DAS

DEPARTMENT OF
ADMINISTRATIVE
SERVICES

ORPIN Full System Training

Desk Reference Guide

CRFIN Help Desk 503-372-4642
E-mail: info orpnstate orus

Version Date: August 2014 Page 1



Table of Contents

Topic Page Number
|. Statewide Contract Search
Search Options 3
Legend Descriptions 4
Buy Decision 5

Il. Creating a Work Order

Searching for Originating Contract 5

Populating the Work Order Document 6
lll. Creating a Purchase Request

Populating the Purchase Request Document 12

Assigning to Contracting Office 17

Checking Purchase Request Status 18
IV. Creating a Solicitation

Populating the Solicitation Document 20

Invite vs. Notify 25

Addenda and Revisions 27
V. Bidding

Entering a Manual Bid 28

Disqualifying a Response (Response Receipt Info) 32

Electronic Bidding (e-Bidding) 32
VI. Creating an Award/Contract

Evaluating Supplier Responses 32

Posting Solicitation Notices (Intent to Award, etc) 33

Progressing the Solicitation to Award 34

Entering a Direct Award 42

ORS190 Reporting 50

The Supplier Guide to Electronic Bidding is available online at:
http://www.oregon.qgov/DAS/EGS/ps/docs/ebid _instructions.pdf

Please add this document as an Attachment on any opportunity
where you allow for Electronic Bidding.

Version Date: August 2014

Page 2



http://www.oregon.gov/DAS/EGS/ps/docs/orpin/ebid_instructions.pdf

|. Statewide Contract Search:

Use the Statewide Contract Search to find statewide price agreements you may purchase from.

1. Click on Statewide Contract Search in the left hand menu bar.

The last time you logged ond
IT[]. E‘I].l_l Welcome to ORPIM, The Mawvigah
authorized to use in the ORPIN 2

- How To's:
Link to ORPIN How To's page

wide Contract

J:'.I.-'-.l = r'lj ~Ed r'|::|'| TETTID | -EItES :

Link to ternplates page

B i s e

2. Choose how you would like to look for contracts.
a. Tolook up contracts by a keyword, choose By Keyword.
i. Notice which boxes are checked under the keyword field. If you want
ORPIN to search through contract titles, be sure to check the box In Title.

Statewide Contract Search

[Train2]

@ By Keyword

“ou can search for an exact ward {which will include the plural and singular, as well as the gender
and neutral forms of that word) or phrase. Phrases must be enclosed in double guotation rmarks ("),
“ou can also specify a partial word using the wildcard character (%3, Using the wildcard character at
the end of a phrase will treat each word contained in the phrase as a partial word. See the associated

help topic for more information about full-text searches.

Search ©)

Keywords: I

¥ In 1terms W InTitle [ In Comments

ii. If you use mutliple words in the Keywords field, be aware of using
parenthesis and Boolean searches.
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b. Searching By Commodity will give you a list of the commodity categories that
have active contracts under them.

Statewide Contract Search

[Trainz)

@ By Commodity
Use the binoculars icon to further drill into the commodity groupings. To find the contracts listed for a
specific grouping, click on the comrmodity grouping. Only comrodity groupings that have related

contracts are highlighted,

Commodity Grouping

Computers, Software, Supplies, and Services  #y

1 administrative, Financial, and Management Servi iy

2 Agricultural Equiprnent and Related Products and SBr Click on ah undetlined

3 Arts Crafts Enterfainrnent, Theatre L commodity grouping to see
4 Autornotive Products, Wehicles, and Services the contracts within that
5 Building Equiprment, Supplies, and Services My category, or click the

6 Clothing, Testiles, Laundry Equiprnent, and Supplies [H_'.“—— binoculars icon to further
# Comrmunication Equiprment and Services refine the category filter.
&

q

Food, Equipment, and Related Services iy

10 Furnishings and Related Services iy
11 Furniture and Related Services iy

12 Hardware. Related Faninmment. and Services A

c. By Organization sorts the contracts by agency.

d. By Number will allow you to search for a specific contract by number.

e. By Supplier allows you to search for statewide contracts awarded to a specific
supplier. Before searching for contracts, click the “Find” button to search for the
correct supplier.

Statewide Contract Search

(Prod)

@ By Supplier

Search ©)
Supplier: | Find ) [ Clear )

Once you have the correct supplier’'s name displayed, hit the Submit button to
conduct your search.
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f.

All Available Contracts will display all contracts that your agency is authorized

to use.

g. Printable Index will give you a downloadable report of all statewide contracts.

3. When the results display, you will see several icons. They are:

B Legend

i Wiew Statewide Contract View Surnmary
EAd available faor Use

a. Click the View Summary icon to see a quick description of the contract.
b. Click the View Statewide Contract icon next to the contract number to open the
actual contract document screen.

4. Convenience vs. Mandatory — Refer to OAR 125-247-0296 for more information.
5. Buy Decision

‘ Betore Solicitation — Buy Decision

Version Date: August 2014
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Il. Creating a Work Order:

1. Click Create Documents in the left hand menu bar.

Choose Create a Work Order.

3. Search for the contract you want to place the work order against. You can search by a
contract number (exact or partial match) or by Keyword. Remember to check the “In
Title” box if you want to search for a contract title by keyword.

n

Find Contract @
Contract #: I {7 Exact Match @ Partial Match
Keywords: I

W In Iterns [ In Title [T In Cormrments

4. Once the results display, simply click on the ribbon next to the contract that you want to
start a work order against.

Create a Work Order

[Test)

To create a Work Order, first search for the contract. Once vou have found the contract, click
on the "Create a Work Order” icon under "Information”

Find Contract @
Contract #: [z308-5 " Exact Match Partial Match
Keywords: I

¥ In terms [ InTite [ In Comments

Legend

[ Show Details @)

Contract # Organization Supplier
1 EQ PS-MOM- DCBES - Agency - Department of alita Waughan
ITZ305-5 Consurner & Business Services

Field Interpretation and Translation Services for OR-0SHA Staff

Use Mininum Order Other Charges Lead Time Information
Convenience $0.00 none ﬁ}‘
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5. Set the Issued By and Issued For agencies.

Create a Work Order

[Test)

@ Select the Organizations for the docurment, Issued By refers to the issuing organization, Issued
Faor refers to the organization the document is intended for,

Organizations (ext)
éssued *IDCBS - Agency - Department of Consumer & Business Services 440000 + LI
TH

Issued *IDCBS - Agency - Department of Consumer & Pusiness Servieces 440000;'

For: ) ) Set the Issued By and Issued For agencies
supplier:  Alita Uaughan‘\ from the dropdown. You will only see those
agencies that you have authority to

Supplier is hard-coded based on supplier Top contract for in the dropdown list.
tied to the price agreement.

6. Validate the information displayed on the Additional Information page. (Once you click

the Create button, this information cannot be changed.)

Click the Create button to create the work order document.

8. The Work Order Number will display. Click the Continue button to transfer into the
Document Wizard, which will help you fill out the necessary information on your work
order.

N

Once you are in the Document Wizard, you will see all of the information screens listed down
the left hand side of the window. Do not use these links to navigate from screen to screen, as
doing so does not have an ‘auto-save’ feature so the information you type in will be lost.
Instead, move from screen to screen by clicking either the Back or Next buttons along the top
of the window.

1. Document Number

[Test)

Document Number: DCBS-1251-12 (DRAFT) Control Mumber: 1504915

T s B o= )
. Document Number | : \

. Supplier Address Document Number \ \
. Supplier Contact

. Bill to Address @ The document number is the reference number for the document/form. Use these...

. Agency Address

. Agency Contack

s
2
2
4
5. Bill to Contact
&
v
2, Work Site Address Document Mumber: *DCBS-1251-12
g

. Work Site Contact

10, Document * indicates a required field

Information d
-} ... hot these.
11, More Information H

12, Financial Data
13, Iternsz

14, Supplier
Identification

15, Attachments

16, Ddrganization
Attachments

17. Header Cormments

18, Trailer Comments

12, Clauses
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9. Fill out all of the required information in the Document Wizard.

a. Document Number — This will display the number automatically assigned when
you created the Work Order. Click Next to save and continue.

b. Supplier Address — The address should auto-populate based on the information
listed on the contract. You shouldn’t need to change anything on the address.
Click Next to save and continue.

c. Supplier Contact — The contact should auto-populate based on the information
listed on the contract. You can update it if needed. Click Next to save and
continue.

d. Bill to Address — The address should auto-populate based on the Issued For
agency you selected when creating the Work Order. You can update it if needed.
Click Next to save and continue.

e. Bill to Contact — Either choose the appropriate Bill To Contact name from the
dropdown list or enter a new one in the fields below. Click Next to save and
continue.

f. Agency Address — The address should auto-populate based on the agency you
selected when creating the Work Order. You can update it if needed. Click Next
to save and continue.

g. Agency Contact — Either choose the appropriate Agency Contact name from the
dropdown list or enter a new one in the fields below. Click Next to save and
continue.

h. Work Site Address — The address should auto-populate based on the agency
you selected when creating the Work Order. You can update it if needed. Click
Next to save and continue.

i. Work Site Contact — Either choose the appropriate Work Site Contact name
from the dropdown list or enter a new one in the fields below. Click Next to save
and continue.

j. Document Information — The required fields are indicated with an asterisk.

Document Information

S5tart Date *I %
Expiration Date *I %

Currency and Rate I_‘L IT_TS Dollars v | m

Document Tide *I

Maxinmum # of Items to
display in Item Block

Maxinum Not To Exceed *I
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I. Start Date — Click the calendar icon to the right of the Start Date field to

choose the Work Order’s start date.

ii. Expiration Date — Click the calendar icon to the right of the Expiration
Date field to choose the Work Order’s expiration date.

iii. Document Title — Enter a title for the Work Order.

iv. Maximum Not To Exceed — Enter a maximum dollar amount for the work
order not to exceed.

v. Click Next to save and continue.

k. More Information — The only required field on this page is the Funding Source
dropdown. However, you may choose to fill out the other fields if you like. Click
Next to save and continue.

I.  Financial Data — If you would like to capture your accounting codes for this work
order, you may do so here. However these are not required fields so you can
skip this page if desired. Click Next to save and continue.

m. Items — You will only be able to put items on the work order that were listed on
the originating price agreement.

i. To search for the available items, either enter a Keyword or NIGP
(commodity) code and click the Search button. (You can also just leave
the search field blank and hit the Search button. This will bring back ALL
items on the originating price agreement.)

ii. Click the underlined item number that you want to add to your Work
Order.

@ Item

(® Contract Item Search

Enter a keyword and search to find items on the
contract, ou can also execute a blank search to find

all itermns,
Eea"‘:h ¢ Keyword & MNIGP
L H
Value: I
(Show Details )
Stock No. Descripbon
11 TRANSLATION SERVICES,

\ SPANISH TO EMNGLISH

iii. This will bring the item over to the right side of the window. Enter a
Quantity.
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iv. Either click the Submit/Next button to add another item, or click Next to
save and continue to the next page of the Document Wizard.

13. Itéms

[Test)

Document Mumber: DCBS-1251-12 (DRAFT) Control Number: 1504915

D) (CBak ) (Csave ) (C_wext ) (_Finish )

1. Document Murnber
2, Supplier Addrass Go to Ttem #: I (G0 )
2. Supplier Contact :
4, Bill to Address
i (@ contract Item Search >
5. Bill to Contact
£, Agency Address i Enter a keyword and search to find iterns on the Ttem Number Ttem Code
i contract, You can also execute a blank search to find Il *¥NIGP Code: 961-75-52
7. Agency Contact all iterns,
. Quantity uom
&, Work Site Add :
arl e ress *I— *I EACH LI
9, Work Site Contact Search ¢ Keyword € NIGP i A
i by: Unit Price
10, Docurment H 1000.00
Infarmation Value: I
Descripton

11, More Information *
...................................................................... TEANSLATION SERVWICES, SPANISH TO ENGLIZH ;I

12, Financial Data p
[ Show Detail

13 Items
14, Supplier Stock No. Description

Identification 11 TRAMSLATION SERVICES,

15, Attachrments SPANIEH TO EMGLISH

1é, Organization

Attachrents LI
17. Header Comments (spell check )

18, Trailer Comrmments Continue

19, Clauses
* indicates a required field

n. Supplier Identification — The Federal Tax ID number (FIN) or Social Security
Number (SSN) listed for the supplier on the originating price agreement should
auto-populate. Click Next to save and continue.

0. Attachments — It is not a requirement for you to upload attachments. However, if
you do want to add attachments to the Work Order, do the following:

i. Enter an Attachment Title in the first field.
ii. Click the Browse button to locate the document on your computer.

Attachments

The maximum total file upload size per Submit is 18.59 MB
- * - i *
Attachment title [gigmea woc File H:\WOC for Tramslati Browse. |

iii. Click Next to save and continue.
p. Header Comments — Enter a summary of the work to be performed. Click Next
to save and continue.
g. Trailer Comments — Enter any additional comments you want included in the
trailer of the Work Order. Click Next to save and continue.
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r. Click Finish to view the Work Order draft.

10. To complete the Work Order you must run it through the Workflow process.
To do this, click on Complete Step in the left hand menu bar.

Ali
[=yuEs
Een
77

Cor
Phy
Fa:x
Em

Maintain

11. If you have missed any required fields, ORPIN will give you an error message and tell
you what is missing. Otherwise, you will see a Review/Approve screen, asking you to
select the person who will process the next step in the workflow.

Review/Approve

[Test)

Document Mumber: DCBS-1251-12 (DRAFT) Control Number: 1504915

Current Step: Creation
Mext Step: *Issue
Person

Responsible for
Mext Step:

Comments:

Send email to person responsible for the document? [

* Indicates a required field

a. If you are going to process the next step, choose your own name from the
dropdown.
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b. If you want to assign this to someone else to process the Issue step, choose their
name from the dropdown.

c. You will be placed back on the face of your Work Order document. Notice that
the Work Order is still in Draft (as indicated in the upper right corner.)

—

Work Order #

DCBS-1251-12

Request Date

If you have assigned yourself as the person who will process the Issue step, click
on Complete Step again in the left-hand menu bar.

d. Inthe Review/Approve window, choose the agency that will remain responsible
for the Master File in ORPIN from the dropdown.
e. Click the Submit button to issue the Work Order.

Ill. Creating a Purchase Request:

n

Click Create Documents in the left hand menu bar.

Choose the option titled Create a Purchase Request.

Discipline — Choose the radio button next to the most appropriate Discipline for the
purchase. (See ORS 279A.010 for more information on definitions of Public Contracting
Code.) Click Next to continue.

Organizations — Set the Issued By and Issued For agencies from the dropdowns. (You
will only see those agencies you have authority to contract for in the dropdown lists.)
Additional Information — Before you can create the purchase request, you must
confirm that there are no existing contracts that could fulfill the purpose of the request.
To do this, perform a contract search using the Browse Contracts button. Once you
complete your search, check “I agree...” to validate that there are no existing contracts.

* [ Iagree that there is no existing Contract that will fulfill the purpose of this Request.

f (Browse Contracts . }‘—
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6. Click the Create button to continue.

7. The Purchase Request Number will display. Click the Continue button to transfer into
the Document Wizard, which will help you fill out the necessary information on your
purchase request.

Create Document

[Test)

P{ Continue )

Document Number: 10z-2020-12
Control NHumber: 1504920

Once you are in the Document Wizard, you will see all of the information screens listed
down the left hand side of the window. Do not use these links to navigate from screen to
screen, as doing so does not have an ‘auto-save’ feature so the information you type in will
be lost. Instead, move from screen to screen by clicking either the Back or Next buttons.

1. Document Number

[Test)

Document Mumber: 102-2020-12 (DRAFT) Control Number: 1504920

1. Document Number

2. Issued By Address

Izsued By Contact

Issued For Address

5. Issued For Contact Use these...

&, Document
Information

7. More Inforrmation
i Document Number: *102-2020-12
8. Financial Data ;

9, Items “ Top

MalCates 3 reqaired 11eg ... hot these,
10, Attachrments

11, Srganization
Attachrnents

12, Purchase Request
Surnrnary

13, Trailer Comrments

14, Previous Contract
Infarrmation

15, Clauses
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8. Fill out all of the required information in the Document Wizard.

a. Document Number — This will display the number automatically assigned when
you created the Purchase Request. Click Next to save and continue.

b. Issued By Address — The address should auto-populate based on the Issued
By agency you selected when creating the Purchase Request. You can update it
if needed. Click Next to save and continue.

c. Issued By Contact — Either choose the contact name from the dropdown list or
enter a new one in the fields below. Click Next to save and continue.

d. Issued For Address — The address should auto-populate based on the Issued
For agency you selected when creating the Purchase Request. You can update it
if needed. Click Next to save and continue.

e. Issued For Contact — Either choose the appropriate Agency Contact name from
the dropdown list or enter one below. Click Next to save and continue.

f. Document Information — The required fields are indicated with an asterisk.

Document Information

¥
Created Date |12,-f24f2|:|12 4
Estimated Contract ¥Yalue *I

Document Tide *I
D 0] Billing Humber *I
Maximuni # of Items to I
display in Item Block

i. Created Date — This field auto-populates based on the date you created
the Purchase Request draft.

ii. Estimated Contract Value — Type in your estimate of what the contract
value will be.

iii. Document Title — Type in a title for your purchase request. Use a phrase
that will easily convey the purpose of the purchase request, (ie. Fire
Extinguishers for General Services Building).

iv. DOJ Billing Number — Type in the billing number that the contracting
office should give to DOJ. This will be the number used when DOJ bills
for any services performed on this request.

v. Click Next to save and continue.
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g. More Information — The required fields are indicated with an asterisk.

More Information
Delivery Requirements *I
FOB *I _I
-
Funding Source *I _I
-
Payment Terms *I J
-
Procurement Authority Citation *I ;I
Procurement Authority Citation Comment * ;I
=
Special Procurement,/ Exempton j
Special Procurement,/Exemption Citation ;I
[~
Lyl To
* indicates a required field . P
*¥* indicates that one of the fields in this set is required,

i. Delivery Requirements — This is a required field. If you do not have
delivery requirements to list, enter “N/A”.

ii. FOB — Choose your preferred Freight on Board option from the
dropdown.

iii. Payment Terms — Choose your preferred payment terms from the
dropdown list.

iv. Procurement Authority Citation — Choose what type of authority you
are procuring under.

v. Procurement Authority Citation Comment — Cite the specific
rule/statute/etc. that gives you authority to perform this request.

vi. Click Next to save and continue.
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h. Financial Data — If you would like to capture your accounting codes for this
purchase request, you may do so here. However these are not required fields so
you can skip this page if desired. Click Next to save and continue.

i. Items —You should have at least one item listed on the Purchase Request

before submitting it.

i. To search for an item, either enter a Keyword or NIGP (commodity) code
and click the Search button. (This search may take a few moments.)

® cCatalog Search
e (S22rch )

Search By: * kKeyword & MNIGP

Keyword /Code: Iexting’uisher|

Item Number Itenm Code
1 FNIGP Code:
Duantty o
T ' [
Descripton
§ =]
[

f_fSpell '.’3|'n2|:l4;-:I

ii. Click the underlined commodity that you want to add to your Purchase

Request.

iii. This will bring the item over to the right side of the window. Enter a

Quantity.

* 755-76; Decals, Pressure Sensitive Adhesive

* 255-26-40; DECALS, FIRE EXTINGUISHER,
PRESSURE SEMSITIVE My

+ Category 24 Safety and Protection Equiprment and
Related Services i
* 340-00; FIRE PROTECTION EQUIPMENT AMD
SUPPLIES
* 340-03: Cabinets and Covers (For Fire
Extinquishers, Fire Hose and Racks i
* 340-05-05: COVERS, FIRE EXTINGUISHER

* 340-28: Fire Extinguishers, Rechargers, and

Parts

* 340-25-13: BRACKETS FOR FIRE
EXTINGUISHER, HEAWY DUTYT, METHAL Lih

* 340-25-15; BRACKETS FOR FIRE
EXTINGUISHER, WEHICLE MT, METAL M

* 340-25-28; EATINGUISHERS, FIRE, PURFLE
k POWDER TWPE (DAY CHEMICALY, METAL

* 5340-23-29; EXTINGUISHERS, FIRE

Item Mumber
Il

Item Code
¥MIGP Code: 340-28

Quantity o
* *|eacH =|
Descripbdon
Fire Extinmuishers, Rechargers, and Parts :I
[

I_/Spell Check-:.'
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m.

n.

a.

iv. Either click the Submit/Next button to add another item, or click Next to
save and continue to the next page of the Document Wizard.

Finish
Go to Ttem #: I (Go)

> Gabmitjrez)

Attachments — It is not a system requirement for you to upload attachments. To
add attachments to the Purchase Request, do the following:

i. Enter an Attachment Title in the first field.

ii. Click the Browse button to locate the document on your computer.

iii. Click Next to save and continue.
Purchase Request Summary — Enter a summary of the purchase needs. Click
Next to save and continue.
Trailer Comments — Enter any additional comments you want included in the
trailer of the Purchase Request. Click Next to save and continue.
Previous Contract Information — If there are previous contracts, list the details.
Click Finish to view the Purchase Request draft.

9. Your Purchase Request has not yet been assigned to the contracting office. To do so,
click on Complete Step in the left-hand menu bar.

DO NOT CHOOSE YOUR OWN NAME TO ISSUE THE PURCHASE
REQUEST! You should assign the Issue step to the contracting office that will be
performing the solicitation on your behalf. Choose either your agency’s
contracting office from the dropdown, or choose the option “Select to send for
processing, SPO PR Forwarding Account” to send it to the DAS Procurement
Services Office.

Send email to person resp

¥ Indicates a required field

Mattison, Mary
Nordlien (Team Lead),
Fhegley, Mark
Pierce, Darvin M
Reyes, Raul
Beynolds,
Rogers, Joshua
Schwabhsauaer, Blake

Lori

Dawid

Scott, Debra L.

fZelect to send for processind

Shike, Robert

SP0 PR Forwarding A

coount —

Current Step: Creation
Mext Step: *Issue
P Re ible fo
N:;sl:usr:nep =5pun5| & Tor Select Person Responsible LI
Lecker, Himherly -
Comments: Lucas, Paul A4
Martin, Sharon
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b. Once you have selected the appropriate party for the Issue step, click the
Submit button to assign it.

How to Check the Status of your Purchase Request (PR)

1. Click on My Documents in the left-hand menu bar.
a. Setthe Search By dropdown to “Find by Document Number”.
b. Type the PR number in the Document Number field.
c. Setthe Document Status button to “All”.
d. Click the Search button.

Document Search 0)
Search By: IFind by Document MHumber ;I
Document Type: IAll ;I p———
Document Number: IZE?—lEZ4—ll ?
Product:
(Find Itern ) |

i ™y

| Reset |

e [
Date Range: I— I—
Crnrnd ddfyyyy) © ©
Document Status: " Draft " Issued " In Progress o nll

2. Open the document and click on View Data in the document menu bar, then click on
Process History.

Maintain

Additional

achments Do Mot Exist
Qrganization Attachrents Do
Wiork Flow Copggments Do Mot B
| < Gl ents Do Mot Exist
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3. Check to see who currently has control of the document.
a. If the document is still in draft and the Responsible Party for the current step is
listed as “SPO PR Forwarding Account” then it is sitting in the queue at
Procurement Services office, waiting to be assigned.

OREGON

Process History

[Test)

Document Number: 107-2774-11 Cof

@ Process history displays all steps in the documents workflow and the users that are associated with each step.

Current Step: Iszue

Discipline: Personal Services Mon-IT
Procurement Purchase Request
Method:

Document 10/07/2011 3:15 PM
Created:

i A
| Surnrmary ™ |
. J

Description Responsible Status Date Days Target Date
Creation  Mandatory Sharon Martin (QAC) Complete 1070772011 3:32 PM
Issue Mandatory SPO PR Forwarding Account- _Select to send for .ﬁ.ctive“ :

processing This PR was sent to SPO

successfully and is in the
gueue awaiting assighment.

b. If the document is still in draft and the Responsible Party for the current step is
listed as a user at the Procurement Services office, it is has been assigned to
that individual for processing.

c. If the document is still in draft and the Responsible Party for the current step lists
someone in your agency, it could mean one of three things. Either it was never
sent over to Procurement Services to begin with, SPO has reverted the PR back
to your agency for some reason (you would see a Revert step in the process
history if this has occurred), or you sent the PR to your own agency’s contracting
office, (in which case someone in your agency would be displayed as the
Responsible Party).

d. If the document is not in draft, check the Process History to see who completed
the Issue step on the document. If the PR was issued by a user within your
agency (and the SPO PR Forwarding Account never shows up in the steps listed
in Process History) it was never sent to the Procurement Services office and they
have no knowledge of it. If the PR was issued by a SPO employee, it is complete
and moving into the next phase of the process.
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IV. Creating a Solicitation:

n

Click Create Documents in the left hand menu bar.

Choose the option titled Create an Opportunity.

Discipline — Choose the radio button next to the most appropriate Discipline for the
purchase. (See ORS 279A.010 for more information on definitions of Public Contracting
Code.) Click Next to continue.

Procurement Method — Select the method you will use for your procurement. Click
Next to continue.

Organizations — Set the Issued By and Issued For agencies from the dropdowns. (You
will only see those agencies you have authority to contract for in the dropdown lists.)
Additional Information — Before you can create the opportunity, you must indicate the
Type of opportunity (choose from the Type dropdown) and confirm that there are no
existing contracts that could fulfill the purpose of the request. To do this, perform a
contract search by clicking the Browse Contracts button. Once you have completed
your search, check the “l agree...” box to validate that there are no existing contracts.

¥ [ I agree that there is no existing Contract that will fulfill the purpose of this Request.

f (Browse Contracks . :h

Click the Create button to continue.

The Opportunity Number will display. Click the Continue button to transfer into the
Document Wizard, which will help you fill out the necessary information on your
opportunity. Once you are in the Document Wizard, you will see all of the information
screens listed down the left hand side of the window. Do not use these links to navigate
from screen to screen, as doing so does not have an ‘auto-save’ feature so the
information you type in will be lost. Instead, move from screen to screen by clicking
either the Back or Next buttons along the top of the window.

B A - ol

[y
[=]

Document Mumber

Supplier Address Document Number \ K

Supplier Contact
Bill to Address @ The docurnent nurmber is the reference nurmber for the docurment/form. Use these...

Bill to Contact
Agency Address

Agency Contack

12, Financial Data

-

Work Site Address Document Mumber: ¥DCBES-1251-12
Work Site Contact
. Docurnent Do indicates a required field Top
fnformstion - .. not these,
11, More Information H
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9. Fill out all of the required information in the Document Wizard.

a. Document Number — This will display the number automatically assigned when
you created the Opportunity. Click Next to save and continue.

b. Issued By Address — The address should auto-populate based on the Issued
By agency you selected when creating the Opportunity. You can update it if
needed. Click Next to save and continue.

c. Issued By Contact — Either choose the contact name from the dropdown list or
enter a new one in the fields below. Click Next to save and continue.

d. Issued For Address — The address should auto-populate based on the Issued
For agency you selected when creating the Opportunity. You can update it if
needed. Click Next to save and continue.

e. Document Information — The required fields are indicated with an asterisk.

Document Information

Publish Date /Time (if later I ® I
than issue date)

Closing Drate /Time *I @ I
Opening Date /Time (if later I @ I
than the cdosing date]

Time Z *
ime Zone [Pacitic Time x|

Document Tide *I

All lectronic bids? *
ov electronic ids ® [only Manual Bids Allowed |
Component prcing? @ IUIit.h mein item j m
Supplier may bid alternatives r
or substitutions? @
Estimated Yalue *I
Yendor Collected I I LI
Administrative Fea
Maximum # of Items to display |
im Tdmen Dol

i. Publish Date/Time — This is an optional field. This field allows you to
postpone publishing your opportunity for the public to see. ONLY FILL
THIS IN IF YOU NEED TO DELAY PUBLISHING YOUR DOCUMENT. If
you leave the Publish Date/Time field blank, ORPIN will automatically
publish the document for the public when you process it through the
issuing workflow.

ii. Closing Date/Time — Type in the day and time that your opportunity
should close. Click the icon next to the date field to choose the day from a
calendar if desired.
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Vi.

Vii.

viii.

Xi.
Xii.

Opening Date/Time — This is an optional field. Use this field to indicate
when you plan on opening the bids.

Time Zone — This defaults to Pacific Time. Choose another option from
the dropdown if needed, otherwise leave it set to the default.

Document Title — Enter a title for your opportunity describing what good
or service you are soliciting for. This is the text that the public will see
when viewing a list of available opportunities to bid on, so be as specific
as possible. For example, use “Frozen Peas” instead of “Food
Solicitation” or “Opportunity 513”.

Allow electronic bids? — This field defaults to “Only Manual Bids
Allowed” which means that you will not be accepting electronic bids (or
eBids) submitted through the ORPIN program. You may choose to
change this to “Manual or Electronic Bids Allowed” but there is not an
option to ONLY allow for electronic bids. Therefore you must always offer
suppliers the ability to submit a manual (hard copy) bid.

Component Pricing — If you want to offer suppliers the ability to break
out item pricing into sub-items, indicate this here.

Supplier may bid alternatives or substitutions? — If you want to allow
suppliers to offer alternatives to your listed items, check this box.
Estimated Value — Please indicate what you estimate the value of the
resulting contract will be. This information will not be visible to the
supplier- it is for internal reporting purposes only.

Vendor Collected Administrative Fee — If there will be VCAF collected
on the resulting contract, indicate this here.

Maximum # of Items to display in Item Block — Leave this field blank.
Click Next to save and continue.

f. More Information — The required fields are indicated with an asterisk.

More Information

Delivery Requirements *||

Delivery Terms =]
[

FOB *l =l

Mon-DAS Standard Authority I I ]

Payment Terms *I LI

Procurement Authority Citation *I Ll
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Assigned Mentor

D 0] Assigned Attormey

Procurement Authorty Citation Comment * ;I

[
Special Procurenient/ Exempton j
Special Procurement/Exempton Citation :I
[

Vi.

Vii.

viii.

Xi.

Xil.

Version Date: August 2014

Delivery Requirements — This is a required field. If you do not have
delivery requirements to list, enter “N/A”.

Delivery Terms — List any specific delivery terms here.

FOB — Choose your preferred Freight on Board option from the
dropdown.

Non-DAS Standard Authority — Use this field to cite your purchasing
authority if it deviates from the standard DAS purchasing authority.
Payment Terms — Choose your preferred payment terms from the
dropdown list.

Procurement Authority Citation — Choose what type of authority you
are procuring under.

Procurement Authority Citation Comment — Cite the specific
rule/statute/etc. that gives you authority to perform this request.
Special Procurement/Exemption — If you are conducting this
opportunity via an approved Special Procurement or an Exemption,
indicate it in the dropdown.

Special Procurement/Exemption Citation — If you selected Special
Procurement or Exemption in the above dropdown, please cite the
number here.

Assigned Mentor — This is an optional field for agencies to use if they
would like to capture the name of a mentor guiding the procurement
professional through this solicitation.

DOJ Assigned Attorney — This is an optional field for agencies to use if

they would like to capture the name of the attorney at DOJ who reviewed

this solicitation.
Click Next to save and continue.
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g. Financial Data — If you would like to capture your accounting codes for this
purchase request, you may do so here. However these are not required fields so
you can skip this page if desired. Click Next to save and continue.

h. Items — You should have at least one item listed on your opportunity. ORPIN will
use the items you choose to decide who to send out push notice emails to. It will
also categorize opportunities by items for suppliers as they browse the open
opportunities list.

i. To search for an item, either enter a Keyword or NIGP (commodity) code
and click the Search button. (This search may take a few moments.)

@ Catalog Search
é Item Humber Ttem Code

Il #NIGP Code;

Search By: * kKeyword & MNIGP
Duantty o

Keyword/Code: Iext.:i_ng'u:i_sher| J“I— * ;I
Descrption
’ =

ii. Click the underlined commodity that you want to add to your opportunity.
iii. This will bring the item over to the right side of the window. Enter a

Quantity.
Related F‘raductsrand Services -‘dﬂ ;I
* 255-00: DECALS AND STAMPS by
* 255-26: Decals, Pressure Sensitive Adhesive Item Mumber Item Code

Il ¥MIGP Code: 340-28
* 255-26-40: DECALS, FIRE EXTINGUISHER.,
PEESSURE SEMSITIVE M Quantity U
+ Category 24 Safety and Protection Equiprment and * *lEACH ;l
Related Services
* 340-00; FIRE PROTECTIOMN EQUIPMEMNT AMND
SUPPLIES
* 340-03: Cabinets and Covers (For Fire
Extinguishers, Fire Hose and Racks M
* 340-058-05: COVERS, FIRE EXTINGUISHER

DescHpbon

*
Fire Extinguishers, Rechargers, and Partcs ;I

H
* 340-28: Fire Extinguishers, Rechargers, and
Parts M

¢ 5340-25-13: BRACKETS FOR FIRE
EXTIMGUISHER, HEAWY DUTY, METAL by

* 340-28-15: BRACKETS FOR FIRE

EXTIMGUISHER, WEHICLE MT, METAL LI
¢ 5340-258-28: EXTINGUISHERS, FIRE, PLIRPLE - .
kE POWDER TYPE (DRY CHEMICAL), METAL | Spell 'Chen:k_f.I

* 340-28-29; EXTINGUISHERS, FIRE

MULTIFURPOSE ABC POWDER TTPE (DRY ®

indirates a reanired field
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iv. Either click the Submit/Next button to add another item, or click Next to
save and continue to the next page of the Document Wizard.

ﬁ{ Submit/ Nextj

i. Attachments — It is hot a system requirement for you to upload attachments, but
it is best practice to do so. You can include specific instructions, drawings, maps,
specs, etc pertaining to your solicitation. To add attachments to the Opportunity,
do the following:

i. Enter an Attachment Title in the first field.
ii. Click the Browse button to locate the document on your computer.
iii. Click Next to save and continue.

J.  Opportunity Comments — This field is an optional area to capture any additional
comments you want to note. It will be visible to suppliers.

k. Opportunity Summary — Enter a summary of the solicitation needs to explain to
the supplier what you need. Click Next to save and continue.

I.  Trailer Comments — Enter any additional comments you want included in the
trailer of the Opportunity. This will also be visible to the suppliers. Click Next to
save and continue.

m. Commodity Match — You may choose to list additional commodities that aren’t
exactly what the items are in your solicitation but are close. This will cause
ORPIN to send push email notifications to additional suppliers that have these
commodities listed in their profiles.

n. Geographic Bid Matching — During the registration process, ORPIN asks
suppliers to indicate what regions in Oregon they can provide goods or services
to. When you are creating your solicitation, you are required to pick a region so
that ORPIN can match this up with supplier’s profiles to decide who to send email
push natices to.

0. Click Finish to view the Opportunity draft.

10. If you would like to prompt ORPIN to send an email about your solicitation to a list of
suppliers, you can use either the Invite or Notify option.

a. Click on Additional in the menu bar.
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b. Select Invited/Notified/Interested Suppliers.

additional

c. The radio button will default to Notify.

1. Invited / Notified / Interested Suppliers

[Test)

Document Number: 603-1512-13 (DRAFT) Control Number: 1527053

Back ( Save ) ( Next ) ( Finish )

1. Inwited / Notified /
Interested Suppliers

. Invited / Notified / Interested Suppliers

2. Uszer Commments

3. Privileged

Attachmeants ® Inviting Suppliers will result in those Suppliers being able to see and bid on the opportunity, Motifying

4, Docurnents for Suppliers does not restrict pportunity to others,
Furchaze :

Select an option: {7 Invite % Motify
5. Delete Items :

Find Supplier to Notify | ("Motify using distribution list ) (wiew MwESE Suppliers )

&, Renumber Iterms

* Top

indicates a required field

i. Notify prompts ORPIN to send an email to the list of suppliers you will
specify, but also publishes the Opportunity for all suppliers to view/bid on.

ii. Invite prompts ORPIN to send an email to the list of suppliers you will
specify, but does not publish the Opportunity for suppliers to see. This
means that only those suppliers you add to the Invite list will know that
this solicitation exists.

Please note- if you do use the Invite or Notify option on a solicitation, you will not
be able to change your choice after you issue the document. This means that if
you do an Invite, you cannot later change it to Notify so that the public can see
the solicitation. You would have to withdraw your solicitation and start over
leaving it visible to the public. Subsequently, if you do a Notification, you cannot
later change it to an Invite.

d. Click on the Find Supplier to Notify or Find Supplier to Invite button
(depending on whether you are doing a notification or an invite).
e. Type the supplier's company name in the Supplier field.
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f. Check the box next to the correct Supplier.
g. Click the Submit button at the top of the list. This will add the supplier to your
Notify/Invite list.
h. Repeat steps d-g until your list is complete.
i. Click the Finish button.
11. In order for you to publish your opportunity, you must process it through the workflow.
a. Begin by clicking Complete Step (Create) in the menu bar.

If your opportunity is missing any required information, you will receive an
“Integrity Check Failed” message outlining what is missing.

Integrity Check Fai

® Contact Phone number not found: Issued By Contact {Location: Issued By Contact)

* Indicates a required field

Click on the underlined location and fill in the missing information.
Once all of the information is populated, you can click on Complete Step
(Creation) again.

b. The next step in the workflow will display. Click the dropdown box and choose
the name of the person who will process the next step. If you plan on completing
the workflow yourself, choose your own name in the dropdown. Note: Some
steps in ORPIN are conditional based on the type of procurement and the dollar
value so the workflow steps you see may vary based on the solicitation.

c. Continue clicking on the Complete Step button until you have issued the
document or assigned it to someone else to complete.

12. In order to make a change to a solicitation that has been issued, you need to either
create an Addenda or a Revision.

a. Open your solicitation.

~0oo0Qo

Click on Actions in the menu bar.

Choose either Create Addendum or Create Revision.

Confirm the closing date/time of the document.

Click Continue to be taken into the Document Wizard to make your changes.
Leave the words “Addendum #_" or “Revision #_" but type the reason for your

addendum or revision into the box.

1. Amendment Reason

[Test)

Document Number: 603-1512-13 {Yersion: 1) (DRAFT) Control Number: 1527058
: Save Next Finish

1. Amendment Reason ! (: ) (: ) ( )

2. DowmentNumber | Amendment Reason

3. Issued By Address :

4, Issued By Contact @ Please enter the Addendurm Reason,

5. Issued For Address
i laddendun § 1 ﬂ

&, Docurmment :

rex w
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g. Change any other information that needs to be updated.
h. Click the Finish button.

i. Process the document through the workflow by clicking on Complete Step until

you have issued the addendum/revision.
V. Bidding:
To enter a hard copy bid (Manual Bid) on a solicitation:

1. Open the document and click on View Data in the menu bar.
2. Click on Progression.

3. You will see a progression screen that displays the activities occurred within the master

file.

® Progressions

[Test)

i . Ty . Ty Ty . ™y
| Evalustions } | Related Master Files | | Related Docurnents ) | Process History |

Ii Display Adtive Documents ::::I I: Shaow Lacations ::::I

Procurement File: Legend

[0 ORPIN-62171-13

Current Status:: Closed Opportunities
Discipling: Supplies Mon-IT

Opportunity >
e (0 603-1512-13 Electronic Response —1—2 Evaluated Response J
Version 1
Closing Date
01/24/2013 5:30:00 PM Manual Response —

Print

Award

4. To enter a manual bid, click the radio button next to the opportunity.

Opportunity
@ [ s03-1512-13 Eled
Mersion 1
Closing Date ]
01/24/2013 5:30:00 PM M2

5. Click on the underlined words Manual Response.
6. Click the Find button to locate the supplier who submitted the bid.
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7. Type the supplier's company name in the Supplier Name field and click the Search button.

8. Click on the correct supplier from the results listed. If the supplier does not show in the list,
try searching again using only part of the name. If there are commas, dashes, etc in the
supplier’'s name, try omitting them and running the search. Once you are absolutely positive
that the supplier is not in the system already, you can click the Add Supplier button about
the search box to build a shell account in the system for the supplier so that you may tie the
bid to their company name.

Supplier Search

(Test)
I_{’Add Eupplier-\' Z_f‘ufiew MWESE EupplierE-:.' I_{"Jiew Disgqualified E|.||:||:|Iinar5-::I
Find Supplier @

[ | 1 '
Supplier Name: cac test

Sinnligr TMe

Note: The “Add Supplier” button is not visible before you search for the supplier. Once you
perform a search, it will show up and be available for use.

9. After you've selected your supplier, click the Next button to begin the bid document.
10. Fill in the required information.

Additional Information Create
Discipline: Supplies Non-IT
Document Type: Bid Response - Supplies Non-I1T
Procurement Method: Offer Response
Issued By: Agriculture, Department of
Issued For: Agriculture, Department of
Suppliar: ORPIMN OAC Test Account
R ipt Date: *
ecaelp ate @ |:rnrn_-"n:||:|_-"',",",",':I
Receipt Time: * (himm:ss AM/PM)
Opportunity Version: ¥ e03—1512-1332 1 v
Summary Bid: ¥ o -
¥ indicates a required field ﬂ Top

a. Receipt Date — Enter the date the bid was received. You can click the icon to the
right of the text field to choose the date from a calendar.
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b. Receipt Time — Enter the time (including seconds) the bid was received.

c. Opportunity Version - If there are multiple versions of the opportunity due to
addenda/revisions, choose the version that the supplier bid against from the
choices listed in the dropdown.

d. Summary Bid — If you plan on entering just a summary total (instead of line item
pricing) set the Summary Bid option to “Complete”. If there is a summary total of
items either for the entire bid or for a portion of the bid, select the appropriate
option from the dropdown.

11. Click Create to create the bid document.

NOTE: If you are creating this bid PRIOR to the solicitation closing, you will be taken to
a screen that informs you that the document has been created but cannot be viewed at
this time. This is because you are not allowed to post pricing or other details until after
the solicitation has closed. Once the opportunity closes, you can pull up the bid and by
completing steps 12-15 so that you may finish entering the data.

If you are creating the Manual Bid AFTER the solicitation closing, skip down to Step 16
now.

12. To complete the data entry on a Manual bid, open the solicitation document and click on
View Data in the menu bar.
13. Click on Progression.

® Progression
* View
Summary

Process
SR Addendum £ 1 tes
Suppliar
Dowmload Opportunity Sum

14. You will see a progression screen that displays the activities on this solicitation.
15. Click on the manual bid that you wish to complete. (It will have an X next to it to indicate
that it is not yet issued.)
16. Click the Maintain button in the left hand menu bar.
a. Document Number - The system automatically assigns a number to the bid.
Click Next to save and continue.
b. Supplier Address — The supplier's address will automatically populate from their
registration information. Click Next to save and continue.
c. Supplier Contact — The supplier's contact information will automatically populate
from their registration information. Leave it set to the displayed contact or choose
another from the dropdown. Click Next to save and continue.
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d. Document Information — The document date and time will automatically
populate. However, you must indicate whether or not the supplier is a Resident
Bidder. Click Next to save and continue.

4. Document Information
[Test)
Document Mumber: 1527060 (DRAFT) Control Number; 1527060
e D) Crak ) (Csave ) CRet ) (Crnish D)
1, Document Mumber :
2. Supplier Address . Document Information
3. Supplier Contact :
4. Document Document date ICllf’ZtleCIlS @ m
Information
5. Mare Information Document Title IFrozen Peas m
6, Enter Itern Info
Resident Bidd *
7. Enter Prices e e c Tes c Mo ‘
5, Attachments
% Supplier Comments * indicates a required field Top
¥ indicates that ane of the fields in thiz zet is required.
e. More Information - Fill in the Payment Comments or Delivery Comments if
desired. Click Next to save and continue.
f. Enter Item Info — The first item on your solicitation will display. The system
defaults to “No Bid” on the item, so you will need to change this in order to enter
a price on it. Change the radio button over to “Bid” and then enter in the “Unit
Price”. You can also enter an item description if desired.
© Decurment Number ( Back ) ( Save ) ( Next ) ( Finish )
2. Supplier Address @ Item Go to Item #: :Go:}
2. Supplier Contact
4. Document :
Information Original item
5. More Information Ltem Code Quantity uoM
750-77 1 YARD
5. Enter Item Info Description
7. Enter Prices Sand and Gravel
O
5. Supplier Comments Bid Item @ gid ) No Bid
Item Number \
Quantity uoM
1 YARD
Unit Price
1540
Description
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Continue entering prices on each of the items on the solicitation that the supplier
has bid on by clicking “Next Item”. When you have finished adding item details,
click Next to save and continue.

g. Enter Prices — You will see a list of all items and their associated prices. Confirm
prices here and edit as needed. Click Next to save and continue.

h. Attachments - If you have any documents from the supplier that need to be
attached, you can add them here by giving them a title and then using the
“Browse” button to upload them from your files. Click Next to save and continue.

i. Supplier Comments — If there are any additional comments from the supplier
you want to capture on the bid, add them here.

j-  Click the Finish button.

k. Response Receipt Info — Before you issue the bid, you need to enter a few
more pieces of information. Click on the “View Data” option in the menu bar and
choose “Response Receipt Info”.

i. Receipt Date — This should carry over from your initial entry of the bid.

ii. Receipt Time — This should carry over from your initial entry of the bid.

iii. Summary Bid — If you have entered individual items on prices, leave this
set to “No”. If you want to enter just one grand total for everything and not
list individual item prices, set this to “Complete” and ether the “Summary
Bid Amount”.

iv. Evaluation Review — Please indicate whether this bid meets
requirements or not.

v. Bid Review Comment — If you chose anything other than “Meets
Requirements” in the prior field, please enter a comment to indicate what
they were missing, etc.

vi. Click Submit to save and continue.

I.  Process the document through the workflow by clicking on Complete Step until
you have issued the bid.

If a supplier submits an Electronic Bid (eBid) on a solicitation: The supplier will enter their
prices, upload attachments, etc. You will not be able to their bid until after the opportunity
closes. Once it closes, you will be allowed to view the bid details and evaluate it as needed.

VI. Creating Awards/Contracts:

1.

If you want ORPIN to create an Evaluation/Bid Tab Sheet, open the opportunity’s
Progression screen. (If you are not going to create a tab sheet, skip to step #6 below.)
Click the Evaluations button in the upper left corner of the Progression screen to create
your tab sheet.

Evaluations il

@ Progressions F’®t

(Test)

ated Master Filez.} Related Dc:umentzl} Process HiEtCF','.:'

i: Display Active 5 ::::i i: Show Locations ::::i

o
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3. Choose the type of evaluation sheet you want and click the icon to the right of it to
create. (You can do this multiple times, so try each one and see which is more
appropriate for what you are working on.)

(@ Response Evaluations 259-1121-11 Version 1

Select the transformation yvou wish to use from the table below. To create your opportunity results
spreadsheet click on the icon to view the information in Excel. If the Raw XML transformation is
zelected, then XML will be displayed. If this is yvour only option, please contact vour System
Administrator.

defzult - Microsoft Excel 2002 (0ffice XEB) -

® Summary Evaluations 259-1121-11 Version 1

Select the transformation you wish to use from the table below. To create vour opportunity results
zpreadsheet click on the icon to view the information in Excel. If the Raw XML transformation is
selected, then XML will be displayed. If this is yvour only option, please contact yvour System
Administrator.

default - Micreosoft Excel 2002 (Qffice XP) - b

4. The Evaluations sheet will create. Save the document to your computer for future use.

5. If you would like to post the evaluation sheet, Preliminary Results, and Intent to Award or
anything else on your solicitation for others to see, you can post it under Notice Specific
Information.

a. Pull up your closed solicitation document.

b. Click on Notice Specific Information in the left-hand menu bar.

c. Choose the most appropriate folder to post your document in. They all function
the same, (except for the Questions and Answers folder. This folder is used prior
to the solicitation closing as a way to share Q&A with your interested suppliers.)

F Motice Specific
Infarmation

Questions
and Answers
Preliminary
Results
Intent to
Avard
Potential
Delay Notice

Evaluation
| Competitive
Range]

Email
Motices

d. Click the folder you want to use.
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e. Enter atitle for the Attachment, and click the Browse button to locate it on your
computer. If you would like the attachment to expire after a certain date, you can
fill in the Expiration field. (This is OPTIONAL.) If you do use the Expiration date,
the document will no longer be visible to the public/supplier community after the
specified date, but it will remain attached internally for you to see.

3. Intent to Award

(Tast)

Document Number: 259-1121-11 (Version: 1) Control Number: 1527110

( skip ) ( Back ) ( Save ) ( Next ) ( Finish )

i. Questions and

Answers
Z. Preliminary Results
3. Intent to Award i Attachment Title File
4. Potential Delay Notice Expiration @
5. Evaluation
{Competitive Range]
8. Email Notices ! Attachment Title File
Expiration @
| Attachment Title File = yw—

f. Click the Finish button when you are done.

IMPORTANT NOTE: The system will not automatically send emails to those
suppliers on the Interested List unless you prompt it to. To prompt emails, click on
Notice Specific Information in the menu bar again and choose Email Notices.

If you are attaching multiple documents into different folders in the Notice Specific
area, wait until you are finished attaching them, and then click Email Notices once.
It will send an email with a bulleted list of all folders containing new attachments to
your suppliers.

6. When you are ready to enter the award, open the solicitation document and click on
View Data in the menu bar.

7. Click on Progression.

You will see a progression screen displaying activities occurred within the master file.

9. Click on the radio button to the left of the Opportunity number.

o

Opportunity _—

1 259-1121-11
Version 1
Closing Date
041172013 4:10:00 PM

10. Click on the radio button next to the supplier’s bid that you wish to progress.
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11. Click on the underlined word Award on the far right of the Progression screen.

l—) Manual Response —I

Opportunity# 259-
1121-11

Account -
1527116

12. Create an Award/Report ORS 190 — Click the Next button to start the creation process.

Create an Award/Report ORS 190

(Test)

@ Create é Next

13. Award Type — Select the type of award you are going to create. Types will display
based on the Discipline used in your solicitation process. Click on the radio button next
to the appropriate type and click Next to continue.

14. Additional Information — Validate the information on the screen, and then choose
whether you want to issue the award for the current calendar year or the next calendar
year. Also, indicate whether you want all items to be brought over onto the contract.

15. Agreement — Check the box to confirm that there are no existing contracts that will fulfill
the purpose of this request. (You may choose to click the Browse Contracts button to
perform a contract search before checking this confirmation box.) When you are satisfied
that there are none, check the box and click the Create button to continue.

Additional Information Create
Discipline: Supplies Non-IT

Document Type: Cne Time Contract

Procurement Method: Awards/fgreements

Issued By: Public Safety Standards & Training, Dept. of

Issued For: Public Safety Standards & Training, Dept. of

Calendar Year: @ * @ Current Calendar Year (¥ Next Calendar Year

Create All Items: @ * @ Yes @ No

* |:| ﬁt there is no existing Contract that will fulfill the purpose of this Reguest.

/ Browse Contracts "'
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16. Click the Continue button to transfer into the Document Wizard, which will help you fill
out the necessary information on your award.

Once you are in the Document Wizard, you will see all of the information screens listed
down the left hand side of the window. Do not use these links to navigate from screen to
screen, as doing so does not have an ‘auto-save’ feature so the information you type in
will be lost. Instead, move from screen to screen by clicking either the Back or Next
buttons along the top of the window.

1. Document Number

[Test)
Document Number: DCBS-1251-12 (DRAFT) Control Mumber: 1504918
% Next Finish
1. Document Number | ! "\ ( ) ( )
2. suppliersddress | Document Number \
3. Supplier Contact
4. Bill to Address @ The docurment number is the reference number for the document/farm. Use these...
5. Bill to Contact
€. Agency Addrass No change permitted.
S |
2. Work Site Address Document Number: *DCRS-1251-12
9, wWork Site Contact
% . . Top
10, Docurment : indicates a required field
Inforrnation :
o} ... not these.
11. Mare Information ;

12, Financial Data
12 Itermns

14, Supplier
Identification

15, Attachrents

16, Organization
Attachments

17. Header Comreants

18, Trailer Comments

19, Clauses

17. Document Number — Based on your agency’s settings, the Document Number will
either auto generate or be available for you to enter. (This field is required.) Click Next to
save and continue.

18. Supplier Address — The supplier's address information should auto-populate based on
their supplier registration. Update if needed, and then click Next to save and continue.

19. Supplier Contact — The supplier’s contact information should auto-populate based on
their supplier registration. Update if needed, and then click Next to save and continue.

20. Contract Administrator Address - The agency information should auto-populate.
Update if needed, and then click Next to save and continue.

21. Contract Administrator — Select the appropriate administrator from the dropdown list.
Click Next to save and continue.
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22. Receiving Address — This information should auto-populate. Update if needed, and
then click Next to save and continue.

23. Receiving Address Contact — Select the person from the dropdown (or enter a new
person in the fields below) to indicate who the contact person at the receiving address
should be. Click Next to save and continue.

24. Document Information - Populate fields listed below. (Required fields are indicated with
an asterisk.)

a. Contract Start Date — Click the calendar icon to the right of the empty field to
select a start date.

b. Expiration Date — Click the calendar icon to the left of the empty field to select
an expiration date.

c. Maximum Contract Term — This is an optional field, but if you would like to
indicate a maximum contract term date, click the calendar icon to the left of the
empty field to select the date.

d. Estimated Contract Value — Enter your best estimation of the total contract
value in whole numbers.

e. Currency and Rate — These fields auto-populate and should be left as is.

f. Document Title — Enter a title for the contract.

g. Award allows PO’s or Work Orders? — This field only shows up on certain
document types. If this is showing, please indicate whether the award should
allow for Work Orders to be created against it.

h. Allow Item Import/Export? — If you would like to be able to import or export
items to the contract via an excel spreadsheet, click the Yes radio button.

i. Preference — If Reciprocal Preference applies, choose it from the dropdown.

Preference

Preference Cost

feciprocal Preference

Administrative Fee (%)

j.  Administrative Fee (%) — If the contract has VCAF and it is calculated by
percentage, enter the VCAF percent here.

k. Administrative Fee ($) — If the contract has VCAF and it is a flat dollar amount,
enter the VCAF amount here.

.  Total Administrative Fee — Leave this field blank.

m. Vendor Collected Administrative Fee — Leave this field blank.

n. Number of days prior to contract Expiration to notify Buyer — Indicate when
you would like to receive a contract expiration notice email. It defaults to 60 days.

0. Number of days prior to insurance Expiration to notify Buyer — Indicate
when you would like to receive a contract insurance expiration notice email. It
defaults to 30 days.

p. Resident Bidder — This field should auto-generate based on what was entered
on the supplier’s bid response. Confirm that setting is correct.
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g. Maximum # of Iltems to display in Item Block — Leave this field blank.
r. Click Next to save and continue.
25. More Information - Populate fields listed below. (Required fields are indicated with an
asterisk.)

a. Mandatory or Convenience — Indicate whether the contract is mandatory for
use or a convenience. Refer to OAR 125-247-0296 for more information.

b. Renewal Option — Enter any renewal option information you would like to keep
here.

c. Warranty — Enter warranty information here.

d. Minimum Order — If there are minimum order requirements, indicate this here. If
not, enter “N/A”.

e. Delivery Requirements — This defaults to “30 days after purchase order is
issued”. If desired, you may choose a different option from the dropdown.

f. FOB — Select the appropriate Freight on Board description.

g. Freight/Surcharge if minimum order value not met — Enter as appropriate.

h. Delivery Comments — Enter as appropriate.

i. Best Value Analysis — Enter as appropriate.

j.  Return Policy — Describe the return policy for the contract items. You can enter
“N/A” if the contract is for services and there is no return policy.

k. Payment Terms — This defaults to Net 45, but you may change this if desired.

.  Payment Terms Comments — Provide additional payment term details if
needed.

m. Procurement Authority Citation — Indicate where your procurement authority
for this contract comes from.

n. Procurement Authority Citation Comment — Cite the actual rule, etc which

gives you your procurement authority.

Procurement Authority Citation

Oregon Administratiwve Rule -

Procurement Authority Citation Comment OAR 275A.050, OAR 125-247-0270

0.

Special Procurement/Exemption — If this award was the result of a special
procurement or exemption, please indicate this by choosing from the dropdown.
Special Procurement/Exemption Citation — If this award was the result of a
special procurement or exemption, please cite the procurement or exemption
number here.

Contract Filed At — How you populate this field is extremely important. It
controls which agency will be able to make changes to the documents within the
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master file going forward. Please indicate whether DAS SPO or the Agency will
maintain control of the procurement file going forward.

r. Assigned Mentor — If you worked with a mentor during this procurement and
would like to note this, enter the mentor’'s name here.

s. DOJ Assigned Attorney — If you would like to track which DOJ attorney you
worked with on this procurement, list it here.

t. Click Next to save and continue.

26. Financial Data — This is an optional area where you could track accounting numbers if
desired. Click Next to save and continue.

27. Item — The information you entered on the bid should be in the Items area already, but
you have the ability to add others here. If you want to add an item, enter a search
keyword or code and click on the appropriate commaodity in the results list. This will
move the commodity to the right side of the screen, where you can then enter a
Quantity, Unit of Measure (UOM), Unit Price, and Description. Click Next to save and
continue once you finish adding items.

28. Supplier Insurance — If you want ORPIN to track the supplier’s insurance, you can
enter an Expiration Date (click on the calendar icon to choose the date) and then choose
the insurance type from the dropdown. If you do not want ORPIN to track the insurance,
check the box titled “Insurance is Not Required”. Click Next to save and continue once
you finish adding items.

29. Supplier Identification — You are required to enter either a Federal Tax ID number
(FIN) or Social Security Number (SSN). It is HIGHLY recommended to use FIN
whenever possible; however if the SSN must be used ORPIN does encrypt this
information for security purposes. Click Next to save and continue.

30. Attachments — Load any attachments that you would like to post on the contract file by
entering an Attachment Title and then clicking the Browse button to locate the file on
your computer. For example, you may choose to upload a copy of the actual contract
document (be sure to black out or remove any personal identification numbers or other
confidential information- remember all suppliers and internal agency users can view
contract attachments), specific ordering instructions, etc. Click Next to save and
continue once you finish adding attachments.

14. Attachments

(Test)

Document Number: 259-1163-13 (DRAFT) Control Number: 1527123

next ) (_Fmish_)

1. Document Number

2. Supplier Address AttﬂChmentS
3. Supplier Contact
4. Contract The maximum total file upfgad size per Submit is 18.59 MB
ig;:i:si:tratm Attachment title é‘ Contract Document File *
3. Contract | Attachment title File
Administrator :
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31. Organization Attachments — If this page displays, you do not need to load anything on
this page. By default, it contains the State of Oregon seal, which will display on the
Award Summary page. Click Next to save and continue.

32. Header Comments — Enter language that should show up in the header section of the
Award Summary contract document in ORPIN. Click Next to save and continue.

Award Summary
One Time Contract

Vendor list for gravel and landscaping material  Oregon Procurement Information Network

(Test)
(HTML) Supplier Address
o ORPIN OAC Test Account Contract #
. 123 Main Street _ _
o Refresh Salem, Oregon 259-1163-13
57302 Opportunity #
259-1121-11
Contract Start Date
- 05/15/2013
'E%';m Contact: Primary Contact Expiration Date
=led Phone: 1 (35%) 555-1212 05/31/2013
Fanc: Supplier Number
Email: primsrycontact@test.test 24722
Maintain All dates are mm/dd/vyyy
Additional Attachments Do Not Exist
Secondary Suppliers Do Not Bxist
User Comments Do Mot Exist
Contract Administrator Receiving Address Contract Filed At
Public Safety Standards & Public Safety Standards & Das SEO
Training, Dept. of Training, Dept. of
4150 Aumswille Hwy S_E. 41530 Rumaville Hwy S5_.E.
Salem, Oregon Salem, Oregon
97317-8381 57317-85981
Contact: Gzeg Riemer Contact: Linsay Hale
Phone: 1 (503) 378-2430 Phone: 1 (953%3) 378-2431
Fax: 1 {503) 378-4414 Fax:
Email: greg.riemer@state.cr.us Email:

Header Comments

This is where the header language would display.

Delivery Regquirements

30 days after purchase ocrder is issued

Payment Terms
Het 45

FOB

FOB Destimnation

Item # |Quantity / Description Unit Cost
Unit

1 1|Commodity Wo. 750-77 $150.00
YARD|Sand and Grawel

Mandatory or Convenience Renewal Option
Convenience Contract Value
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33. Trailer Comments - Enter language that should show up in the Trailer Comments
section of the contract document in ORPIN. Click Next to save and continue.

Delivery Requirements

30 dawys after purchase order is issued

Payment Terms
Net 45

FOB

FOB Destination

Item # |Quantity / Description Unit Cost
Unit
1 1|Commodity Wo. 750-77 5150.00
YRRD|Sand and Grawvel

Mandatory or Convenience Renewal Option

Coovenience Contract Value

Minimum Order
N/&

Return Policy
N/

Warrant'[.r $4.'_'|'.'_'|.'_'|.'_'|
N/

Best Value Analysis

Freight f/ Surcharge

Trailer Comments

This is where the Trailer Comments would display. <

Control # 1527123

34. Clauses — If this page displays, you do not need to fill anything in on it. Just click Next to
save and continue.

35. Commodity Match — This is an area for you to enter additional commaodities as a cross-
reference when people do searches for contracts. It is an optional page. You may add
commodities here, or just click the Finish button.

36. In order for you to publish your contract, you must process it through the workflow.

a. Begin by clicking Complete Step (Creation) in the menu bar.
i. If your opportunity is missing any required information, you will receive an
“Integrity Check Failed” message outlining what is missing.
ii. Click on the underlined location and fill in the missing information.
iii. Once all of the information is populated, you can click on Complete Step
(Creation) again.
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b. The next step in the workflow will display. Click the dropdown box and choose
the name of the person who will process the next step. If you plan on completing
the workflow yourself, choose your own name in the dropdown. Note: Some
steps in ORPIN are conditional based on the type of procurement and the dollar
value so the workflow steps you see may vary based on the solicitation.

c. Continue clicking on the Complete Step button until you have issued the
document or assigned it to someone else to complete.

VIl. Entering Direct Awards:

1. Click on Create Documents in the menu bar.

2. Click on Create an Award / Report ORS190.

13. Discipline — Choose the radio button next to the most appropriate Discipline for the
purchase. (See ORS 279A.010 for more information on definitions of Public Contracting
Code.) Click Next to continue.

3. Award Type — Select the type of award you are going to create. Types will display
based on the Discipline you selected in the previous step. Click on the radio button next
to the appropriate type and click Next to continue.

4. Organizations — Choose the Issued By and Issued For agencies from the dropdowns.
Then click the Supplier button to locate the supplier you are awarding to.

a. Search for Supplier — Enter a piece of supplier information and click the Search
button to locate the supplier.

b. Enter New Suppliers — If the supplier you are awarding to is not in the system,
you need to first perform the search (detailed in the previous step) and then the
Add Supplier button will appear. This will allow you to build an account for the
supplier if they are not previously registered in ORPIN.

Supplier Search

(Test)

:'..':.dd Supplier:K :'.-,-'ie-.-.- MWESE Supplierz:} :'.',-ie-.-.- Disgqualified Supplierz:}
Find Supplier ®

Supplier Name: testing
Supplier 1D

Telephone: {area code/phone number)

Contact First Name:

Contact Last Name:
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5. Additional Information — Validate the information on the screen, and then choose
whether you want to issue the award for the current calendar year or the next calendar
year. Also, indicate whether you want all items to be brought over onto the contract.

6. Agreement — Check the box to confirm that there are no existing contracts that will fulfill
the purpose of this request. (You may choose to click the Browse Contracts button to
perform a contract search before checking this confirmation box.) When you are satisfied
that there are none, check the box and click the Create button to continue.

Create an Award/Report ORS 190

[Test)

@ Back

@ Thi= page allows you to review yvour information before creating the document. It also handles
any additional information needed such a= Calendar Year.

Additional Information Create
Disciplina: Supplies Non-IT

Document Type: Cne Time Contract

Procurement Method: Awards/Agreements

Issued By: FPublic safety Standards & Training, Dept. of

Issued For: Fublic Safety Standards & Training, Dept. of

Calendar Year: @ * @ Current Calendar Year ) Next Calendar Year

Create All Items: @ * @ Yes @ No

* |:| ﬁt there is no existing Contract that will fulfill the purpose of this Reguest.

f Browvse Contra EtE-::'

7. Click the Continue button to transfer into the Document Wizard, which will help you fill
out the necessary information on your award.

Once you are in the Document Wizard, you will see all of the information screens listed
down the left hand side of the window. Do not use these links to navigate from screen to
screen, as doing so does not have an ‘auto-save’ feature so the information you type in
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will be lost. Instead, move from screen to screen by clicking either the Back or Next
buttons along the top of the window.

1. Document Number

[Test)

Document Number:

DCB=-1251-12 (DRAFT)

Control Number: 1504915

10,

11.
1z,
13,

14.

13.
1e.

17,
1z,
13,

Document Number
Supplier Addrass
Supplier Contact
Bill to Address

Bill to Contact
Agency Address
Agency Contack
wiork Site Address
wiark Site Contact

Crocument
Information

Maore Inforrnation
Financial Data
Iterms

Supplier
Identification

Attachrnents

Drganization
Attachrnents

Header Cormnrmments
Trailer Comments

Clauzes

Document Number \ \
@ The docurment number is the reference number for the docurnentfarm. Use these...
NOCRANGE POIMIEd: | e
| Document Number: *DCBS-1251-12
Top

indicates a required field

... hotthese,

Document Number — Based on your agency’s settings, the Document Number will

either auto generate or be available for you to enter. (This field is required.) Click Next to
save and continue.

Supplier Address — The supplier's address information should auto-populate based on

their supplier registration. Update if needed, then click Next to save and continue.

10.

Supplier Contact — The supplier's contact information should auto-populate based on

their supplier registration. Update if needed, then click Next to save and continue.

11.

Contract Administrator Address - The agency information should auto-populate.

Update if needed, then click Next to save and continue.

12.

Contract Administrator — Select the appropriate administrator from the dropdown list.

Click Next to save and continue.

13.

Receiving Address — This information should auto-populate. Update if needed, then

click Next to save and continue.

14.

Receiving Address Contact — Select the person from the dropdown (or enter a new

person in the fields below) to indicate who the contact person at the receiving address
should be. Click Next to save and continue.
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15. Document Information - Populate fields listed below. (Required fields are indicated with
an asterisk.)

a. Contract Start Date — Click the calendar icon to the right of the empty field to
select a start date.

b. Expiration Date — Click the calendar icon to the left of the empty field to select
an expiration date.

c. Maximum Contract Term — This is an optional field, but if you would like to
indicate a maximum contract term date, click the calendar icon to the left of the
empty field to select the date.

d. Estimated Contract Value — Enter your best estimation of the total contract
value in whole numbers.

e. Currency and Rate — These fields auto-populate and should be left as is.

f. Document Title — Enter a title for the contract.

g. Award allows PO’s or Work Orders? — This field only shows up on certain
document types. If this is showing, please indicate whether the award should
allow for Work Orders to be created against it.

h. Allow Item Import/Export? — If you would like to be able to import or export
items to the contract via an excel spreadsheet, click the Yes radio button.

i. Preference — If Reciprocal Preference applies, choose it from the dropdown.

Preferance

Preference Cost

Feciprocal Preference

Administrative Fee (%)

j.  Administrative Fee (%) — If the contract has VCAF and it is calculated by
percentage, enter the VCAF percent here.

k. Administrative Fee ($) — If the contract has VCAF and it is a flat dollar amount,
enter the VCAF amount here.

I.  Total Administrative Fee — Leave this field blank.

m. Vendor Collected Administrative Fee — Leave this field blank.

n. Number of days prior to contract Expiration to notify Buyer — Indicate when
you would like to receive a contract expiration notice email. It defaults to 60 days.

0. Number of days prior to insurance Expiration to notify Buyer — Indicate
when you would like to receive a contract insurance expiration notice email. It
defaults to 30 days.

p. Resident Bidder — This field should auto-generate based on what was entered
on the supplier’s bid response. Confirm that setting is correct.

g. Maximum # of Items to display in Iltem Block — Leave this field blank.

r. Click Next to save and continue.
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16. More Information - Populate fields listed below. (Required fields are indicated with an

asterisk.)

a. Mandatory or Convenience — Indicate whether the contract is mandatory for
use or a convenience. Refer to OAR 125-247-0296 for more information.

b. Renewal Option — Enter any renewal option information you would like to post.

c. Warranty — Enter warranty information here.

d. Minimum Order — If there are minimum order requirements, indicate this here. If
not, enter “N/A”.

e. Delivery Requirements — This defaults to “30 days after purchase order is
issued”. If desired, you may choose a different option from the dropdown.

f. FOB — Select the appropriate Freight on Board description.

g. Freight/Surcharge if minimum order value not met — Enter as appropriate.

h. Delivery Comments — Enter as appropriate.

i. Best Value Analysis — Enter as appropriate.

j.  Return Policy — Describe the return policy for the contract items. You can enter
“N/A” if the contract is for services and there is no return policy.

k. Payment Terms — This defaults to Net 45, but you may change this if desired.

.  Payment Terms Comments — Provide additional payment term details here.

m. Procurement Authority Citation — Indicate where your procurement authority
for this contract comes from.

n. Procurement Authority Citation Comment — Cite the actual rule, etc which

gives you your procurement authority.

Procurement Authority Citation

Oregon Administrative Bule -

Procurement Authority Citation Comment * ORR 279R_050, ORR 125-247-0270

0.

Special Procurement/Exemption — If this award was the result of a special
procurement or exemption, please indicate this by choosing from the dropdown.
Special Procurement/Exemption Citation — If the award was the result of a
special procurement or exemption, please cite the procurement or exemption
number here.

Contract Filed At — How you populate this field is extremely important. It
controls which agency will be able to make changes to the documents within the
master file going forward. Please indicate whether DAS SPO or the Agency will
maintain control of the procurement file going forward.

Assigned Mentor — If you worked with a mentor during this procurement and
would like to note this, enter the mentor’'s name here.

Version Date: August 2014 Page 46




s. DOJ Assigned Attorney — If you would like to track which DOJ attorney you
worked with on this procurement, list it here.
t. Click Next to save and continue.

17. Financial Data — This is an optional area where you could track accounting numbers if
desired. Click Next to save and continue.

18. Item — Enter the contract items. To add an item, enter a search keyword or code and
click on the appropriate commodity in the results list. This will move the commaodity to
the right side of the screen, where you can then enter a Quantity, Unit of Measure
(UOM), Unit Price, and Description. Repeat until all items are listed. Click Next to save
and continue.

19. Supplier Insurance — If you want ORPIN to track the supplier’s insurance, you can
enter an Expiration Date (click on the calendar icon to choose the date) and then choose
the insurance type from the dropdown. If you do not want ORPIN to track the insurance,
check the box titled “Insurance is Not Required”. Click Next to save and continue.

20. Supplier Identification — You are required to enter either a Federal Tax ID number
(FIN) or Social Security Number (SSN). It is HIGHLY recommended to use FIN
whenever possible; however if the SSN must be used the system does encrypt this
information for security purposes. Click Next to save and continue.

21. Attachments — Load any attachments that you would like to post on the contract file by
entering an Attachment Title and then clicking the Browse button to locate the file on
your computer. For example, you may choose to upload a copy of the actual contract
document (please black out or remove any personal identification numbers or other
confidential information- remember all suppliers and internal agency users can view
contract attachments). Click Next to save and continue.

14. Attachments

(Test)

Document Number: 259-1163-13 (DRAFT) Control Number: 1527123
(Back ) (_save ) (_Next )

1. Document Number :

2. Supplier Address EAttachments

3. Supplier Contact

4, Contract ! The maximum total file u ad size per Submit is 18.59 MB
Administrator : - . *
Py Attachment title Contract Do at File s

5. Contract i Attachment title File
Administrator :

g

g
&

22. Organization Attachments — If this page displays, you do not need to load anything on
this page. By default, it contains the State of Oregon seal, which will display on the
Award Summary page. Click Next to save and continue.
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23. Header Comments — Enter language that should show up in the header section of the
Award Summary contract document in ORPIN. Click Next to save and continue.

Award Summary
One Time Contract

menu

(Test)

Vendor list for gravel and landscaping material

Oregon Procurement Infarmation Network

Maintain

Supplier Address

OEPIN OAC Test Account
1232 Main Street

Salem, Oregon

87302

Contact: Primary Contact

Phone: 1 (33%) 555-1212
Fax:
Email: primarycontact@test.test

Contract #
259-1163-13

Opportunity #
259-1121-11
Contract Start Date
0571572013
Expiration Date
05/31/2013
Supplier Number
34722

All dates are mm/dd/vyyy

ional Attachments Do Not Exist

Secondary Suppliers Do Not Exist
User Comments Do Mot Exist

Contract Administrator

Public Safety Standards &
Training, Dept. of

4150 Zumswville Hwy 5.E.
Salem, Oregon

§7317-8381

Contact: Greg Riemer

Phone: 1 (503) 378-2430
Fax: 1 {503) 373-4414
Email: greg.riemer@state.cr.us

Header Comments

This is where the header language would diasplaw.

Receiving Address

Public Safety Standards &
Training, Dept. of

41530 Zumsville Hwy S5.E.
Salem, Oregon

87317-8%81

Contact: Linsay Hale
Phone: 1 (55%%) 3783-2431
Fax:

Email:

Contract Filed At
DES 500

Delivery Requirements

Payment Terms
Het 45

FOB

FOB Destination

30 days after purchase order is issued

Item # | Quantity /

Unit

Description

Unit Cost

1 1| Commodity Mo. 750-77
YRRD|Sand and Gravel

$150.00

Mandatory or Convenience

Convenience

Renewal Option

Contract Value
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24. Trailer Comments - Enter language that should show up in the Trailer Comments
section of the contract document in ORPIN. Click Next to save and continue.

Delivery Requirements

30 dawys after purchase order is issued

Payment Terms
Net 45

FOB

FOB Destination

Item # |Quantity / Description Unit Cost
Unit
1 1|Commodity Wo. 750-77 5150.00
YRRD|Sand and Grawvel

Mandatory or Convenience Renewal Option

Coovenience Contract Value

Minimum Order
N/&

Return Policy
N/

Warrant'[.r $4.'_'|'.'_'|.'_'|.'_'|
N/

Best Value Analysis

Freight f/ Surcharge

Trailer Comments

This is where the Trailer Comments would display. <

Control # 1527123

25. Clauses - If this page displays, you do not need to fill anything in on it. Just click Next to
save and continue.

26. Commodity Match — This is an area for you to enter additional commaodities as a cross-
reference when people do searches for contracts. It is an optional page. You may add
commodities here, or just click the Finish button.

27. In order for you to publish your contract, you must process it through the workflow.

a. Begin by clicking Complete Step (Creation) in the menu bar.
i. If your opportunity is missing any required information, you will receive an
“Integrity Check Failed” message outlining what is missing.
ii. Click on the underlined location and fill in the missing information.
iii. Once all of the information is populated, you can click on Complete Step
(Creation) again.
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b. The next step in the workflow will display. Click the dropdown box and choose
the name of the person who will process the next step. If you plan on completing
the workflow yourself, choose your own name in the dropdown. Note: Some
steps in ORPIN are conditional based on the type of procurement and the dollar
value so the workflow steps you see may vary based on the solicitation.

c. Continue clicking on the Complete Step button until you have issued the
document or assigned it to someone else to complete.

VIl. Entering ORS190 Agreements:

Click on Create Documents in the menu bar.
Click on Create an Award / Report ORS190.
Discipline — Select the radio button by “ORS 190 (IGA)” and click Next to continue.
Organizations — Choose the Issued By and Issued For agencies from the dropdowns.
Click the Agency button to locate the agency you are entering into an agreement with.
a. Search for Organization — Enter the agency’s name and click the Search button
to locate them.
b. Entering New Organizations — If the agency you are awarding to is not in the
system, you need to request that they be built. Send an email to the ORPIN Help
Desk at info.orpin@state.or.us requesting that they build the agency in ORPIN.
They will need the agency’s name, address, and federal tax id number (if
available).
c. Click Next to continue.
5. Additional Information — Validate the information on the screen, and then choose the
ORS 190 Agreement type from the dropdown.

PwnNpRE

Additional Information Create

Discipline: ORS 190 (IGA)

Document Type: Intergovernment Agreement (OR5190)

Procurement Method: Awards/Agreements

Issuad By: State Procurement Office

Issued For: State Procurement Office

Agency: DHS - Department of Human Serygy

Select Type: ¥ colect Type -

Calendar Year: @ g oolect Tipe | Mext Calendar Year
Intergovernmental

* indicates a required field Interagency Top
Interstate
International/Trikal
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Indicate whether you want to issue the agreement for the current calendar year or the
next calendar year. Click Create to continue.

14. Click the Continue button to transfer into the Document Wizard, which will help you fill
out the necessary information on your agreement.

Once you are in the Document Wizard, you will see all of the information screens listed
down the left hand side of the window. Do not use these links to navigate from screen to
screen, as doing so does not have an ‘auto-save’ feature so the information you type in
will be lost. Instead, move from screen to screen by clicking either the Back or Next
buttons along the top of the window.

1. Document Number

[Test)

Document Number: DCBS-1251-12 (DRAFT) Control Mumber: 1504915

Document HNumber | Skip \ ( EECE ) ( Finish )

Supplier Contact

Bill to Addreszs @ The docurnent nurber is the reference number for the document/form. Use these...

1.

2. supplisraddress | Document Number \ \
s

4,

L .

Bill to Contact

E. Agency Address

F. Agency Contack
2. ‘Waork Site Address Document Mumber: *DCES-1251-12
2. wark Site Contact

Toy
i * indicates a required field P

10, Docurnent

Information
< ... hot these.

11, Mare Infarmation

12, Financial Data
13, Iterns

14, Supplier
Identification

15, Attachments

16, Organization
Attachments

17, Header Comments

18, Trailer Comments

19, Clauses

6. Document Number — Based on your agency’s settings, the Document Number will
either auto generate or be available for you to enter. (This field is required.) Click Next to
save and continue.

7. Secondary Organization Address — The address for the agency that you are going into
agreement with should auto-populate based on their agency account. Update if needed,
then click Next to save and continue.
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8. Secondary Organization Contact — Available contacts for the agency you are going
into agreement with should auto-populate in the dropdown. Select a contact or enter one
in the fields below, then click Next to save and continue.

9. Agreement Administrator Address - Your agency information should auto-populate.
Update if needed, then click Next to save and continue.

10. Agreement Administrator — Select the appropriate administrator from the dropdown
list. Click Next to save and continue.

11. Primary Organization Address — This information should auto-populate. Update if
needed, then click Next to save and continue.

12. Primary Organization Contact — Select the person from the dropdown (or enter a new
person in the fields below) to indicate who the contact person at the Primary
Organization should be. Click Next to save and continue.

13. Issued For Contact — Select the person from the dropdown (or enter a new person in
the fields below) to indicate who the contact person at the Issued For Agency should be.
Click Next to save and continue.

14. Document Information - Populate fields listed below. (Required fields are indicated with
an asterisk.)

a. Agreement Start Date — Click the calendar icon to the right of the empty field to
select a start date.

b. Expiration Date — Click the calendar icon to the left of the empty field to select
an expiration date.

c. Maximum Agreement Term — This is an optional field, but if you would like to
indicate a maximum agreement term date, click the calendar icon to the left of
the empty field to select the date.

d. Agreement Value — Enter your best estimation of the total agreement value in
whole numbers. You may enter O if there are no dollars to be exchanged.
Currency and Rate — These fields auto-populate and should be left as is.
Document Title — Enter a title for the agreement.

Subject Matter — Enter a description of what the agreement is for.

Number of days prior to agreement Expiration to notify Buyer — Indicate

when you would like to receive an agreement expiration notice email. It defaults

to 60 days.

i. Maximum # of Items to display in Item Block — Leave this field blank.

j.  Click Next to save and continue.

15. More Information - Populate fields listed below. (Required fields are indicated with an

S@ ™o

asterisk.)
a. Delivery Requirements — Enter delivery requirements here. If there are none,
type “N/A”.
b. FOB — Select the appropriate Freight on Board description.
c. Delivery Comments — Enter as appropriate.
d. Payment Terms — This defaults to Net 45, but you may change this if desired.
e. Payment Terms Comments — Provide additional payment term details if

needed.
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f. Procurement Authority Citation — Indicate where your procurement authority
for this agreement comes from.
g. Procurement Authority Citation Comment — Cite the actual rule, etc which

gives you your agreement authority.

Procurement Authority Citation Oregon Ldministrative Rule -

Procurement Authority Citation Comment ORR 275L.050, OAR 125-247-0270

h. Special Procurement/Exemption — If this agreement was the result of a special
procurement or exemption, please indicate this by choosing from the dropdown.

i. Special Procurement/Exemption Citation — If this agreement was the result of
a special procurement or exemption, please cite the procurement or exemption
number here.

j-  Agreement Filed At — How you populate this field is extremely important. It
controls which agency will be able to make changes to the documents within the
master file going forward. Please indicate whether DAS SPO or the Agency will
maintain control of the procurement file going forward.

k. Assigned Mentor — If you worked with a mentor during this procurement and
would like to note this, enter the mentor’'s name here.

I. DOJ Assigned Attorney — If you would like to track which DOJ attorney you
worked with on this procurement, list it here.

m. Click Next to save and continue.

16. Financial Data — This is an optional area where you could track accounting numbers if
desired. Click Next to save and continue.

17. Attachments — Load any attachments that you would like to post on the agreement file
by entering an Attachment Title and then clicking the Browse button to locate the file on
your computer. For example, you may choose to upload a copy of the actual signed
agreement document (just remember all suppliers and internal agency users can view
agreement attachments), specific ordering instructions, etc. Next to save and continue.

18. Organization Attachments — If this page displays, you do not need to load anything on
this page. By default, it contains the State of Oregon seal, which will display on the
ORS190 Summary page. Click Next to save and continue.
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19. Header Comments — Enter language that should show up in the header section of the
ORS190 Summary contract document in ORPIN. Click Next to save and continue.

(ORS 190) Summary

Interagency

Test OF&Q‘M Procurement Infaormation Netwaork
[Test)

Agreement Administrator

State Procurement Office

1225 Ferry Street 52, Ul40 Agreement #
Salem, Oregon 102—2052—13
37301 Agreement Start Date
04,30/2013
Expiration Date
05/28,/2013
Contact: EHeri L Zshford Agency Number
Phone: 1 {99%9) 378-4&80 100000
Fax: All dates are mm/dd/yyyy
Email:
Attachments Do Not Exist
Additional Organizations Do Mot Exist
User Comments Do Not Exist
Secondary Organization Primary Agreement Filed At
DHS - Department of Human Servicesnrgamzatm"
250 Winter 5t NE State
Salem, Oregon Procurement
57301 Office

1225 Ferry
Street S5E, Tl40
Salem, Cregon

57301-4285
Contact: Donna L Aman (DHS) Contact: Rari z Contact: Laura Barna
Phone: 1 (333) 547-5082 ahenrgPhone: 1 (333) 373-2468
Fanc: Phone: 1 (ggg)Fax: 1 (993) 373-0%928
Email: donna.l_zman@state.cr.TEST 375- Email: ops contracts dist@das.state.or TEST
4830
Fa:
Email:

Header Comments

This is where the Header Comments would diasplay. b

Subject Matter

This is the subject matter.

Agreement Value

£

Trailer Comments

This is where the Trailer Comments would display.b

Control # 1527126

20. Trailer Comments - Enter language that should show up in the Trailer Comments
section of the agreement document in ORPIN. (See screenshot on previous page.) Click
Next to save and continue.
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21. In order for you to publish your agreement, you must process it through the workflow.
a. Begin by clicking Complete Step (Creation) in the menu bar.
i. If your opportunity is missing any required information, you will receive an
“Integrity Check Failed” message outlining what is missing.
ii. Click on the underlined location and fill in the missing information.
iii. Once all of the information is populated, you can click on Complete Step
(Creation) again.

b. The next step in the workflow will display. Click the dropdown box and choose
the name of the person who will process the next step. If you plan on completing
the workflow yourself, choose your own name in the dropdown.

c. Continue clicking on the Complete Step button until you have issued the
document or assigned it to someone else to complete.

Version Date: August 2014 Page 55



