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@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace existing
Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website (www.cardinalproject.virginia.gov)
under Learning.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
* Instructor led and web based training course materials

« Job aids on topics across all functional areas

* Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



/;/ Course Objectives
/

After completing this course, you will be able to:

Recognize key strategic sourcing concepts
Create, modify, and manage Strategic Sourcing events in Cardinal
Analyze bids/proposals
Award Events
Understand how strategic sourcing integrates with other Cardinal modules

Understand how strategic sourcing integrates with external systems



Agenda
b ns

Understand Strateqic Sourcing

Create Event

Malintain Events

Analyze Bids/Proposals and Awarding Events

Strateqgic Sourcing Hands-on Practice




}j Lesson 1: Introduction
Y4

” Understanding Strategic Sourcing

This lesson covers the following topics:

Procurement Overview

Strategic Sourcing Key Concepts

Procurement Process Overview

Strategic Sourcing Overview



};\/ Procurement Overview
/

The Procurement functional area of Cardinal includes four
modules:

Purchasing

The Purchasing module includes the buying of goods and
services (Procurement) by creating and processing
requisitions, purchase orders (PO), receipts, Procurement
Card (PCard), and Integrated Supply Services Program (ISSP)
transactions.

eProcurement

Like Purchasing, the eProcurement module provides for
Procurement but is web-based. It is similar to an online
shopping cart experience for users requesting goods and/or
services.

Strategic Sourcing

The Strategic Sourcing module allows users to create
and award bids/proposals to purchase orders or
contracts.

Procurement Contracts
The Procurement Contracts module builds, manages, and
archives all Cardinal contract related information.
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/;/ Strategic Sourcing Key Concepts
/

Key concepts include:

A Strategic Sourcing event involves the solicitation of quotes, bids/proposals, or offers to establish contracts and/or
purchase orders (POs).

Cardinal provides the Strategic Sourcing (SS) Buyer with a means to create, manage, and award Strategic Sourcing
Events.

The most common event is the Invitation for Bid (IFB) which is primarily awarded to the lowest responsive and
responsible bidder meeting the required specifications.

Similar functionality is provided to create, manage, and award the Two-Step (IFB) and Request for Proposal (RFP)
events. In comparison to the lowest price, these event types are awarded based on the ranking of the Bidder/Offerors’
responses and subsequent negotiations, to achieve the best value.

RFPs are commonly known as competitive negotiations. These events are created with criteria that are weighted
(ranked) by level of importance and scored based on the Offerors’ submitted proposals. The lowest price is only one of
multiple elements used in determining who will receive the award.



y Procurement Process Overview
J

There are seven key processes in
procurement:

Add/Update Requisitions

Create Strategic Sourcing Events
Add/Update Contracts
Add/Update Purchase Orders
Add/Update Receipts
Procurement Card Processing

Integrated Supply Services Program
(ISSP) Processing
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» Procurement Process Overview (continued)
/
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/;/ Strategic Sourcing Overview
/

Strategic Sourcing allows users to create and award bids/proposals to purchase orders or contracts. Sourcing events are
electronically sent to eVA for posting online in order to obtain bids on items and/or services.

Strategic Sourcing involves several key steps:
« Add/Define Event

« Event Collaboration*

* Receive and Enter Solicitation Response(s)
* Analyze Bid Response(s)

* Response Collaboration*

* Award to Contract(s) or Purchase Order(s)
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*For more detailed information about Collaboration, see the job aid entitled 501 PR345: Strategic Sourcing
Collaboration located on the Cardinal website in Job Aids under Learning.




/@ Strategic Sourcing Overview (continued)
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}) Lesson 1: Summary
/

‘ Understanding Strategic Sourcing

In this course, you learned:

« The procurement functional area is composed of several modules: Purchasing, eProcurement, Strategic Sourcing,
Procurement Contracts, and Receipts.

« A strategic sourcing event is the process of soliciting quotes and bids/proposals to establish contracts and/or purchase
orders.

11



}) Lesson 2: Introduction
Y4

This lesson covers the following topics:

» Create Event (Ad Hoc or Copy)

Define Event Basics

Configure Line Items

Invite Collaborators

Post an Event for Bidding

12



4/ Create Events

To add an event, use the Create Events page. Navigate to this page using the following path:
Main Menu > Sourcing > Create Events > Event Details

Select the Add a New Value tab. Key fields that need to be defined include:

Favonites = Main Menu - »  Sourcing- > Create Evenis ~ > Ewvent Details

 Business Unit: Confirm the Business Unit

Create Events

Find an Existing Value Add a New Value

« Event ID: Uniquely identifies the event and is automatically assigned
(do not modify)

Business Unit 50100 |

« Event Format: Buy Event IDINEXT a
Event Round 1
° Event Type: RFX Event Version 1
Event Format| Buy v]
Click Add to go to the Event Summary page to create the event. _ Event Type|RFx v]
Proxy Bidding (Auctions Only) Disabled E|

Most events have an Event Format of Buy and Event Type of RFx or RFI.

Add

Find an Existing Valus | Add a New Value

Buy can be an Invitation For Bid (IFB) or a Request For Proposal (RFP). RFx can be an Invitation For Bid (IFB), Request

For Proposal (RFP), or Two-Step Bid. RFI is a Request for Information. 13



p/ Create Events (continued)
/

The Event Summary page is updated with the values you previously entered on the Create Events page

When creating an event, provide an overall description of the event at the header level, with item specific details at the line
level. Itis possible to copy a previous event, purchase order, requisition, contract, or RFI to create a new event, and save

events to use as templates.

On the Event Summary page enter the:
« Solicitation Type

« Event Name

« Description

 Preview Date: Collaboration end date/time
(this date must be prior to the Start Date)

« Start Date: Bids can be entered

« End Date: Bids can no longer be entered

Favorites ~ | Main Menu ~

Create an Event

Event Summary

Business Unit 50100 EventID MEXT Round 1

Event Type RFx Change to Auction

Event Status Open

*Solicitation Type : |IFB Sealed Coniract v

*Event Name

Description @@

> Sourcing~ > Create Evenis ~ > Event Details

Version 1 Event Format Buy

Time Zone EDT

Preview Date [10/10/2019 |[H] Time |2:50PM

Start Date [10/24/2019  |[5] Time |2:50PM

End Date |11/03/2018 |5 Time |2:50PM
Copy From | v|| Go |

Preview By: _}f Line v

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 Settings and Options
Event Comments and Attachments
Event Header Bid Factors

Step 2: Configure Line ltems

Create line listings for this event.

* Line [tems

Payment Terms and Contact Info
Event Constraints

Item Line Defaults

The Preview By drop-down box allows the printed version to show the event either by line, lot (group), or total

14



;j Create Events (continued)
/

On the Event Summary page, the Copy From
drop-down allows populating fields into the event.

Click on the Arrow icon next to the Description
field to open a larger Description box/field. Use
the Book Check icon to check spelling errors.

Create an Event

Event Summary

Favorites | Main Menu ~ * Sourcing= * CreafeEvents~ * Event Details

Version 1 Event Format Buy

Businesz Unit 50100 EventID MEXT Round 1
Event Type RFx Change to Auction
Event Status Open
]

“Solicitation Type s |

*Event Name

[ioe]

Descrip1i0n| RFEP Sample Descriplion

Sourcing Event Create Comp
Help

REP Sample Description

poth.

&

Return

Event Collaborators

Step 5: Post Event

may have defingd.

| Save Event |

| Fost |

Time Zone EST
Preview Date|12/11/2019 |

Start Date 12/25/2018 |[5

Time |12:41PM

Time [12:41PM

Epnd Data 01042020 51 Timpa 1241004

ave your efent until all re

Copy Frombe T
Preview By Confract

Delimited File

ltem Masfer

Furchase Order

Request For Information

Requisition

Sourcing Event

Sourcing Template

Event Constrants

Item Line Defaults

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

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

| Save As Template

| Preview PDF |

15



i/ Create Events (continued)
/

The next section on the Create an Event — Event Summary page lists the five steps for creating an event.

Under Step 1: Define Event Basics, click on the Event Settings and Options hyperlink to set options for the event.

Step 1: Define Event Basics

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

| * Event Settings and Options Fayment Terms and Contact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factors

Step 2: Configure Line ltems

Create line listings for this event.

* Line ltems Itern 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 athers 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.

Save Event Save As Template '

Post Event




(L,

y Define Event Basics
J

The Event Settings and Options link provides for the following options to be set as needed:
 Allow Bidder XML Downloads: Do not select.

* Bid Required on All Lines: Select if applicable and/or awarding by Lot/Group.

* Multiple Bids Allowed: Will be automatically checked.

« Allow Edit of Posted Bids: Defaults to checked. Bid responses cannot be changed unless this box is
checked when the event is created.

Create an Event

Event Settings and Options

Business Unit 50100 EventID 0000155947 Round 1 Version 1 Event Format Buy Event Type RFx

i¥)i Create PDF on Event Post Round\Version Display | Display Round and Version .4
. Allow Bidder XML Downloads

‘ ¥ Sealed Event
¥ Bid Required On All Lines S

Display Bid Factor Weightings
¥ Multiple Bids Allowed

¢! Allow Edit of Posted Bids
' Do Not Use Best Bids on New Rounds Display Bid Factor Best/Worst
' Display Bid Factor Ideal Value

Factor Event Score Into| Total Score v Start Price| Do Not Display v

Header Weighting
Line Factor Weighting

Bidders May Create Line Groups

Allow Price Breaks with Groups

Minimum Response and Warning

Minimum number of bid response Number of days warning prior




o,

» Define Event Basics (continued)
/

The Event Settings and Options link provides for the following options to be set as needed (continued):
* Round\Version Display: Defaults to Display Round and Version - Do not change.
« Sealed Event: Defaults to checked. Deselect, if applicable.

« Display Bid Factor Weightings: Buyers may add bid and weighting factors to help determine the award. This is not the
usual. Generally used for the Request for Proposal (RFP) or Two-Step bid.

Create an Event

Event Settings and Options

Business Unit 50100 Event ID 0000155947 Round 1 Version 1 Event Format Buy Event Type RFx

i¥/{Create PDF on Event Post Round\Version Display | Display Round and Version v
LJ Allow Bidder XML Downloads

¥l Sealed Event
¥ Bid Required On All Lines S

L Display Bid Factor Weightings
¥/ Multiple Bids Allowed

¥! Allow Edit of Posted Bids
) Do Not Use Best Bids on New Rounds L Display Bid Factor Best/Worst
L Display Bid Factor Ideal Value

Factor Event Score Into| Total Score v Start Price| Do Not Display M

Header Weighting

Line Factor Weighting
Bidders May Create Line Groups

Allow Price Breaks with Groups

Minimum Response and Warning

Minimum number of bid response Number of days warning prior




V4

Additional fields on the Events Settings and Options

#/ Define Event Basics (continued)

page include:

 Factor Event Score Into: Defaults to Total Score.

* Header or Line Factor Weighting: Defaults to blank.

« Start Price: Defaults to Do Not Display.

After updates are made, Return to Event Overview to return to the Event Summary page.

Create an Event

Event Settings and Options

Business Unit 50100 Event ID 0000155947 Round 1

LJ Allow Bidder XML Downloads
¥ Bid Required On All Lines

¥ Multiple Bids Allowed

¥ Allow Edit of Posted Bids

) Do Not Use Best Bids on New Rounds
L Display Bid Factor Ideal Value

Version 1 Event Format Buy Event Type RFx

Round\Version Display | Display Round and Version v

¥/ Sealed Event

Display Bid Factor Weightings

"/ Display Bid Factor Best/Worst

Factor Event Score Into| Total Score v

Header Weighting

Start Price‘ Do Not Display v

Line Factor Weighting

Minimum Response and Warning

Minimum number of bid response

Bidders May Create Line Groups

Allow Price Breaks with Groups

Number of days warning prior

19



i/ Define Event Basics (continued)
V4

Under Step 1. Define Event Basics, click the Event Comments and Attachments hyperlink.

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

il =] j j Fayment Terms and Contact Info
Event Comments and Attachmen Event Constraints
Event Header Eid Factors

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

* Line ltems Item Line Defaulis

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.

Save Event | Save As Template |

Post Event




},\/ Define Event Basics (continued)
/

Comments and attachments may be added to the event using the Event Header Comments and Attachments page. For a
detailed listing of the file extensions that are allowed as attachments in Cardinal, see the appendix section of this course.

The Enter Comments section permits adding notes about the event. This section may be used to enter specifications, as well
as cut and paste information from other documents. The Standard Comments hyperlink permits choosing predefined
comments to add to the event.

* Click the +/ - to add or delete Comments.

* Check Send to Bidder or Include on Award to have a specific comment included on the award.

« Add attachments to the event by clicking the Add Attachment button. For a detailed listing of the file extensions that are
allowed as attachments in Cardinal, see the appendix section of this course.

Favorites « Main Menu - > Sourcing~ > Create Evenis » > Event Details

+ Click OK.

Create an Event

Event Comments and Attachments

EventID MEXT
Enter Comments (7 View All First ‘&' 10f1 &/ Last

Comments:
Ed]
[ send To Bidder I Oinclude On Award I Standard Comments
[™™"Rad Atiachment 1| 21

Cancel Refresh




,} Define Event Basics (continued)
/

The system is preconfigured with terms and conditions (comments) specific to Request for Proposals Terms (RFP),
Information Technology Terms (ITT), and Solicitation/IFBs Terms (SOL). To select a preloaded comment, choose the Std
Type field based on the type of event, i.e. RFP, ITT, or SOL, being created. The Comment ID field is populated based on the
Std Type selected. Select the Comment ID which contains the terms and conditions verbiage related to the type event being

created. The Comments box will populate based on the Comment ID selected.

RFP Example:

Std Type = RFP

Comment IDs have been
filtered so that only those
related to terms and

Header Standard Comments

Comment Text

*Action | Copy Comment

| std TypeRFFP Q|

Comment ID BWSR Q)

*Eff Date 10/10/2019

Look Up Comment |D

. . Description Help
conditions for RFPs will SeflD STATE
appeal’_ Short Description Standard Comment Type RFF
Standard Comment 10| begins with ¥ | i

Select a valid value of

Comments:
AWARD: Selection shall be made

Description| begins with ¥ | '

AWSR, qualified and best suited among th [ ook Up Clear Cancel | Basic Lookup
evaluation factors included in the R
: in the Request for Proposals. Meq -
Click OK. selected. Price shall be considere Search Results _ _
After negotiations have been cond| Visw 100 First (4 1-8cf8 (b Last
shall select the offeror which, in its| Standard Comment ID Description
award the contract to that offeror. | AWHR AWRD TO OTHER THAM HIGHST RHNKG
Proposals or reject proposals at an AWMR AWARD-MULTIPLE OFFERCRS RFP
fiurnich o cdotamant of the eancanel AWPS AWARD-PROFESSIOHAL SERVICE-RFP
AWSR AWARD-STANDARD FOR RFP
BACP BID ACCEPTAMCE PERICD
e ance Eel BAFO BEST AMD FIMNAL OFFER (BAFC)
BWVALW BEST VALUE AWARD(S)
UBWvA UMSEALED BEST WALUE AWARDS)

22
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» Define Event Basics (continued)
/

After returning to the Event Summary page, under Step 1. Define Event Basics, click the Payment Terms and Contact
Info hyperlink to open the Event Contacts Details page.

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

* Event Seffings and Cplicns Payment Terms and Contact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factors

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

*Line ltems Item Ling 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 vour 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 exiernal viewing and trigger any bidder invitafions you
may have defined.

| Save Event | | Save As Template |

| Post | | Preview POF |




#/ Define Event Basics (continued)
/

In the Payment & Currency Information section of the Event Contact Details page, Bill Addrs defaults, and in the Event
Contact section the user Contact Name, Email ID, and Phone defaults. These fields can be modified.

Click the Return to Event Overview hyperlink to return to the Event Summary page and move on to Step 2, Configure
Line Items.

Favorites = Main Menu ~ *  Sourcing~ * Create Events = * Event Details

Modify an Event 1
Event Contact Details

Payment & Currency Information (7

*Currency TED] Q Exchange Rate *Rate Type CRRNT aQ

Pay Method 7] Rate Date|12/11/2019 |3

Payment Terms & Allow bids in other currencies

Bill Addra[CNTRL OFF3 | ) Tax Exempt

Buyer DEEBIE BELL| Q Exempt ID

Event Contact (¢

Contact Name [E€ll. Debbie (VDOT)
Email 10 xdebbie. ball@vdot. virginia.gov

Phone 504/524-6055

Save Event Changes

GoTo| v| | Go

I = Return to Event Overview I

[&F Retumn to Search ||« Refresh

[E: add || B uUpdate/Display




/jj Configure Line ltems
/

From the Event Summary page, under Step 2: Configure Line items, click the Line Items hyperlink.

Favorites = | Main Menu ~ * Sourcing~ * Creale Events~ * Event Details

Create an Event

Event Summary

Businezs Unit 50100 EventID 0000155603 Round 1 \ersion 1 Event Format Buy
T
Event Type RFx Change to Auction
Event Status Cpen Time Zone EST
*Solicitation Type : | Request for Proposal v] Preview Date 12/11/2019 |5 Time [12:41PM
*Event Name [Test Start Date [12/252019 |5 Time [12:41PM
Description| RFP Sample Descripiicn £ \‘./‘ End Date|01/0412020 |5 Time [12:41PM

Copy Erom! ¥|| Go
iew By:
y Preview By:

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 Opticns Payment Terms and Contact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factors

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

“em LinE DEfau”S

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 fo 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.

Save Event | Save As Template

Post | Preview PDF |




%/ Configure Line Items (continued)

On the Line Items page, using the Basic Definition tab, configure a line item with the following:

* Jtem ID

Favorites = | Main Menu ~ > Sourcing= > Create Events ~ > Ewvent Details

» Description

Create an Event

Line Items

« Category

Business Unit 50100 EventID NEXT Round 1 Version 1 Event Format Buy Event Type Auction

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.

«  UOM (Unit of measure)

Copy From v] | Go | Filtered View | All Lines and Groups v]
¢ Qty (Quantlty) Line ltems (7 Personalize | Find | View All | &2 | [ First ‘4’ 10f1 '} Last
Basic Definifion Advanced Definition
. St art P r | ce Line Item 1D Description Category *yom Qty Start Price Ext. Amount Weighting
01 Q B Q Q 0.00000| [+] [=]
° EXt Am o u n t Event Total: 0.0000 USD Line Weighting Total: 100 % Remaining Weight: 0%
Group Selected Lines | v] | oK |

« Weighting (not used)

< Retum to Event Overview GoTo| v]| 6o |

Save Event Changes

' Refresh [4Add || 5] UpdatemDisplay




V4

/) Configure Line ltems (continued)

Basic Definition tab:

Add a line item using the Item ID or Category lookup, or by copying from another transaction:

Item ID: Click the Look up icon and select the item. Once selected, details for that item are displayed and include

Description, Category, UOM, and Start Price. Description, Category, and UOM are fixed and cannot be changed.

Qty must be entered.
Category: When selecting by Category, a Description, UOM, Qty, and Start Price must be entered.

Copy From: Copy line information from a Contract, PO, Request for Information, Requisition, Sourcing Event,
Sourcing Template, etc.

Favorites = | Main Menu > Sourcing~ > Create Evenis ~ > Event Details

Create an Event

Line ltems

Business Unit 50100 EventID MNEXT Round 1 Version 1 Event Format Buy Event Type Auction

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 | v Go Filtered \ﬂew|,¢\ll Lines and Groups V|

Line ltems (% Personalize | Find | View Al | &2 | B First ‘4’ 10f1 »/ Last

| Basic Definition | Advanced Definition
Line Category *UoM [ty Start Price Ext. Amount Weighting

01 =3 Q Q 0.00000] =l [=]
Event Total: 0.0000 USD Line Weighting Total: 100 % Remaining Weight: 0%
Group Selected Lines | v] | oK |
< Retum to Event Overview GoTo| V]| Go |

Save Event Changes

3 Refresh [} Add .| Update/Display

27



Configure Line ltems (continued)

L

Click on the Advanced Definition tab to further define lines.

The Filtered View changes the view on this page, by selecting All Lines and Groups, Only Groups, or Only Lines.

Favorites « ‘ Main Menu ~ »  Sourcing~ > Create Evenis ~ > Event Details

Create an Event

Line ltems

Business Unit 50100 Event ID NEXT Round 1 Version 1 Event Format Buy Event Type Auction

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| vl | Go | Filtered View]All Lines and Groups
Only Groups

Line Items (2 Persondlize | Find | Viel Onlyl L|ne? = | ast

Basic Definition | Advanced Definition I

Line Item ID Description E;‘:}d;’ Display o setip Belongs (007 petails Bid Factors  Constraints
O+ Q 1| STATE Details Bid Factors Mo ¢ ] [=]
Event Total: 0.0000 USD Line Weighting Total: 100 % Remaining Weight: 0%
Group Selected Lines v] | oK |
< Return to Event Overview GoTo| v]| Go |

Save Event Changes

| £ Refresh | [Ch Add || 5] updateDisplay |




4/ Configure Line Items (continued)

On the Line Items page, using the Advanced Definition tab, configure a line item with the following sequence.

Click on the Details hyperlink to access the Line Details.

Favorites = ‘ Main Menu + > Sourcingw > Create Evenis » > Event Details

Create an Event

Line ltems

Business Unit 50100 Event ID MEXT

Round 1 Version 1 Event Format Buy Event Type RFx

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

Copy From v| | Go | Filtered ‘u’lew|AII Lines and Groups v|
Line Items (7 Personalize | Find | View Al | £ | E First ‘' 10f1 '} Last
Basic Definition Advanced Definition
Line ltem ID Description Eg";’ Display pem setip Belongs 1007 petails Bid Factors  Constraints
a1 5401032225 4 IN.X 10 IN. CCA TREATED LUMBER 1| STATE Details Bid Factors Mo Q I£| |:—|
Event Total: 23333500.0000 USD

Line Weighting Total: 100 % Remaining Weight: 0%
Group Selected Lines| [ Add to New Group ]

v [ ok |

< Retum to Event Overview

GoTo| v]| Go |
Save Event Changes

'S Refresh

[4 Add || ] Update/Display
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g/ Configure Line ltems (continued)

The Line Details page displays.

* Add Shipping Information; Due Date and Ship To location. IMPORTANT - The Ship To is arequired field and only 1
Ship To location is permitted. The event can not be saved without the Ship To field being completed.

Favorites ~ | IMain Menu ~ > Sourcing~ > Create Evenis ~ > Event Details

Create an Event

Line Details

GoTo Lil'le|1 - 5401032225 4 IN. X 10 IN. CCA TREATED LUM V| Mext Frevious

Event D MEXT Requested Quantity 5000000.0000
Line 1 Start Price 4 6667
Physical Nature [ Goods v

ltem ID 5401032225
Description 4 IN. X 10 IN. GCA TREATED LUMBER

L litom Biddablo-Only - Grouped
Shipping Information (2 Find | View Al First ‘4 1of1 ‘' Last

Schedule 1 e
Quantity 5000000.0000 Due Date 01162020 [[5] Freight Terms QL

Ship Via Q, Ship Te |RT 288 SDM | Ship From

Bid Parameters (2
[ Bid Required
Reserve Price Min Quantity 0.0000 Max Quantity 0.0000°

Bid Quantity Rule [Bid Up to Maximum Quantity V]

Alternate UOM | Not Allowed v]
[Juser Defined Price Breaks [ Bidder Defined Price Breaks

Item Specification (7

 Line Image (7
< Retum to Event Lines Page

i Refresh EL Add | Update/Display

Once all data is entered, click the Return to Event Lines Page hyperlink to return to the Line Items page.



On the Line Items page, using the Advanced
Definition tab, configure a line item with the
following:

Line Comments and Attachments icon:
Add comments and upload attachments.
For a detailed listing of the file extensions

that are allowed as attachments in Cardinal,

see the appendix section of this course.

Squiggly lines inside the Line Comments
and Attachments icon indicates
comments or attachments have been
added to the line.

Flag your comment to be sent to the
Bidder and/or included on the award.

After comments have been entered, click
OK to return to the Line Items page.

From the Line Items page, click Return to
Event Overview.

#/ Configure Line Items (continued)

MOUW an Event
Line ltems

Business Unit 50100 EventID 0000153663 Round 1 Version 1 Event Format Buy Event Type RFx

‘Your event may consist of items from your item catalog and, opfionally, 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|Purchase Order v] | Go | Filtered View Al Lines and Groups v

Line ltems (7 Personalize | Find | View All | £ | E First ‘4 1-3of3 '*' Last
Basic Definition

Line Item ID Description g:d:'m"”‘" ltem SetiD ngo’l‘_‘g;i:’:' Details Bid Factors Constraints
m (0051404000 [ e L L 1| STATE Details BdFactors  No e
Soucing Line Comments
Modify an Event
Line Comments and Attachments

EventID 0000153663 Line Number 1

Enter Comments (% Find | View All First ‘4 1of1 "' Last

Comments: [H[=]

of the evaluation factors included in the Request for Proposals, including price, if so stated in the Request for Proposals. Negotiations shall be e
conducted with the offerors so selected. Price shall be considered, but need not be the sole determining factor. After negotiations have been

conducted with each offeror so selected, the agency shall select the offeror which, in its opinion, has made the best proposal, and shall award the
contract to that offeror. The VDOT may cancel this Request for Proposals or reject proposals at any fime prior to an award, and is not required to

furnish a statement of the reasons wiy a particular proposal was not deemed to be the most advantageous (Code of Virginia, § 2.2-43590). Should

the ‘I.n’DOT detemlme in wntmg and in its sole d|5cret|on Ihal onh one uﬁe ror is ful];r quahﬂed or tha1 one oﬁeror |s deamr more h|ghiy qu al|ﬁed than

AWARD: Selection shall be made of fwo or more offerors deemed to be fully qualified and best suited among those submitting proposals on the basis

[ send To Bidder

Add Aftachment

| ok || Cancel || Refresn

Standard Comments

,@ Include On Award

Fetch ltem Specs
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4/ Configure Line Items (continued)

On the Line Items page, using the either Basic Definition or Advanced Definition tab, configure a line item with the following:

During event creation, users can select lines that they want to group to attempt to get better pricing through a bundled price
quote.

Add Selected Lines to Group: To award specific lines by group, simply select the checkbox for the lines to be grouped.

* Enter the details and click OK and Return to Event Overview.

Favorites « | Main Menu > Sourcing- > Create Evenis~ > Event Details

Create an Event

Line Items

Business Unit 50100 EventID NEXT Round 1 Version 1 Event Format 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 fransaction types.

Copy From | v] | Go |

Filtered View[All Lines and Groups v]

Line Items (2

Personalize | Find | View All | &z | E First ‘4 10f1 '»' Last

| Basic Definition i|iAd\rancgd Definition I|

Line Itemn 1D Description

Category *UoM *Qty Start Price Ext. Amount Weighting

a1 5401032225 Q. 4IN. X 10 IN. CCA TREATED LUMBER % 5401032 LF 5000000.001 }.6667 % $23,333,500.00 0.00000| [+] [=]

Event Total: 23333500.0000 USD

Line Weighting Total: 100 % Remaining Weight: 0%

Group Selected Lines [ Add to New Group ] VI ok |
Group ID

Description

| = Retum to Event Overview |

GoTo hd | |F|

| Save Event Changes |

4 Refresh

[Es Add || %] Update/Display
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¢/ Select Bidders/Offerors to Invite

Next, under Step 3: Select Bidders to Invite, click on the Bidder Invitations hyperlink.

Modify an Event

Step 1: Define

Event Summary

Business Unit 50100 EventID 0000153563 Round 1
Event Type RFx Change to Auction
Event Status Open
*Solicitation Type :  {[EEEEEENEEES o
*Event Name |RFFP Sample
Description | RFP Sample Description 1A

Event Basics

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

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

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

* Line [tems

Step 3: Select Bidders to Invite

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

* Bidder Invitations

Version 1 Event Format Buy

Time fone EST
Preview Date (012072017 |[»)

Time | 1:08PM

Start Date (027032017 ([ Time | 1:08PM

End Date [0213/2017 |5 Time [1:08PM
v||F|

Copy From |Purchase Order

Preview By:

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

Payment Terms and Contact Info

Event Consfraints

Item Line Defaults
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State procurement guidelines require that all events be open to the public.

fp/ Select Bidders/Offerors to Invite (continued)

On the Invite Bidders page, select the Public Event checkbox to open the event to the public.

Click Save Event Changes.

Favorites | Main Menu + » Sourcing~ > Create Events » > Ewvent Details

Modify an Event
Invite Bidders

Business Unit 50100 Event ID 0000155590 Round 1 Version 1

Event Format Buy
Public Event

Bidder Invitation List (2

Select Bidder ID Bidder Type Status Location Bidder Company

] PUBLIC_AUC Public 1

This is a Public Event

Search for Bidders Dispatch Lines

Save Event Changes

Event Type RFx

Personalize | Find | View All | L | E

Category Diversity *Digpatch Method

Email

Save Bidders as Group

GoTo|

V|| GCII|

< Retumn to Event Overview

[ar Return to Search '6 Refresh

First ‘4" 10f1 '»' Last

—
=

B
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y Invite Collaborators
/

Collaborators are individuals who are asked by the Strategic Sourcing Buyer to provide some type of expertise and/or
comments during the Strategic Sourcing process. It is possible to route an event to other users (Collaborators) for input.

After returning to the Event Summary page, under Step 4: Invite Collaborators, click on the Event Collaborators hyperlink
to go to the event Invite Collaborators page. This is optional.

| Step 1: Define Event Basics

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

* Event Settings and Options Payment Terms and Contact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factors

Step 2: Configure Line ltems

Create line listings for this event.

* Line ltems liem 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 cellaborate 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.

Save Event [ Save As Template

For more detailed information about Collaboration, see the job aid entitled 501 PR345: Strategic Sourcing
Collaboration located on the Cardinal website in Job Aids under Learning.



7 Invite Collaborators (continued)
/

Events do not route to managers, or other users, unless they are selected as a Collaborator. A routing sequence is
established inviting Collaborators. Modify the sequence to ensure the event is reviewed by the Collaborators in the order

desired.

When adding Collaborators, a link to the event routes to their worklist. The user, as the originator of the event, will receive a
message when all collaboration is complete.

Once all the details have been set and Collaborators added, click OK and then Save Event to return to the Event Summary
page.

Modify an Event
Event Collaboration Details
Collaboration Due Date [04/07/2017 |[5] Time 4:15PM
Process Type [Sequential ~
Review By Notifications
Review Sections (7
Seq Mbr Section Name Bid Factor Default Option
1 Mone o
Process Type [ Sequential ~ Section Review By Date E] Time
Collaborators (7
Seq Nbrj Userld Name Review By Date Time Delegate User ID Hame
1|[AHETZER |Q, Heizer, Andy (VDOT) 1] a
2| ASCOTT Q) Scott, Andrew (VDOT) [ Cy
Find Collaborators Save As Group
Add Section
oK || cancel || Refresh
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% Post an Event for Bidding
/

Once the event creation steps are complete, be sure to click Save Event. The next step is to Post the event for bidding.

»  Prior to posting the event, click Preview PDF to send an e-mail to the Buyer with a detailed PDF event summary. The
PDF is available for view or print, as necessary.

* Click Post to post the event for bidding.

. . Step 1: Define Event Basics
¢ Data IS now sent to eVA from Cal’dlnal Enter basic information, general settings and optional rules for this event.

See VDOT’s e-bidding process.

* Event Settings and Options Payment Terms and Contact Info
. Event Comments and Aitachments Event Constraints
« The Preview PDF and Post buttons Event Header Bid Faclors

are no longer available. _ _
Step 2: Configure Line Items

Create line listings for this event.

* Line ltems Item Line Defaulis

Step 3: Select Bidders to Invite

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

* Bidder Invitations
Message

Message I
t your 4
Da you want fo create preview Event POF and send it to © (18058, 1925)

This will submit the Event for Approval. (18058,207)

Once the event is approved and posted you will be limited to the changes that you can make to the event. Click OK to continue or Cancel if you are not done making changes to Select Yes to create the file or No to retumn to the Event.

the event.

Ok j[ cancel | Event No \
N\

| Save Event | | Save As femplate |

| Post | | Preview PDF |




f/ Postan Event for Bidding (continued)
/

The Event Details PDF document that is sent to the Buyer is detailed below. This document may be included with the
information sent to eVA to be posted on Virginia's eProcurement Portal.

Event Details

Commonwealth of Virginia_
Depariment of Transportation

Event ID Format Type Page Bidder: General Public
S50100-0000150219 Bu IFB Sealed Contract 1
Event Round Version Submit To: YA Dept of Transportation
1 1 YDOT Central Office
Event Name 1201 E Broad St
MJIH TESTOO01 Richmond vA 23219
Start Date/Time Close Date/Time United States
10/17/2011 16:58:00 EDT 10/18/2011 15:58:00 EDT Contact: Super User PR

Phone:
Event Currency: US Dollar Email:

Bids allowed in other currency: Mo

Event Description

I. PURPOSE:

The }.c-j'irginl'a Department of Transportation (herein referred to as “vDOT") is soliciting bids from interested firms to
provide

PERIOCD OF CONTRACT: From through {renewable)

The IFB must state either “from date of award,” or specified date to a specified ending date, or delivery of goods or
senvices.

IT it will be a renewable term contract, put the word “renewable” in parenthesis after the “through” date if the

contract contains a renewal clause. This will Ieég:otential bidders know right away ifa.n::u anticipate the contract to

go beyond the initial period. This is also restated under the Special Temrms and Conditions under the Term of Contract
clause.

See the eXxample IFB provided.

1. QUESTIONS REGARDING THIS INVITATION FOR BID:
Any questions regarding this invitation for bid shall be addressed to Mr./Ms. Contract Officers Name at (804) 000-0000.

The igsuing office shall determine whether any addendum should be issued as a result of any questions or other matters
raised.




}) Lesson 2: Summary
/

‘ Employee Self-Service Overview

In this lesson, you learned:

«  Copying from another document provides a shortcut that eliminates some duplicate entry. You can create an event by
copying from a:

* Requisition

e Event
« Contract
« PO

« There are five steps to creating a new Strategic Sourcing Event:
« Define Event Basics
« Configure Line Items
« Select Bidders to Invite (Public Event)
» Invite Collaborators (optional)

» Post Event
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;) Lesson 3: Introduction
/s

‘ Maintain Events

This lesson covers the following topics:

« Using the Event Workbench

« Change an Event - Versions
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,j Using the Event Workbench
/

The Event Workbench is used to view and manage events, as well as create new versions (addendums). Using the Event
Workbench, the Strategic Sourcing Buyer can also cancel an event.

Navigate to the Event Workbench page using the following path:

Main Menu > Sourcing > Maintain Events > Event Workbench

Event Workbench
i % Search Criteria
Business Unit Q
Event ID From Start Date [ To Start Date e Sort With | v|
Created By 2 From End Date [1] To End Date ) sort Dr-:ler| VJ
Event Format | v Category [] Only show Events | created
Event Type]| ] tem ID [V Only show Active Events
Event Statusl ~ I Peaceigtion L] U;i :::rhsearch defaults —
Associated H::: Q Plan Name Q Default Search Preferences
Legend
Search Results Find | View 100 First ‘4" 1.25 0f 1422 "' Last
EventlD MName Format Type Unit Status
0000155448 Testing 98765 Buy RFx 50100  Ohrs,4mins,10secs @ & O 5
0000155444 STOME CLASS| Buy RFx 50100 ©Open @ |
0000155443 STONE CLASS | Buy RFx 50100 Open © &
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%/ Using the Event Workbench (continued)
/

The Event Workbench page has three sections: Search Criteria, Legend, and Search Results.

The Search Criteria section allows searching for a specific event using any combination, or all, of the available fields. The
criteria helps to narrow the search results.

Event Workbench
|  Search Criteria |

Business Unit| o}
Event ID From Start Date [#] To Start Date [#] Sort With | v

Created By 2 From End Date =] To End Date 5] Sort Order | v|
Event Format | | Category L] only show Events | created

Event Type| V| ltem ID [Vl Only show Active Events

Event Status| - Description Luse my search defaults
| sSearch | | Reset
Associated With Plan Name
Plan A Q Default Search Preferences
M Pavse () Rezume &) Cancel [% Approval Status 5l Event History L, Analyze Bids o} Notice of Intent to Award g Notice of Award

& Edit Event D Mew “Version Lﬁ’a\-’iew Caollaboration E@Cnllaboration Available %Cullaboratiﬂn Checked Qut EQElid History ¢ Notify Me On Check-In E"-‘ Wiew Award Details

[ search Resuits | Find | View 100 First (4 125071422 (F) Last
EventlD  Name Format Type Unit Status
0000155395 TRAFFIC COMTROL SE... Buy RFx 50100  Ohrs,10mins,19secs © & (3 =
) 0000155448 Testing 98765 Buy RFx 50100 Event Completed @ ®mHu O =
b 0000155444 STONE CLASSI Buy RFx 50100 Open ©® ¢
) 0000155443 STONE CLASSI Buy RFx 50100 Cpen © &
b 0000155442 Stone Class | Buy RFx 50100 Cpen ©® ¢
[ D0OD155444 Copy from Req Buy RFx 50100 Open (=] Ed
I DDO0155432  Copy req lines Buy RFx 50100 Open o ES|
I 0000155435 Event Sole Source Buy RFx 5p100  Event Completed e Ea Gy [T =




#/ Using the Event Workbench (continued)
/

The Legend section of the Event Workbench page can be expanded to see descriptions for each of the icons used in the
Search Results.

Event Workbench
w Search Criteria
Business Unit o]
Event ID From Start Date [#] To Start Date 5] Sort With | v|
Created By ') From End Date [#] To End Date 5] Sort Clrder| V|
Event Format | v| Category L1 only show Events | created
Event Type| V| ltem ID v Only show Active Events
Event 5tatus| - Description ||:| U;ee ;:hsearli:h defaults | -
Associated “';1".22 < Plan Name Q Default Search Preferences
\¥iLegend
{hPause ) Resume € Cancel [% Approval Status Bl Event History L, Analyze Bids (_*Motice of Infent to Award g Notice of Award

i Edit Event E] Mew Version Lclfaview Collaboration %Cnllaboratiﬂn Available %Cnllamratiﬂn Checked Out E;, Bid History ¢ Motify Me On Check-In E‘-‘ WView Award Details

search Hesulis
Event D
- 0000155395

P 0000155448
0000155444
b 0000155443
- 0000155442
b 0000155441
0000155438

b DODD155435

Name Format Type Unit

TRAFFIC CONTROL SE... Buy RFx 50100
Testing 93765 Buy RFx 50100
STOME CLASS I Buy RFx 50100
STOME CLASSI Buy RFx 50100
Stone Class | Buy RFx 50100
Copy from Req Buy RFx 50100
Copy req lines Buy RFx 50100

Event Sole Source

Buy RFx 50100

Status
Ohrs, 10mins, 19secs
Event Completed

Cpen
Cpen
Cpen
Cpen
Cpen

Event Completed

©O00O0O00O OO

Find | View 100 First '3 1-25 of 1422 'F' Last

5 O3
BEE O
]
B
B
B
B
B O
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/,) Using the Event Workbench (continued)
/

Event Workbench Legend explanation of icons

¥ Legend
il Pause id) Resume

(f Edit Event [ New Version s View Collaboration [ Collaboration Available <& Collaboration Checked Qut i, Bid History ¢, Notify Me On Check-In

€ Cancel @ Approval Status EZ Event History @::Lﬁ.nalyze Bids r_*Notice of Intent to Award |z Notice of Award

@ View Award Details

Pause: Not used

Resume: Not used

Cancel: Cancel the event. This cannot be undone.

Approval Status: Determine whether event is approved

Event History: View the event’s Version History. Stage and Status

Analyze Bids: View the Status and bids for the event

Notice of Intent to Award: View the details of the NOIA

Notice of Award: View the details of the NOA

Edit Event: Edit the version of the selected event

New Version: Create a new version of the selected event

View Collaboration: View collaboration input for the event

Collaboration Available: Add recommendations

Collaboration Checked Out: Request notification when event is checked out for collaboration

Bid History: View the bid/proposal invitation status

Notify Me on Check-In: Request notification when event is checked in after collaboration comments are added

=) + - “'..ul :r__|l
| | 50| & | e

View Award Details: Displays Award details to user
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7} Using the Event Workbench (continued)
/

The Search Results section of the Event Workbench lists all events matching the search criteria. Click the arrow on the left
side of the line to display the line items for the selected event. Click on the Event ID hyperlink to open the Modify an Event —
Event Summary page. This is the same page where the initial five create event steps were configured. From this page, the
event details can be viewed.

Event Workbench
w Search Criteria
Business Unit Q.
Event ID From Start Date Modify an Event
Created By Q From End Date Event Summary
EventFormat[  v| Category Business Unit 50100 EventID 0000153663 Round 1 Version 1 Event Format Buy
EventType[ V] item ID 7
Event Stﬂtus| LV Description Event Type RFx
Associated With Q Plan Name Event Status Posted Time Zone EST
Plan *Solicitation Type : |IFB Sealed Contract v Preview Date 01/20/2017 Time 1:08PM
|F]Legend EventName REP Sample Start Date 02/03/2017 Time 1:08PM
EEEED T . Description |REP Sample Description End Date 02/13/2017 Time 1:08PM
EventID  Name Format Type Unit Sta Copy From Go
0000153663 HREF-Sampte B BE saian 0213

Persanalize | Find [ Vi{ | Required fields reside on pages marked with an asterisk (*) — you may not save your event until all required fields are filled.

Line Category Item 1D ltem Description Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event.
1 0051404 0051404000 ABRASIVES, PLASTOMNE ABRASIVE

FLASTOMNE
ABRASIVES, PLASTONE 1 IN. X 50 * Event Settings and Options Payment Terms and Contact Info
2 D00 LR ROLL, 320 GRIT Event Comments and Attachments Event Canstraints
Event Header Bid Factors
ABRASIVES, PLASTONE 1-1/2 IN. W)
3 0051404 0051404115 FT. ROLL, 120 GRIT
0000153662 |FB Buy RFx soio0 Openl Step 2: Configure Line Items

Create line listings for this event.

* Line ltems Iltem Line Defaults




#/ Change an Event: Versions
/

Event version control is used to track changes (addendums) made to a posted event.

Use the Event Workbench to create and edit versions. When viewing a multiversion event, the system always displays the
most recent version of the event. When creating a new event version, the version number increments by one. When posting
the new version, the previous version becomes read-only.

To create a new version, click the New Version icon on the Event Workbench.

Event Workbench

 Search Criteria

Business Unit 20100 |

Event ID From Start Date
Created By &) From End Date
Event Format| r | Category
Event T;rpe| ¥ | Item ID
Event Status | ¥ Description
Associated With QL Plan Name
Plan
Legend
Search Results
EventID  MName Format  Type Unit
|+ 0000150035 FOE Stone Bedford .. Buy FFx 50100
0000150009  delete - entered ... Buy Auction 50100
J» 0000150008 Lighting Maintenan... Buy RFx 50100
0000150012 Replace Hydraulic ... Buy RF= 50100
[+ 0000150014 SET ASIDE FOR SMAL Buy FFx 50100

Favorites - | Main Menu + > Sourcing ~ > Maintain Events » > EventWorkbench

Status
Pending Award

Open
Open
Pending Award
Pending Award

[

To Start Date
To End Date

0000

El
El

O Only show Events | created
| Only show Active Events
|| Use my search defaults

Q Default Search Preferences

Find | View 100 First (4 1-25 of 1437 (b Last

BE Gy
EH
B8
BE Oy
BE O

Sort With | v
Sort Order| v |

Search Reset

5 @

L
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#/ Change an Event: Versions (continued)
/

After selecting the Create a New Version icon, a pop-up message appears to confirm creation of a new version. Select Yes
to create the new version. The Event Summary page will be displayed.

Message

Create New Version? (18058,8129)

This operation will create a new version of the event. The current active version will not be inactivated until the new version has been posted. Select "es' if you wish to create a
new version for this event. Otherwise, select 'No'.

I ] Yes || No

[ 2] EEC T ™1 K
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%/ Change an Event: Versions (continued)
/

Once modification has been completed, be sure to click the Save Event and Post buttons. Click OK on the pop-up message
and the new version is automatically approved. Once the new version is posted, the previous version will be inactivated and
the Post button will be grayed out. Note: Whenever a version is Posted it is sent to eVA.

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

* Event Settings and Options Payment Terms and Contact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factors

Step 2: Configure Line ltems

Create line listings for this event.

IMessage
*Line ltiems

. . This will submit the Event for Approval. (18058,207)
Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or || once the event is approved and posted you will be limited to the changes that you can make to the event. Click OK to continue or Cancel if you are not done making changes to the event.

* Bidder Invitations I 0K I| Cancel |
Step 4: Invite Collaborators j
Invite others to collaborate on this event. You may not post your event while collaborgtors are reviewing it.

Event Collaborators

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

| Save Event | | Save As Template |

| Post

Preview PDF |




}) Lesson 3: Summary
/

‘ Maintain Events

In this lesson, you learned:

+ The Event Workbench page is used to maintain events.

« Multiversion events are created using the Event Workbench when you make changes (addendums) to a posted event.
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}j Lesson 4: Introduction
Y4

n Analyze Bids/Proposals and Awarding Events

This lesson covers the following topics:

Analyze Bid/Proposal Responses

* Collaborate on Bid/Proposal Responses (optional)
« Award the Event (By Line, Group, or Grand Total)
* Create a Purchase Order/Contract

« Cancel a Purchase Order/Contract Associated to an Event
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/;} Analyze Bid/Proposal Responses

Use the Event Workbench to review the bids. Bidders submit bid responses into eVA. Once the event end date has passed
and all the bids have been uploaded from eVA, the Analyze Event pages are available. Simply click on the Analyze icon
next to the event with bids to be reviewed. The Analyze Total page will display.

Navigate to the Event Workbench page using the following path:

Main Menu > Sourcing > Maintain Events > Event Workbench

Favorites = Main Menu « > Sourcing v+ » Maintain Events v > Event Workbench

Event Workbench

Search Criteria

Business Unit 50100 |Q

Event ID From Start Date [#1] To Start Date [31) Sort With v
Created By Q From End Date [31) To End Date 31 Sort Order v
Event Format v Category Only show Events | created
Event Type v ftem ID ¥ Only show Active Events
Event Status v Description U;ee::ghsearch defaults —
Associated With Q Plan Name Q Default Search Preferences

Plan

o Resume € Cancel E, Approval Status EiE| Event History Lo Analyze Bids [{”rNotice of Intent to Award g4 Notice of Award

‘{f Edit Event _"1 New Version ICIZICIV\eW Collaboration Hf Collaboration Available %Collaboration Checked Out E:'vBid History ¢ Notify Me On Check-In € View Award Details

Search Results Find | View 100 First (4 1-25 of 1437 Last
Event ID Name Format Type Unit Status
0000150035 FOB Stone Bedford .. Buy RFx 50100 Open [ x 8 =
0000150009 delete - entered .. Buy Auction 50100 Open © &
0000150006 Lighting Maintenan... Buy RFx 50100 Open (< B
0000150012 Replace Hydraulic ... Buy RFx 50100 Pending Award <] O = @‘-
0000150014 SET ASIDE FOR SMAL . Buy RFx 50100 Pending Award Q B Ly [ = G
]




,) Analyze Bid/Proposal Responses (continued)
/

From the Analyze Total page use the optional Analyze Export feature which allows, exporting bid/proposal data to a

spreadsheet.

On the Go To box drop-down menu, select ...Analyze Export. The Bid Analysis Export page will be displayed.

Favorites «

Main Menu +

Analyze Total

Analyze Total

Business Unit:
50100

Event Format:

Buy

Analysis

Analyze Line

> Sourcing = >

Maintain Events =+ >

Event Workbench

> Analyze Evenis

Thermoplastic Pavement Marking Matenial

Event ID: Round: Version: Event Name:
0000155539 1 1

Event Type: Currency: End Date: Status:

RFx usD 07/30/2019 9:40AM EDT Awarded

Bid Analysis and Display Options (2

Bidder Name CROWN TECHNOLOGY  Ozark Matenals LLC

Event Version Responded To
Bid Number

Total Bid Amount
Total Bid Cost
Total Event Score
Total Header Cost
Total Header Score

Bid Action

Reject Reason
Award by Percent
Hide Bid

LLC
1

1 &)

132,300.00
132,300.00
0.00
0.00
0.00

MNA v

1
1 &

123,420.00
123,420.00
0.00
0.00
0.00

MNA v

Ennis-Flint Inc

122,540.00
122,540.00
0.00
0.00
0.00

NA

Go To:

P

_Analyze Export

Associate Planning Task

Award Events

Create New Round

Document Status Inquiry

Event Comments and Attachmenis
Invite Collaborators

Review Optimization

116,700.00
0.00
0.00
0.00
Award v
Q
100.000
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,) Analyze Bid/Proposal Responses (continued)
/

On the Bid Analysis Export page, you can
select to email the report to yourself and/or
other(s).

 Click the +/ - icon to add/delete email
recipients.

* |In the Filter Bids section, choose the bids
to be included in the export file.

* Click Create Analysis Export.

The Analyze Events page will be saved, and a
process will be kicked off to create the Bid
Analysis Export file and email the selected
recipients.

Once the export has been kicked off, click the
Return to Analyze Event hyperlink to return
back to the Analyze Total page.

Favarites = Main Menu « > Sourcing« » Maintain Events » > Event Workbench > Analyze Events

Bid Analysis Expork

Business Unit: Event ID: Round: Version: Event Name:
50100 0000155539 1 1 Thermoplastic Pavement Marking Material
Event Format: Event Type: Currency: Finish: Status:
Buy RFx UsD 07/3019 9:40AM EDT Awarded
Analysis Export File Recipients Personalize | (2 First 4 1of1 » Last | E
*Name *Email Address Notify
1 [Toya N. (VDOT) Peterson Q, pooctoya peterson@vdot. virginia.gov v 1+ [=]

Filter Bids
Select the bids you want to include in your Analysis Export file.

Select All Deselect All

¥ Award ¥ Counter | Disallow ¥ Reject ¥ <No Action>

| Display Disqualified Bids ¥| Display Withdrawn Bids

4

~ T Filter Bid Responses

Display Delta Responses

DU s S Return to Analyze Event

To create a bid analysis export:
1. Enter the email addresses of those you would like to receive the export.
o 2. Click on the Create Analysis Export button. At this point the Analyze Events pages will be saved,
and a process will be kicked off to create the Bid Analysis Export file and email the recipients.
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,} Analyze Bid/Proposal Responses (continued)
/

Favorites = | Main Menu - * Sourcing + > Maintain Events + > Event Workbench » Analyze Evenis

Bid Analysis Exporf
Business Unit: Event ID: Round: Version: Event Name:
50100 0000155539 1 1 Thermoplastic Pavement Marking Material
Event Format: Event Type: Currency: Finish: Status:
Buy RFx UsD 07/30/19 9:40AM EDT Awarded
Analysis Export File Recipients Personalize | (2 First (4 10of1 (b Last |5
*Name *Email Address Notify %

1 [Toya N. (VDOT) Peterson Q [xxxtoya.peterson@vdot.virginia.gov L4

Filter Bids

Select the bids you want to include in your Analysis Export file.

Select All Deselect All
¥ Award ¥ Counter ¥ Disallow ¥ Reject ¥ <No Action>
# Display Disqualified Bids ¥ Display Withdrawn Bids

"Filter Bid Responses

L Display Delta Responses

| Create Analysis Export

[2etu rn to Analyze Event

To create a bid analysis export:
1. Enter the email addresses of those you would like to receive the export.
9 2. Click on the Create Analysis Export button. At this point the Analyze Events pages will be saved,
and a process will be kicked off to create the Bid Analysis Export file and email the recipients.

Al Ak A il i 1
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/p/ Analyze Bid/Proposal Responses (continued)

V4

The Event Analysis export report is delivered to each recipient’s email. The example below shows four bidders at the bottom
right with the Bidder Name and Total Bid Amount.

Event Analysis |

PeopleSoft Strategic Sourcing Report Date: 051412020 1158 AMEST
Event ID Format Type Round Verzion Event Currency: US Dollar
ROM00-0000156030 Buy RFx 1 4 Bids Allowed in Other Currency: Mo

Event Name Factor General Score into Line Score: Mo

IFE# 156030 ROW MOWING & LITTER PICK UP SERVICES

Start Time Finish Time Included Bids: All

041162020 09.00 AM EST OR052020 04:05 PMEST Highlight Delta Response: Mo

Event Description
RO Mawing & Litter Pick Up Services for the Richrmond Interstate Maintenance Office and areas within the
Salemn Residency

General Comments
- ATTACHMEMNT L

- ASD-20

- ATTACHMENT L

- ASD-20

- ATTACHMENT L

- ASD-20

- ASD-30

- Attachment L

Bidder Name rican Gereral Contractor: Quick Cleaning Systern Meador Farms lne BUSHWHALCKERS INC

Event Yersion: 4 4 4 4
Bid Number: 1 1 1 1

Total Bid Amount: 27644.7 £3279.34 J1461.255 1240216688
Total Event Score: 100.002 78.0551 411701 0

Award By Percent




The Event Analysis below shows responses broken down by Bidder.

/p/ Analyze Bid/Proposal Responses (continued)
/

[ Event Analysis |

PeopleSoft Strategic Sourcing

Event ID Format Type Round Version
50100-0000156030 Buy RFx 1 4
Event Name

IFB# 156030 ROW MOWING & LITTER PICK UP SERVICES

Start Time Finish Time

04/16/2020 09:00 AM EST 05/05/2020 04:05 PM EST

Report Date
Event Currency: US Dollar

Bids Allowed in Other Currency: Mo

Factor General Score into Line Score: No

Included Bids: All
Highlight Delta Response: No

: 05/14/2020 11:58 AM EST

Bidder Name :rican General Contractorsy Quick Cleaning Systems

Meador Farms Inc

BUSHWHACKERS INC

Event Version: 4 4 4 4
Bid Number: 1 1 1 1
Line Details
Line: 1 Item ID:9883653710 Line Quantity: 10 Weighting: | 1.14% Line Bid Quantity: 10 10 10 10
Bid Required: No Reserve Price: No Total Line Bid Amount: 4500 0 0 0
Description: MOWING SERVICES, RIGHT OF WAY, PER VADOT SPECIFICATIONS RIGHT OF WAY, INTERSTATE, NON- . 100 0 0 0
Total Line Score:
TRACTOR
Comments
- Mon-Tractor Mow Interstate 195 in the City of Richmond
|Price Details Worst Weighting
What is your bid price? 300 100.00% 450 ] 0 0
Unit Bid Price:
Score: 100 0 0 0
|Quantity Details Requested
Minimum Quantity: 0 Minimum Quantity:l 0 0 0 0
Unit of Measure: ACR Bid Unit of Measure: ACR ACR ACR ACR
NIA NIA N/A NAA

Conversion Rate:

Award By Percentl

Award Quantityl
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;j Analyze Bid/Proposal Responses (continued)
/

The User can also review bidder information by running the Bid Tab Report.

Navigation: Main Menu>Sourcing>Reports>Event Bid Tab

Main Menu

= Bl ol

¥
3 myCardinal Financials b
- y - (v myCardinal Financials
Employee Seli-Service b
o pioy mount ﬁ Financials Report Executio
Manager Sel-Service L4
3 supplier Contracts C LA 1 AP Reparts
[ AR Reports
0 customers v £ GL Reports
(3 customer Contracts C [ PA Reports
1 [ PR Reports
ltems r 5] Financials Query-based Repol
= Suppliers g myCardinal Messages
83 Procurement Contracts k Beain Dat
egin bate
3 Purchasing b g
O eProcurement r
£ Services Procurement 4
03 Sourcing 03 Create Events 4
™ Project Costing (1  Event Responses b
C3  Travel and Expenses | 1 Maintain Events :
O Biling B Reports =] EventBid Tab
(3  Accounts Receivable b B swam Report
1 Accounts Payable N D Cvcle Time Analysis
™ Banking N D Auction Summary
01 Commitment Contral ' D Supplier Solicitation Analysis
™
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Analyze Bid/Proposal Responses (continued)

Commonwealth of Virginia
: Department of Transporiation
i BID TABULATION REPORT
CARDINAL Run Date: 4/14/2017
Report ID: VRPR0OOZ Run Time: 14:23 PM
Business Unit: 50100
Event ID: 0000150024
Page 1 of 7
Buyer: RONIQUE DAY Closing Date: 01/04/2012
Closing Time:  3:45:00 PM
Supplier 1D Supplier SWAM Type Group / Line# / ltem  Item Description Guantity Unit Price  Extended Price Awarded
Line Type: L
DOOO0012056 Blake Croshy 1- GRAFFITI REMOVAL SERVICES A500.0 £25.00 $112,500.00
9534431314 POWER WASHING OVER 100 o
SQ.FT
2- GRAFFITI REMOWVAL SERVICES 45000 $25.00 $112,500.00
9554431304 POWER: BLASTING OVER 100 1]
S0 FT.

3- GRAFFITI REMOVAL SERVICES 1.00 5500.00 550000
9654431260 MOBILIZATION, GRAFFITI
REMOWAL SERVICES

-  GRAFFITI REMOWVAL SERVICES 4500.0 $25.00 $112,500.00
9654431314 POWER WASHING OVER 100 o
S5Q.FT
5-  GRAFFITI REMOWVAL SERVICES 4500.0 $25.00 $112,500.00
9634431304 POWER BLASTING OVER 100 o
SQ. FT.
B- GRAFFITI REMOWVAL SERVICES 1.00 $500.00 S500.00

9634431260 MOBILIZATION, GRAFFITI
REMOWAL SERVICES

7-  GRAFFITI REMOVAL SERVICES 450000 $25.00 $112,500.00
9654431314 POWER WASHING OVER 100 o
S5Q.FT
8- GRAFFITI REMOVAL SERVICES 450000 $25.00 $112,500.00
9684431304 POWER BLASTING OVER 100 o
S50 FT.
GRAFFITI REMOWVAL SERVICES 1.00 5500.00 S500.00

9654431260 MOBILIZATION, GRAFFITI
REMOWAL SERVICES

10- GRAFFITI REMOVAL SERVICES 4500.0 £25.00 $112,500.00
9634431314 POWER WASHING OVER 100 o
SQ.FT
11-  GRAFFITI REMOWVaAL SERVICES 4500.0 $25.00 $112,500.00
9654431304 POWER BLASTING OVER 100 o
5Q. FT.
12- GRAFFITI REMOWVAL SERVICES 1.00 5500.00 S500.00

9654431260 MOBILIZATION, GRAFFITI
REMOWAL SERVICES

13- GRAFFITI REMOWVAL SERVICES 4500.0 $25.00 $112,500.00
9684431314 POWER WASHING OVER 100 o
S5Q.FT
14- GRAFFITI REMOWVAL SERVICES 4500.0 $25.00 $112,500.00
9654431304 POWER BLASTING OVER 100 o
SQ. FT.
15- GRAFFITI REMOVAL SERVICES 1.00 £500.00 E500.00

29654431260 MOBILIZATION, GRAFFITI
REMOWAL SERVICES




4/ Collaborate on Bid/Proposal Responses

Use the optional Invite Collaborators feature to send bid/proposal responses to specific collaborators’ worklists for view and
comment. Invite any users with the role of Event Collaborator to contribute to event creation or analysis. During bid analysis,
Collaborators can manually score text-based bid factors (i.e. a question requiring a text answer), enter responses to hidden
bid factors, and change bid factor weightings. The system calculates an average score across all collaborators.

Navigate to the Event Collaboration
Details page using the following path:

Main Menu > Sourcing > Maintain Events
> Analyze Events

» Enter the event search criteria.

Analyze Events

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

Find an Existing Value

Search Criteria

. Business Unit 50100 Q,
« Select the event for collaboration. The Event ID[begins Wil |
Analyze Total page will display. Event Round[= V]
Event Ve§ Analyze Total |
* Click on the Go To box drop-down arrow Event ol AtayzeToll  Anayze ine Aralyze Gaup
and select Invite Collaborators. The Bvent| Soie e 1 e oot Sampe
Event Collaboration Details page will ] o T T e omesr g —

be displayed.

Bid Analysis and Display Options (2
DateTime Fin  anaiysis

Associate Planning Task
Award Events
Create New Round

[ case Sens Bidder Name In & Out Total Bulding ~ Commercial & Construction A Services Gro ocument Status Inquiry
L Maintenance LL Cleaning Inc Invite Collaborators
Limit the numb Event Version Responded To 5 5 5
Bid Number 1 1 1
Total Bid Amount 1,583.00 1,285.00 1,200.00
Search Total Bid Cost 0.00 0.00 0.00
Total Event Score 0.00 0.00 0.00
Total Header Cost 0.00 0.00 0.00
Total Header Score 0.00 0.00 0.00
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g/ Collaborate on Bid/Proposal Responses (continued)

Using the Event Collaboration Details page, set the Collaboration Due Date, the collaborators, and the Routing
Sequence the collaborators will use to review the event. Add or subtract collaborators using the + / - icons.

The Buyer may also invite other collaborators. While collaborators are analyzing the event, Cardinal sets the event status to
Collaborating Bid Analysis.

vent Collaboration Details

Bid Analysis Review Sections
| Coliaboration Due Date [01/31/2017 [y Time|11:00PM | |

Process Type | Sequential e [1Show Bidders Name
Review By Notifications
®) Never ) One day before  One week before @] Weekly before deadline @] Daily starting one week before

Review Sections (2

Seq Nbr  Section Name
1

Process Type Section Review By Date B Time
[Collaborators (21 Personalize | Find | 2 | 5 First ‘4 120f2 '} Last
Seq Nbr [Userld Name Review By Date  Time Delegate UserID  Name OC":IT:::;"‘:;':‘ Reviewsd Reviewed
1| JADAMDIXON|Q, Dixon, Adam (VDOT) [ Q O =
2| JAHETZER  |Q Hefzer, Andy (VDOT) [51) [o% O (+] [=]

Find Collaborators
[ Add Section |

[ Route To |

[ oK || Cancel |

For more detailed information about Collaboration, see the job aid entitled 501 PR345: Strategic Sourcing
Collaboration located on the Cardinal website in Job Aids under Learning.



Award the Event
@
y 4

Once bids have been analyzed and a selection made, Awards can be made by line, group, or total.

Award bids by:
« Line: use to award different lines to different suppliers

« Group: if specific line items were configured into groups that are to be awarded based on location, similar items, etc. in
the Configure Line Items portion of the event

« Total: use to award the entire bid/proposal to one bidder
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V4

y Award the Event: By Line

Each line is separately considered and awarded on the Analyze Line page. Navigate to this page using the following path:

Main Menu > Sourcing > Maintain Events > Analyze Events

Search and select the event. The Analyze Total page will display. Click on the Analyze Line hyperlink. Next, click on the
Analyze hyperlink next to the Line to be awarded. The Analyze Line page will display and details the extended bid

response.

Analyze Line

Analyze Total Analyze Line Analyze Group

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

50100 0000153663 1 ] RFP Sample

Event Format: Event Type: Currency: End Date: Status: GoTo:

Buy RFx uUsD 01/232017 1:08PMEST  Pending Award L v]

Line ltems (2 Personalize | Find | View All | B | E' First ‘4 1-30f3 '} Last

Line Item ID Description Category UOM  Start Price g‘l’;‘“md Qty Awarded Weighting Line Status Analyze
1 0051404000 ﬁﬁg:&g P ASTONE [ 0051404 EA 160.00000 5.0000 0.0000 0.00000 Analyze

2 0051404055 ﬁggﬁggﬁfﬁﬁ%’”“ IN-X50 = 0051404 RO 0.01000 1.0000 0.0000 0.00000 Analyze
PORASIVES, FLASTONE 121N & 0051404 RO 0.01000 1.0000 0.0000 0.00000 Analyze

3 0051404115 o “a FT ROLL 120 GRIT

[Fsave || Retumn to Search

Analyze Total | Analyze Line | Analyze Group
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Award the Event: By Line (continued)

Expand the Factors section to view the per unit price bid for each Bidder. Make the award selection using the Bid Action
drop-down. The award can also be split, by quantity or percent, between different Bidders. When finished, click OK.

Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000153663 1 i1 RFF Sample
Event Format: Event Type: Currency: End Date: Status:
Buy RFx uso 01/23/2017 1:08FPM EST Pending Award
Line 1 Requested Quantity 5.0000 uom EA Start Price
ItemID 0051404000 Item Description: ~ ABRASIVES, PLASTONE ABRASIVES, PLASTONE Weighting
Bid Analysis and Display Options
Analysis
Bidder Name Commercial & Construction A Services Group LLC In & Out Total Building Maintenance LL
Cleaning Inc
Event Version 5 5 5
Bid Number 1 1 1
Bid Quantity 50000 5.0000 5.0000
Minimum Bid Quantity 0.0000 0.0000 0.0000
Total Bid Amount 500.0000 500.0000 925.0000
Total Bid Cost 0.00 0.00 0.00
Total Line Score 100.0000 100.0000 0.0000
BEid Action NA v NA ~
Reject Reason Code Q, Q, Q,
Award by Percent
Award Quantity 5.0000
Hide Bid (] O O
Factors
_
Add/Edit Bid Factors
Weighting UOM Ideal
What is your bid price?
100.00000 0 100.00 100.00 185.00
| Recalculate | Unhide Bids == = =

|| OK__ || Cancel || Apply |

169.00000

Go To Line

Previous Line

Next Line
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,) Award the Event: By Line (continued)
/

Repeat the award steps for each line. Once the event awards are complete for each line, click Save. Navigate to the Award

Details page using the Go To drop-down box, select Award Events.

Favorites = Main

Analyze Line

Analyze Total

Business Unit:
50100
Event Format:

Buy

Line ltems

Line Item ID

1 7452123000

2 7452123000

Menu

Analyze Line

Event ID: Round: Version:
0000155594 1 3

Event Type: Currency: End Date:
RFx usD

Description Category

SM-9.5A (SURFACE MIXTURE) SM- =

9.5A (SURFACE MIXTURE) [_é' 1452123

Sh-9.5A (SURFACE MIXTURE) SM- F{% 7452123

9.5A (SURFACE MIXTURE)

08/07/2019 2:15PM EDT

UoMm

LTN

LTN

> Sourcing + > Maintain Events + > Analyze Events

Event Name:

Asphalt-Williamsburg Residency-Lee Hall Plant

Status:
Awarded

Start Price

58.75000

58.75000

Requested
Qty

200.0000| Event Comments and Attachments

300.0000

Go To:
Award Events &!

...Analyze Export

R e
[ Award Events

m :'II\.-UT I'_"\.IJLII Id
Document Status Inquiry

Invite Collaborators
Review Optimization

300.0000 0.00000 | Closed

First

L

v

New Wind
i 1100f32 » Last
Analyze
Analyze
Analyze
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,} Award the Event: By Line (continued)
/

Make the award to the PO or contract using the Award Type drop-down box. Click on the right and left arrows to scroll
through the Award Details to review and update the Award Type for each bidder. The PO Business Unit and payment
Terms must also be updated. When complete, click Post Award.

Favoriles = | Main Menu - * Sourting ~ > Mantain Evenls » > EwentWorkbench > Anal@eEvenfs > Award Events

Award Detalls

Bidder Marre In & Oul Total Buiiding Mainlenance LL
Avard Type | Purchase Ordes W

Biddor Typoe Suppler

Award Cummency | Evenl

Award Dalals Syard Sumimany Ravievr Consiraints
Busziness Unit: Event 1D Round; Wersianz Even? Hamu:
£0100 0000153563 1 & RFP Samgpie
Eveni Fommat: Event Typa: CUrTency: End Dale: Status: G T
Buy FeFx usD 23207 10SFM EST Panding Award L ol
w Show Award Details o Bidders
[ isptay bids [ pisplay alt bids [ pisptay bid scares U] Display bicl's 1otal bid price [ pisplay factars
&wvard Delatls (7 Frst Y 103 'Y Las

Barver GEORGEMASON 0,

|50 Tedms L

| P Business Unat S1e0 0y |

Takal Aveard
fosard Humbar 1
Award Limes
Lina oeen (D Suppirem Aul Hem Deseriplion Areup iD
10051404115 [ ABRASIVES, FLASTONE 1-172 IN W, 30 FT.

ROLL, 120 GRIT

_JL'.Sa'fe | o Retum to Search || =) Nolify

poard Detads | Avard Summany | Bevew Consiainls

368.0000

i o
% Pegsonalize | Find |View Al |22 & Fest 0 1001 Y pLast

s uﬂ“ﬂ:ﬂ Awaided Price  Estanded Prios
RO 1.0000 1680000 350000 B &

| Fosl Award |
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/jj Award the Event: By Group (Lot)
/

If Lines are grouped on the event (Lot), they must be bid on and awarded by Lot. Awards by group/lot are done on the Analyze

Group page.
Navigate to this page using the following path :

Main Menu > Sourcing > Maintain Events Analyze Events

« Search and select the event. The Analyze Total page will display.

» Click on the Analyze Group hyperlink.

» Click on the Analyze hyperlink next to each Group ID/Lot to be awarded. Another Analyze Group page will display and

details the extended bid response.

Analyze Group
Anabyze Total Anabyze Ling Analyze Group
Business Unit Ewvent 10z Round: Versionz Event Bame:
E0100 D000 153665 1 2 AWARD BY GROUP (LOT)
Event Formal: Event Ty Curmenty: Emd Dade: Status: Go T
Bury RFx usD D2OZE01T 1-31PM EST Puaiding Avend [ |
Line ltems Personalize | Find |Viewall |2] B Fist 0 t0r1 0 Last |
Lirse GreuplD  Deseriplsn Deetadls UOM  Stad Price E:“'““' ity Awarded  Line Status Amalyes
4L0T1 Richmond District [-";] Dedails 10 003000 1.0000 1.ﬂﬂ'ﬂﬂ|E | Anabee
(! Smve ||k Reum o Search |

gnatyre Tobal | Anab/e Line | Analyse Group
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,} Award the Event: By Grand Total
/

Bids are considered and awarded based on the sum of all line items (grand total). Cardinal retains all bid/proposal responses,
including those that do not result in an award.

Favoenies »

Analyze Total

Main Menu «

> Sourcing » > Maintain Events » » EventWorkbench > Analyze Events

‘ol Save || Retum to Search
Analyze Tolal | Analyze Lina | Analy2e Group

Anadyze L Analyze Group
Business Unit: EventiD: Round: Version: Event Name:
50100 0000153663 1 6 RFP Sample
Event Format: Event Type: Currency: End Date: Stalus: GoTo:
Buy RFx uso 0122/2017 1.08PM EST Pending Awaed [ v
» Bid Analysis and Display Options
Analysis
Bidder Nam I & Cut Tolal Bulding Commerdal & Construction A Services Group LLC
Mantenance LL Cleaning ing
Event Version Responded To 4 5 5
Bid Number 1 i 1
Total Bid Amount 1,583 00 1,285.00 1,20000
Tolal Bid Cost 000 0.00 0.00
Total Event Score 0.00 0.00 0.00
Total Header Cost 0.00 0.00 000
Total Header Score 000 0.00 000
81 Action A ]
Reject Reason ' Q (e
Award by Percent .
Hide Bid [] 0 O
b Faclors
| Recaculste Add | Edt Fadoes Unhide Bids <

67



I} Award the Event: Post the Award
Y4

Once the award determination has been made, use the Award Details page to award the event.

Access the Award Details page from the Analyze Total or Analyze Line page using the drop-down Go To: menu and
selecting Award Events.

Or navigate to the Award Details page using the following path:

Main Menu > Sourcing > Maintain Events > Award Events

Favaritas - | I zin Menu - » Spurcing » > Maintain Events » > Event Workbench > Analyze Evenis

Analyze Total i
FAnalyze Tolal Analyze Line Analyze Group {%
Business Unit: Event 10z Rpund: Viersion: Event Manme:

S0 00 gooDi53663 1 B HFP Sample

Event Format: Ewant Type: Currancy: End Date: Status:

Bary R UsD 0122017 1:08PM EST Panding Award

 Bid Analysis and Display Oplions (7

Analysis

; Documant Siatus Inguiry
Bidder Mame In & Out Tatal Building Commerncial & Construction A Senices Gr Event © ents and AREchments

ifainenance LL Claaning Inc Il Callabaralors
Event Version Responded To & 5 5 Revigyy Oplirrizadion
Bid Humber 1 1 1

Total Bid Amount 1,522.00 1,285.00 1,200.00




s

V4

From the Award Details page, perform the following:

« Select the Award Type of Purchase Order or PO Contract.

« Ensure the Supp/ltem Rel checkbox is checked. This will associate the item with the supplier for future use.

 Click Post Award.

eVA and agency procurement standards/requirements will apply.

»/ Award the Event: Post the Award (continued)

| Award Details |

Award Details (7

Bidder Name !N & Out Total Building Maintenance LL
Award Type [Purchase Order v|

Bidder Type Supplier

Award Currency usD Terms Q
PO Business Unit|50100 |Cy

Total Award 368.0000
Award Number 1

Auward Details Avard Summary Review Constraints
Business Unit: Event ID: Round: Version: Event Name:
50100 0000153563 1 [ RFF Sample
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 01/23/2017 1:08PM EST Pending Award [ v
w Show Award Details to Bidders
[ pisplay bids [ pisplay all bids [ pisplay bid scores [ pisplay bid's total bid price

[ pisplay factors
First ‘&' 1of3 '»' Last

Buyer GEORGE.MASON Cy

Award Lines Personalize | Find | View A1l | 2| Bl First ‘4’ 10of1 '} Last
Line Hem 1D Suppiltern Rel Hem Description Group ID Lo Q;wn?i't: Awarded Price Extended Price
| IAERAS]VES, PLASTOME 1-1/2 IM. W, 30 FT. =
30051404115 | i ROLL, 120 GRIT RO 1.0000 368.0000 368.0000 é};

1 Post Award |

[[5]save ||[of Retumto Search ||[=] Notify |

Awvard Details | Award Summary | Review Constraints
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/p/ Create a Purchase Order/Contract: Award to Purchase
7" Order

If the event is for a one time or spot purchase, the event is generally awarded to a PO. The PO Business Unit, Line(s), and
schedule information usually default from the sourcing event. Confirm accuracy of the information.

Select the Award Type value of Purchase Order.

For more detailed information about awarding to a purchase order, see the course entitled 501 PR344: Processing
Purchase Orders located on the Cardinal website in Course Materials under Learning.

| Award Details |

Auwvard Details Award Summary Review Constraints
Business Unit: Event 1D: Round: Version: Event Name:
50100 0000153663 1 i1 RFF Sample
Event Format: Event Type: Currency: End Date: Status: GoTo:
Buy RFx usD 01222017 1:08FM EST Pending Award | V|
Show Award Details to Bidders
[ pisplay bids [ pisplay all bids [ pisplay bid scores [ pisplay bid's total bid price [ pisplay factors
Award Details (2 First ‘&' 10f3 "} Last
Bidder Name In & Out Total Building Maintenance LL Bidder Type Supplier Buyer | GEORGE.MASON Q
Award Type [Purchase Order v| Award Currency usD Terms Q@
I PO Business Unit|50100 | I
Total Award 368.0000

Award Number 1

Award Lines Personalize | Find | View All | [ E First ‘4 1of1 ‘} Last
Line Item 1D Supp/ltem Rel HWem Description Group ID uom inn;‘t: Awarded Price Extended Price
ABRASIVES, PLASTONE 1-1/2 IN. W, 30 FT. . - o
3 0051404115 | ROLL, 120 GRIT RO 1.0000 368.0000 3613.0000 &

| Post Award |

& Save |||t Return to Search =] Notify

Award Details | Award Summary | Review Constraints




V4

7

Order (continued)

Create a Purchase Order/Contract: Award to

Purchase

Award Details

Award Type | Purchase Order W

ROLL, 120 GRIT

[5lsave |[[ch Retum to Search | [[<] Notify |

Award Details | Award Summary | Review Constraints

Award Currency usD
[P0 Business Unit /50100 |}, |

Auwvard Details Award Summary Review Constraints
Business Unit: Event 1D: Round: Version: Event Name:
0100 00001535663 1 G RFF Sample
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx UsD 012372017 1:08FM EST Pending Award | V|
+ Show Award Details to Bidders
[ Display bids [ pisplay all bids [ pisplay bid scores [ pisplay bid's total bid price [ pisplay factors
Award Details First (4 10f3 * Last
Bidder Name !n & Out Total Building Maintenance LL Bidder Type Supplier Buyer GEORGE.MASON Q

Terms o)

Personalize | Find | View Al | 2| = First ‘4’ 1of1 '} Last

Total Award 363.0000
Award Number 1
Award Lines
Line Item 1D Suppiltemn Rel Hem Description Group 1D UM
3 0051404115 v ABRASIVES, PLASTOME 1-1/2 IN. W, 30 FT. RO

Qlﬁwn;'l: Awarded Price Extended Price
1.0000 3680000 365.0000 c‘S?
| Post Award |
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7" Order (continued)

Once Purchase Order is selected as the Award Type and
click Post Award, the Express Purchase Order page

y Create a Purchase Order/Contract: Award to Purchase

Favortes~ | Main Menu -

Express Purchase Order
Purchase Order

» Purchasing~ > Purchase Orders ~ > Add/Update Express POs

displays.

The Express Purchase Order page is similar to the regular

Purchase Order page.

When reviewing the page, take note of these items in

particular:

Business Unit 50100
POID 0001143536

comyFrom[ ]
Header (7
*PO Date 08/08/2016 [EH  Supplier Search

*Supplier ENVIRONMEN-039 Supplier Details

>Supplier ID 0000030959 ENVIRONMENTAL OPTIONS INC

*Buyer |DIANE.POWERS [«} Powers, Diane (VDOT)

PO Reference Claypool Hill HQ/Pounding Mill

PO Status Dispatched A X

I Hold From Further Processing

Backorder Status Mot Backordered Create BackOrder

Receipt Status Received
*Dispatch Method Dispatch

eVAPOType R0T_|Q  Roufine Bill vendor
VA Order Method URL

eVA Dttm  08/09/16 2:00:53FPM

* The PO Status of the PO is Open upon award and will
change to Approved when the check mark is clicked.

* Use the PO Defaults hyperlink to modify or add the
accounting distributions.

« Additional hyperlinks are also available and provide more
details.

» Clicking the arrow to the left of the line to review the
schedule details for a line.

Once updated, the PO is complete and dispatched by the
Buyer.

Weblmsz: VA Interfaced SEVA
Header Details Activity Summary
PO Defaults Add Comments
PO Activiies Add ShipTo Comments Amount Summary (7
Requisitions Document Status
~ Actions Merchandise

Add Items From (7

Freight/Tax/Misc.
Total Amount

Select Lines To Display (7

Catalog Item Search Search for Lines
Purchasing Kit Line [S. ]
Lines (7
Line Item Description POQty *UOM  Category

1 B 9264538000

Expand All Collapse All

View Approvals

DISPOSAL OF HAZARDOUS A @Ea 1.0000 HUR 9264538
MATERIAL PER WADT L
137 characters remaining

Goto _ More ...

Calculate

545.00 UsSD

Find First ‘4 10f1 ' Last
Merchandise Amt  Status

i+ | =
5450002 Appm &=
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/p/ Create a Purchase Order/Contract: Award to Purchase
7" Order (continued)

Favorites - | Main Menu = » Purchasing ~ > Purchase Orders ~ : Add/Update Express POs

Express Purchase Order_
Purchase Order

Business Unit 50100 PO Status Dispatched A x
POID 0001143536
Copy From V| [ Hold From Furiher Processing
+ Header (7
*P0 Date 08/08/2016 [  Supplier Search
Backorder Status Mot Backordered Create BackOrder

*gyupplier ENVIRONMEN-039 Supplier Details

Receipt Status Received
*Dispatch Method Dispatch

eVAPO Type RO1  [Q  Rouytine Bill Vendor
eVA Order Method URL

*Supplier ID 0000030959 ENVIRONMMENTAL OPTIONS INC

*Buyer DIANE.POWERS Q. Powers, Diane (VDOT)

PO Reference |Claypool Hill HQYPounding Mill

T
Web IMS?: eVA Interfaced SEVA
Header Details Activity Summary eVA Dttm  08/09M16 2:00:53PM
PO Defaults Add Comments
PO Activities Add ShipTo Comments Amount Summary (7
Requisitions Document Status
- Actions Merchandise 54500
FreightTax/Misc. 0.00 SEIETED
Total Amount 54500 USD
Add Items From (7 Select Lines To Display (7
Catalog Itemn Search Search for Lines
Purchasing Kit Line Q. To ) Retrieve |
Lines (2 Find First ‘4 10f1 '» Last
Line Item Description POQty =UOM  Category Merchandise Amt  status
= DISPOSAL OF HAZARDOUS A [ =] =]
1 B |9264538000 DISROSALIORHAZARDC ~ g 1.0000, HUR | |9264538 545.00 ) ApproVEd
137 characiers remaining
Expand All Collapse All
Goto . More .

View Approvals
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¢/ Create a Purchase Order/Contract: Award to Contract
J

When an event is to be awarded to a contract, select the Award Type value of PO Contract.

For more detailed information about awarding and setting up contracts, see the course entitled 501 PR348: Entering
Procurement Contracts located on the Cardinal website in Course Materials under Learning.

Award Details

STONE

Personalize | Find | View All | | El

Award Type |Procurement Contract Award Currency Event usD
*Contract Style Purchase Order PO Business Unit 50100
Contract ID0000000000000000000041260
Total Award 253,970.0000
Award Number 1
Award Lines
Line ltem 1D Supp/ltem Rel Hem Description Group 1D Uom
1 7h03548480 W STONE, CRUSHED GRADE 25 LTH
2 Th03532045 | STONE NO. 8, STOME LTH
3 Th03532020 M STONE NO. 1, STONE LTH
47503548440 i STONE, CRUSHED GRADE 9 CRUSHED LTN

Award
Quantity

10,000.0000

2.500.0000
3,500.0000

1,000.0000

Terms 30

Awarded Price

9.4000

3.4000
9.4000

9.9000

First ¢
Extended Price
94,000.0000

21,000.0000
32,900.0000 B

9.800.0000

Award Details Award Summary Review Constraints

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

50100 0000150757 1 2 FOB Stone for Wise Residency

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

Buy RFx usD 0110/2013 2:40FPM EST Awarded | V|

v Show Award Details to Bidders

[ pisplay bids [ pisplay all bids [ pisplay bid scores [ pisplay bid's total bid price [ pisplay factors
Award Details (7 First ‘4 1of1 'Y Last
Bidder Name Jessee Stone Co Bidder Type Supplier Buyer CAROLYN.WISDOM

1-100f12 ' Last
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/2
7" (continued)

Create a Purchase Order/Contract: Award to Contract

| Award Detailal

HAward Details Award Summary Review Constraints
Business Unit: Event 1D Round: Version: Event Name:
50100 0000150757 1 2 FOB Stone for Wise Residency
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 01102013 2:40PM EST Awarded | V|
w Show Award Details to Bidders
[ pisplay bids [ pisplay all bids [ Display bid scores [ pisplay bid's total bid price [ pisplay factors
Award Details (7 First ‘4 1of1 '} Last

Bidder Name -Jessee Stone Co Bidder Type Supplier Buyer CAROLYN.WISDOM
Award Type | Procurement Contract Award Currency Event usD Terms 30
*Contract Style Purchase Order PO Business Unit 50100 ||
Contract 1D 0000000000000000000041260
Total Award 253,970.0000
Award Number 1
Award Lines Personalize | Find | View All | | E‘ First ‘%' 1-100f12 '*' Last
Line Item 10 Supp/ltem Rel Hem Description Group ID uom q:::z't: Awarded Price Extended Price
1 7503548430 A STONE, CRUSHED GRADE 25 LTH 10,000.0000 94000  94.000.0000 é}?
2 7503532045 W STOMNE NO. 8, STONE LTH 2.500.0000 84000  21.000.0000 @ .5,'/?
3 TH03532020 E STOMNE NO. 1, STONE LTH 3,500.0000 94000  32.900.0000 @ c/o
47503542440 M T R LTN  1,000.0000 99000  9,900.0000 &
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@ Cancel a Purchase Order/Contract Associated to an Event
J

After awarding an event to a PO or a contract, Cardinal retains links to the PO and contract.

If the PO or contract are attached to an event, a cancellation will trigger Cardinal to ask if the quantity is to be returned back
into the Strategic Sourcing event again.

This happens when:

« The PO or contract is cancelled

« A PO or contract line is cancelled

A PO schedule is cancelled

* Quantities associated with a line or schedule are reduced

If the response is yes, Cardinal puts the quantity back to the award, and the quantity either can be re-awarded to another
Bidder/Offeror or manually closed it on the Award Summary page by setting the Line Status field to Closed.
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}) Lesson 4. Summary
/

n Analyze Bids/Proposals and Awarding Events

In this course, you learned:

 The Analyze Total page on the Event Workbench allows you to review bid/proposal responses.
* You have the option to invite others to collaborate on the bid/proposal responses.
* You can award by line, group, or grand total.

» After you have analyzed the bids/proposals responses and made your selection, you can award the winning
bid/proposal to a PO or PO Contract
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}) Lesson 5: Strategic Sourcing Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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}) Course Summary
/

m Strategic Sourcing

In this course, you learned:

* Recognize key strategic sourcing concepts

» Create, modify, and manage Strategic Sourcing events in Cardinal

* Analyze bids/proposals

* Award events

« Understand how Strategic Sourcing integrates with other Cardinal modules and interfaces with external systems

« Understand how strategic sourcing interfaces with external systems
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}) Course Evaluation
/

Congratulations! You successfully completed the 501 PR345: Strategic Sourcing course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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g/ Appendix
// PP

Key Terms

Allowed Extensions on Attachments in Cardinal
Event Status

Diagrams and Screenshots

Flowchart Key
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s/ Key Terms
b e

Award: An award is made to the winning Bidder/Offeror by a purchase order (PO) or a contract.
Bidder/Offeror: The Bidder/Offeror is anyone who submits a bid/proposal on an event.
Bidder /Offeror Response: A Bidder/Offeror Response is the response by a Bidder/Offeror to an event.

Bid Factor: A bid factor is a weighted question about the Bidder’s/Offeror’s products, services, or company and may
require a response by the Bidder/Offeror. Header bid factors relate to the overall event, whereas line bid factors relate
only to the specific line.

Bids/Proposals: Bids/proposals are submissions of an offer on an event.

Buy Event: A Buy Event is the purchase of goods and/or services associated with a request for a price quote or
proposal.

Event Format: The event format is either Buy or Request For Information (RFI).

Event Types: An event type may be an Invitation For Bid (IFB), Request For Proposal (RFP), or Request For
Information (RFI).
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/;/ Key Terms (continued)
/

IFB: An Invitation For Bid (IFB) (competitive bidding) event type is the method by which bids for a specified good or
service are solicited from Bidders/Offerors.

RFI: A Request for Information (RFI) is a sourcing event type by which information about a good or service is solicited
from Bidders/Offerors. Itis more of an open inquiry seeking broad data and understanding.

RFP: A Request For Proposal (RFP) (competitive negotiation) event type is the method by which proposals for a good or
service are solicited from Bidders/Offerors.

RFx: RFx is a catch-all term for event types such as Invitation For Bid (IFB), Request For Proposal (RFP), or Two-Step
Bid.

Solicitation Type: The Solicitation Type is the classification of an event, which defines the means of procurement.
Values include Emergency, IFB Sealed, IFB Unsealed, Prof Services, Request for Response, Standard Contract, Small
Purchase, Sole Source, Step Bidding, and Unsealed Contract.

Strategic Sourcing Event: A Strategic Event is the process of soliciting quotes, bids/proposals, and/or offers to
establish contracts and/or purchase orders.

Two-Step Bid: A Two-Step Bid (competitive bidding) event type is the method by which an existing supplier is asked to
provide a bid for a continued good or service based on an existing contract.
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;) Allowed Extensions on Attachments in Cardinal
Y4

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should only attach key
supporting documents that either enhance the electronic Cardinal transaction approval process or are instrumental as part of
the transaction history. The Cardinal system should not be relied upon to maintain agency documentation and should not be
considered the official retention source of the agency. Supporting documents, as required by all applicable
regulatory/governing bodies, should be maintained by the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

Cardinal
BMP .CSV .DOC
.DOCX JPE JPEG
JPG MSG PDF
PNG PST RTF
TIF TIFF TIXT
XLS XLSX XML
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}j Event Statuses
V4

Status Description Bids
Allowed
Open Saved event, not posted, not routed for collaboration No
Posted Event is ready for bidding Yes
Collaborating Event Event routed for internal collaboration No
Event Complete Event ended but update event status process has not run Yes
Pending Award Event is complete, update event status process has run, has not been No
awarded
Collaborating Bid Analysis Event has routed for bid analysis collaboration No
Awarded Event award has been approved, event is complete No
Not Awarded Event ended without being awarded No
Cancelled Event was cancelled, no award No

85



/,) Integration with Procurement and Accounts Payable
/

Strategic Sourcing integrates with other Cardinal modules in the following way:

After an event is awarded, either a PO or contract is issued. These items integrate with future requisitions, POs,
contracts, and PCards.

Payroll
4 i v |
Absence »  Time & Labor Project Customer PN Billing and
Management 1 Costing Contracts ~ | 7| Receivables
.
3 4 Project |Accounting L
—
Human v ¢ Funds
» Expenses X
Resources -« Receipt
General -
Time & Attendance # " Lelger Accounts Receivable
Accounts Generall Ledger
Payable
Accounts Payable
Procurement Strategu: - eProcurement » Purchasing
Contracts Sourcing

T

Procurement




y Interface with eVA
V4
The Strategic Sourcing module also interfaces with an external system.

«  Strategic Sourcing events are manually posted to

-

« All bidders must be registered in eVA. N
» All eVA bidders (vendors) are interfaced into Card PCardlssuer

Transactions \ /

CARDINAL]

/ Procurement
=
&
=

VDOT/eVA Reconciliation

Reporting DB
=
L]
=

IS5P Vendor

SiteManager

FleetFocus M5
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V4

» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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