboration actions appear with the action taken in the Update Action field. NOTE: You may
click on any titled hyperlink to view the related collaboration.

12 The event can be posted for advertisement following the normal Strategic Sourcing process. NOTE:
The system will show the countdown in the Status field from the Event Workbench page, which
indicates how much time is left for collaboration.

Invite Collaborators:

Once the event is closed and all responses are received, the Event is opened with another version to
add bidders and allow time for Bid Processors to add pricing. The Bid Processor enters the
responses into Cardinal and notifies the SS Buyer. The SS Buyer analyzes the responses and may
invite Collaborators for approvals or comments, prior to making the award. The SS Buyer may select
Collaborators as necessary, such as:

e Customer (user) for comments
e Manager for approval

¢ RFP Evaluation Committee members for scoring.
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13 Navigate to Main Menu > Sourcing > Maintain Events > Event Workbench

|4 CARDINAL
— Home | Workist | AddtoFavortes | Sign out

§ Favorites  Main Menu > Souicng > Ma‘ntzrl Events > Event Workbench

@3 New Window @ Help E(Cuslomlze Page E hitp

Event Workbench

~ Search Criteria

Event ID: 26204 From StartDate: | [5 To Start Date: [ B Sort With: v
Created By: @, From End Date: [ To End Date: | [ sortOrder: v

Event Format: | ™ Category: ] Only show Events | created
Event Type: v ftem ID: [ [Juse my search defaults
Event Status: | ¥| Description: [ | Search Reset

Associated With Plan: [ @, pian Name:

* Default Search Preferences

Event ID Name Format Type Unit Status
P 02PR0204  02PR02.04 Script Buy RFX 50100 Awarded o x| ®
P 0000150204 CONSULTING SERVICE... Buy RFx 50100 Jons, omns, ssecs | ] %

14 Search for the event using the any combination of search criteria.

15 Click on the Analyze Bids icon to analyze the totals of the event. You cannot analyze responses of
events with a status of Open.

|4 CARDINAL
— Home | Workist | AddtoFavorites | Sign out

|
Favorites = Main Menu > Sourcing > Maintain Events > Event Workbench
23 New Window Q)Hetp chslomlzePage Ehnn

Analyze Total

Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status: Go To: «
Buy RFx USD 10/07/2011 1:11PM EDT Pending Award ]|
= |
- Analyze Export ]

Associate Planning Task

Bidder Name /i
) George Maker Vision Communication2 Award Events

Event Version Responded To: 1 1 Create New Round

Bid Number: 1 Q 1 O Document Status Inquiry
Total Bid Amount: 393,120.0000 348,400.0000 &

Total Bid Cost 0.00 0.00

Total Event Score: 100.0000 33.3000

Total Header Cost 0.00 0.00

Total Header Score: 100.0000 33.3000

Bid Action NA v [na v/

Reject Reason: Q [ Q

Award by Percent:

Hide Bid .} ]
pfctors ________________________________________________________________________________________________________|

| Add / Edit Factors | UnhideBids

5] save | [@h Return to Search

Analyze Total | Analyze Line

16 Click the Invite Collaborators link from the Go To drop down menu.

NOTE: Collaborators may have previously reviewed and scored each response outside of Cardinal. Each
Collaborator enters their scores into Cardinal for calculation.
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|4 CARDINAL

| Home | Workist | AddtoFavortes | Sign out
Favorites  Main Menu > Sourcing > Maintain Events > Event Workbench

@I‘.Iew‘.‘."lnoow })He\p :{CustomxzePage Ehnp

Event Collaboration Details

Collaboration Due Date: 101102011 |J Time: 1:19PM Save As Group

Collaborator Oprid Name Rousiog .

[V_PR_STRATEGIC_SOL@, Strategic Sourcing Collab [ 1 ==

V_PR_STRATEGIC_SOL@, SS Collaborator 2 2 ==

Find Collaborators Show Bidders Name RouteTo
oK Cancel

17 Clear all existing names in the Collaborator Oprid field.

18 Enter the Collaborator name (use the Look Up icon, if needed) for analysis collaboration. The
Routing Sequence number is automatically populated.

19 Enter a Collaboration Due Date and Time for a response deadline.

20 Click the Route To button.

The eventwill e saved and routed o the collaborators making it read-only

untilthe due date. (18058,583)

21 Arouting message appears to make the event read-only until the Collaboration Due Date. Click the
OK button.
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|4 CARDINAL
| = Home | Workist | AddtoFavorites | Sign out

Favorites  Main Menu > Sourcing > Maintain Events > Event Workbench

23 New Window ?J‘Hem E{Cuslomlzepage Ehﬁp

Analyze Total

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx uUsD 10/07/2011 1:11PM EDT Collaborating Bid Analysis L i
¥ Bid Analysis and Display Options

Bidder Name George Maker Vision Communication2

Event Version Responded To: 1

Bid Number: 1 ®@ 1 @

Total Bid Amount: 393,120.0000 348,400.0000

Total Bid Cost 0.00 0.00

Total Event Score: 100.0000 33.3000

Total Header Cost 0.00 0.00

Total Header Score: 100.0000 33.3000

Bid Action 1A

Reject Reason: ] |

Award by Percent:

Hide Bid O [m]
[

Recalculate Add¢Editfactors WnhideBids

I €  The eventhas been successfully routed for collaboration. I

(5] save  (ah Return to Search

Analyze Total | Analyze Line

22 The event is grayed out and has been routed for collaboration.

23 Anitem is added to each Collaborator’s worklist. NOTE: Collaborators may score the event in any
sequence or at any time, prior to the due date.

Collaborate on Event Response:

1 An email notification and a worklist item are added to the Collaborators’ worklists indicating that
collaboration is needed.

2 Navigate to the worklist. Main Menu > Worklist > Worklist

4 CARDINAL
= Home | Workist | AddtoFavortes | Sign out

Favorites = Main Menu > Workist > Workist
ENew window (DIHelp [ Customize Page B nhtp &

Worklist for V_PR_STRATEGIC_SOURCING_COLLAB: Strategic Sourc

Detail View Work List Filters: I: () Feed

Customize | Find | View Al ™ | 2% First KV 4.25.07 31 DY Last

From Dafe From  Work Item Worked By Activity Priority Link

Strategic SOUrAN | 4079914 ANalysis Sourcing Analysis Collaboration | 9| 50100, 0000150204, 1.1 Jarkavorked

Buyer Collaboration

Strategic Sourcing Checkout Event )

Sorer 10!06/2011StrateglcsourcmaCollabarahon wIE0100. 0000150202, 1. 1.1 Mark Worked

Dyaregic SOUreNG40ipaiz014 MECKOU B! sirategic Sourcing Collaboration v)| 50100, 0000150199, 1.1, 1 Mark Worked Reassign

3 Click the event hyperlink for the event you wish to collaborate on responses for. The event must be
listed as Checkout Event Collaboration under the Work Item column.
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| Workist | AddtoFavorites | Sign out

Favortes - Main Menu > Workist > Workist
& New Window (DHelp [ Customize Page 5 hitp

Analyze Total

Analyze Total
Business Unit: ventio. Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx UsD 10/07/2011 1:11PM EOT Collaborating Bid Analysis - b
~ Bid Analysis and Display Options

— T p—r— e

Display Options ‘ View Factor Responses v ‘ [pisplay Delta Responses [ pisplay Disqualified Bids Display Withdrawn Bidders
View Bid Actions [ An Bid Actions Oawara  CJcounter Coisaliow [CIReject [J<to Action>

Bidder Name George Maker Vision Communication2

Event Version Responded To: 1 1

Bid Number: il (2] 1 &

Total Bid Amount; I 393,120.0000 I I 348,400.0000 I

Total Bid Cost : -

Total Event Score: 100.0000 133.3000

Total Header Cost 0.00 0.00

Total Header Score: 100.0000 33.3000

Bid Action NA
Reject Reason: 41 \:I
Award by Percent: |:|

Hide Bid =] 0

Weighting UOM Ideal

PLEASE DESCRIBE YOUR PARTICIPATION AND PERCENT OF SMALL, WOMEN-OWNED AND MINORITY BUISNESSES FOR THIS RFP:

100.00000 P1 100 [100:00 | [3330

Recalculate Analysis Complete UnhideBids: |

4  The Analyze Total page appears. Review the total pricing and bid factors. If applicable, text bid
factors would be scored here.

5 Click the Analyze hyperlink.

| Workist | AddtoFavortes | Sign out

i
Favorites  Main Menu > Workist > Workist
@Nemedow ‘@He!p D/CuslomlzePage Ennn

Analyze Line

Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 10/07/2011 1:11PMEDT Collaborating Bid Analysis |
Customize | Find |
Line itemID Description Category UOM Start Price Requenteaiy Oty Weighting  Line Status Analyze
Qty Awarded
10041404021 Consulting [ 0041404 HUR 001000 2,080.0000 0.0000 [ 0.00000 |Open ¥] snaize ‘

(Ehoave] [[haviowWorkiat| 2 {4al-Mextin Weoridst |

Analyze Total | Analyze Line

6 To analyze each responses by line, click the Analyze Line hyperlink.
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4 CARDINAL
— Home | Workist | AddtoFavortes | Sign out

|
Favorites = Main Menu > Workist > Workist

ENew Window (DHelp [& Customize Page [ http

Analyze Line

Business Unit: EventID: Round: Version: Event Name:
50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status:
Buy RFx usb 10/07/2011 1.11PMEDT Collaborating Bid Analysis
Line: 1 Requested Quantity: 2080.0000 UOM:  HUR Start Price:
Item ID: 0041404021 Item Description: Consulting Weighting: Z ®
» Bid Analysis and Display Options
Analysis

Bidder Name Vision Communication2 George Maker

Event Version: 1 1

Bid Number: 1 1

Bid Quantity: 2,080.0000 2,080.0000

Minimum Bid Quantity 0.0000 0.0000

Total Bid Amount: 348,400.0000 393,120.0000

Total Bid Cost: 0.00 0.00

Total Line Score: 100.0000 0.0000

Bid Action: N

Reject Reason Code: ‘ ‘ ‘ ‘

Award by Percent:

Award Quantity:

Hide Bid m] 0

Weighting UOM  ideal

Whatis your bid price?

100.00000 o fie=0 | J 1200 |

Recalculate WnhideBids | = ‘ ‘

e

7 Review the line information price.

8 Click the OK button.

CARDINA

Favorites  Main Menu > Workist > Workist

Home | Workist | AddtoFavorites | Sign out

& New Window (@D Help [& Customize Page & http

Analyze Line

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx usD 10/07/2011 1:11PMEDT Collaborating Bid Analysis [ )

Customize | Find | View A1l &

Requested Qty

|Line  item ID Description Category UOM Start Price aty [osarch Weighting Line Status
10041404021 Consulting 041404 HUR 0.01000 2,080.0000 0.0000 | 0.00000 ||Open v Analyze
|[5)-save | |[J} View Workist | |4 ==vious o ivorsisi-| 4} Nextin Workist |

Analyze Total | Analyze Line

9 To enter comments on the responses line, click on the Item Description icon.

NOTE: Any comments you enter here are carried over to any events that are copied from this one in the
future. It is therefore recommended to not use the copy functionality on events with comments added
with the item description.
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4% CARDINAL
— Home | Workist | AddtoFavorites | Signout

Favorites - Main Menu > Worklst > Workdist

I New Window (D)Help [& Customize Page & http

Item Description

You are approved to make an award MH 10711

Preferred Language Item Descr
You are approved to make an award MH 10/711

10 Enter a comment.

11 Click the OK button.

4% CARDINAL
Home | Workist | AddtoFavortes | Signout

i
Favortes = Main Menu > Workist > Workist

& New Window (DHelp [ Customize Page 5 hitp

Analyze Total

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx UsD 10/07/2011 1:11PM EDT Collaborating Bid Analysis - b

~ Bid Analysis and Display Options e ———
Headsr Weighting: sort Bids B. sortorder ——
Display Options ‘ View Factor Responses v ‘ [ pisplay Delta Responses [ pisplay Disqualified Bids Display Withdrawn Bidders
View Bid Actions [ A Bid Actions Oawara  Clcounter Coisaliow CIReject [<to Action>

Bidder Name Georae Maker Vision Communication2

Event Version Responded To: 1 1

Bid Number: 1 @ 1 O

Total Bid Amount: 393,120.0000 348,400.0000

Total Bid Cost 0.00 0.00

Total Event Score: 100.0000 133.3000

Total Header Cost 0.00 0.00

Total Header Score: 100.0000 33.3000

Bid Action

Reject Reason:

NA I
] L1
Award by Percent: l:l
O O

Hide Bid

Weighting UOM _Ideal

PLEASE DESCRIBE YOUR PARTICIPATION AND PERCENT OF SMALL, WOMEN-OWNED AND MINORITY BUISNESSES FOR THIS RFP:

100.00000 P1 100 100.00 | [33:30
[ save | [ ViewWorkist | [ Frevpus i s (i) Nextin Workist |

Analyze Total | Analyze Line

12 After you have reviewed all of the event responses and entered comments, click the Analysis
Complete button.

13 An email notification and a worklist item are added to the SS Buyer worklist indicating that
collaboration is complete by all selected Collaborators.
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Are you sure you want to mark your collaboration complete for this event?
(18058,594)

Once the eventis marked complete you will not be ahle to edit it anymore.

Cancel

14 A message appears. Click the OK button to confirm that you do not wish to make further edits.

Review/Analyze Collaboration:

1 To review collaborator input on responses, navigate to Main Menu > Worklist > Worklist

2 Click the Event Analysis Collaboration hyperlink from the email notification or click the item in the
worklist that has Analysis Collaboration listed in the Event Status column.

|4 CARDINAL
= Home | Workist | AddtoFavortes | Signout
Favgrites - Main Menu > Sourcing > Maintain Events > Analyze Events
~
Analyze Total
Analyze Total Analze Line
Business Unit: ventio. Round: Version: Event Name:
50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx USD 10/07/2011 1:11PMEDT Pending Award h|
» Bid Analysis and Display Options
Bidder Name George Maker Vision Communication2
Event Version Responded To: 1 1
Bid Number: 1 @ 1 @
Total Bid Amount: 393,120.0000 348,400.0000
Total Bid Cost 0.00 0.00
Strategic Sourcing Collab 0.00 0.00 0.00 0.00 0.00
S8 Collaborator 2 0.00 0.00 0.00 0.00 0.00 E
Average 0.00 0.00 0.00 0.00 0.00
Total Event Score: 100.0000 33.3000
Strategic Sourcing Collab 100.0000 133.3000 0.0000 0.0000 0.0000
S8 Collaborator 2 0.0000 0.0000 0.0000 0.0000 0.0000
Average 100.0000 83.3000 0.0000 0.0000 0.0000
Total Header Cost 0.00 0.00
Strategic Sourcing Collab 0.00 0.00 0.00 0.00 0.00
S8 Collaborator 2 0.00 0.00 0.00 0.00 0.00
Average 0.00 0.00 0.00 0.00 0.00
Total Header Score: 100.0000 33.3000 |
Strategic Sourcing Collab 100.0000 33.3000 0.0000 0.0000 0.0000
88 Collaborator 2 100.0000 33.3000 0.0000 0.0000 0.0000
Average 100.0000 33.3000 0.0000 0.0000 0.0000
Bid Action NA v NA v/
Reject Reason: @ @
Award hy Porrant: ~
I >
% Local intranet - Riow -

3 View Collaborator scores, as applicable.

4  Click the Analyze Line hyperlink.
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Analyze Line

Analyze Line
-~ EventID: Round:
50100 0000150204 1
Event Format: Event Type: Currency:
Buy RFx usD

Description

[You are approved to make an award
04021IMH  10/7/11 This is Approved DEM
[Director 10/7/11

i
Favorites  Main Menu > Sourcng > Maintain Events > Analyze Events

Version:
1
End Date:

10/07/2011 1:11PM EDT

0041404

(3] save | [ah Return to Search

Category UOM Start Price

HUR

Strategic Sourcing Collaboration

Home Workist | AddtoFavortes | Sign out

2 New Window :’) Help EJ/ Customize Page B8 hitp

Event Name:
CONSULTING SERVICES STATEWIDE
Status: Go To:
Pending Award |

Requested Qty
Awarded

Weighting

0.01000 2,080.0000

0.0000 | 0.00000

Line Status

Open

Analyze

Analyze

5 Collaborator comment(s) appear in the Description field of each line.

6 After reviewing the scores and comments, click the Analyze Total hyperlink.

i
Favorites - Main Menu > Sourcing > Maintain Events > Analyze Events

Home | Workist | AddtoFavorites |  Sign out

Bidder Name

Event Version Responded To:
Bid Number:

Total Bid Amount:

Total Bid Cost
Strategic Sourcing Collab

S8 Collaborator 2
Average

Total Event Score:
Strategic Sourcing Collab
S8 Collaborator 2
Average

Total Header Cost
Strategic Sourcing Collab
S5 Collaborator 2

Average

Total Header Score:
Strategic Sourcing Collab
8§ Collaborator 2

Average

Bid Action

Reject Reason:
Award by Percent:
Hide Bid

Recaiculate Add / Edit Factors

[l Save [ Return to Search

George Maker
1

Vision Communication2
1

1 @ 1 @
393,120.0000 348,400.0000
0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00
100.0000 33.3000
100.0000 133.3000
0.0000 0.0000
100.0000 83.3000

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00
100.0000 33,3000
100.0000 33.3000
100.0000 33.3000
100.0000 33.3000
ma ¥ [award v

@, o
[ 100.000]

] =)

WnhideBids

0.00
0.00
0.00

0.0000
0.0000
0.0000

0.00
0.00

0.00

0.0000
0.0000

0.0000

0.00
0.00
0.00

0.0000
0.0000
0.0000

0.0000
0.0000

0.0000

0.00
0.00
0.00

0.0000
0.0000

0.0000

0.0000
0.0000

0.0000

7 Follow normal Strategic Sourcing processes to make the award.

For more information, see the PROC347: Strategic Sourcing course.
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