Processing of Special Request Documents in ORPIN, both agency user and DPO.

The following is a general example of one type of document under “Special Requests”, in which SPO is
only trying to display how an agency user will be notified when they have a step to progress, where to
find it and how to progress the document to the next stage.

Authorized Agency staff will fill out the request
q/ document and select the create button.
P

artment of Administrative Services, State Services Division

menu

© print
Delegation of Purchase Authority Request
State Procurement and Contracting

& delgflation ﬁequest under ORS 2794.075 and OAR 125-246-0170(&) is to be made through ORPIN or in writing to
the sgate Chiéf Procurement Officer of the departrnent of Administrative Services, State Services Division (5507,
Statf Procurement Office {DAS SPO). Your Reguest must be dated and signed by the agency Designated
Prgfurement Officer (DPQ), or designee. This delegation of purchase authority request is to be used by all state
agencies subject to the Deparment of Administrative Services purchasing authority pursuant to ORS 2794.140,

To: Dianne Lancaster, Chief Procurement Officer Phone: S503-378-4721
DAS S50 State Procurement Office Fax: 503-373-1626
1225 Ferry Street SE U140
Salem, OR 97301-4268

Date Agency Mame:
OLaT - Central Services
Agency 6-digit Number: Mame of Designated Procurement Officer (DPO):
FI0000-cs Denna Coleman
Address: DPO Number:
455 Airport Bd BE 1 {999) 926-26&5
Eldg K -
Salem, OB 97301 DPO Fax Mumber:
1 (299 225-2630

Expenditure Account Number:

58994473
Received Date: DAS SPO File #:
DELEGATE-20-08&
AGENCY MUST PROYIDE THE FOLLOWING INFORMATION
[] Tes [ Mo Does a price agreement exist for any or all of the product(s) or service(s)?
[] Tes [/ Mo Is the product{s) or service(s) available through the Inmate Program?

€]




A similar page will display to the authorized agency user

a Approval - Microsoft Internet Explorer provided by DAS

OREGON

Review/Approve
[Test)
File #: DELEGATE-20-06

Current Step:

Creation "—

Submit/Return

02/07/2007 12:39 PM

Mext Step: *DPO Approval

Person Responsible *
for Hext Step:

Send email to person respong 00OT - Central Services —--—

—— 0DOT - Oregon Department of Transportation ——

Current step
Next Step

Select Party

* Indicates a required field - Agency, DPO

g =T L ——

—-— ODOT - Agency - Transportgbd
Foster, Diana L‘—

—— 0AC Agencies... —-—

—-— DA% Authority Agencies --
—-— Executiwe --

—-— Btate Gowermment --

—-- ORPIN Svstem —--—

For this demonstration only
two individuals are assigned

aDPO role.

I_ I_ E |4 Internet

L

pproval - Microsoft Internet Explorer provided by DAS

OREGON

Review/Approve
[Test)
File #: DELEGATE-30-06

Current Step: Creation

Mext Step: *DPO Approval

Submit/Return

02/07/2007 12:39 FM [}\_,

Person Responsible

*I Foster, Diana L
for Next Step:

-

The authorized agency

Send email to person responsible for the document? W

¥ Indicates a required field

An e-mail will be generated from the ORPIN
system to the selected DPO.

=== user will selectthe proper
DPO to send the document
to for approval

I_ I_ E |4 Internst

a




A similar message shall appear in the DPO’S e-mail account -

Diana, Please approve-this-document-and move-to-the-next process step

T

The ORPIN-System-can-be-found-at. ™+ Message from agency user
http:&orpinalt. oregon. govA224p_testfopen. dily -

1

special Reguest:e!
Reguest-for-Delegati
If-you-have-an ionsmith-respect-to-the-document -please contact-Denna; (Ph:1-[999)-536-2665-1.

[f-youhave-any- que ntact-the <a href="hitp:.fuweer. oregon owDAS/SS0SPO/ORPIM- Contact-info. shtml™

376-46429

(22432 Test)f System Id’'s who request came from

System identified document titles

This mock up was done in test ignore all other references



The document is now in the control of the DPO -

Complete the following steps:

Step 1 - DPO logs into ORPIN

e-Procurement

ORPIN

[(Test)
Access, Browse and Compete on Opportunities at any time.

Login to ORPIN (@

User Mame: IDFoster

FPassword (caze sensitivel: I********

( Suhmit) ( Reset )

Having trouble logging in? Click here

The DPO has received the e-mail so they
would log into ORPIN as they normally
would




Step 2 - DPO goes to “My Documents” to select search method

Hello Diana Foster QDOT - Agency - Transportation
Cormrmission

The last time you logged onto the system was: 01/24/2007 10:42 &AM
Welcorne to ORPIN

The Mavigation menu on the left includes links to all functions you have been authorized to use in the
ORPIN system.

Intermal User Help
How to progress a PR to SPO {updated 01/05/2006)

My Docurments QRF Price Determination Request (updated 01/05/2006)

Browse Su, oliers QRF Contract Amendrent w/Price Adjustrents
fupdated 01/05/2006)

Create Diocurm =nts

Special Requests
{delegation, exemption, special procurernent, sole source) etc.- To
be posted

Client Initiated Armendrment - To be posted

Cormrmodity Code

Reporting/Tnguiry
IM Time Select "My Documents”

Exit from ©RPIRM




Step 3 - DPO selects search to find document

My Documents

_ [Test)
I‘Ilt‘r]'l'l Document Search To Do List
Search for docurnents by Search for docurmments yvou have
person,arganization, Supplier Registration responsibility for,
nurber.

Distribution List Maintenence
Create or edit distribution lists

/ Selectthe "To Do List” in ether location




Step 4 - DPO searches for document

mecenu

My Documents

[Test)

To Do List

Responsible Person: Foster, Diana
"Issued By" COrganization:
"Issued For" Organization:

Use Organization Hierarchy for "Issued For" COrganization?

ves

Search Method: IAll Draft Documents

= Na

@

\_Find_’.' k_Clear_’.'

e

Fi

i|-u:|_'_,I l‘_CIE.EH'_'_,'

Docurnent Type: ISpecial Leoquest LI IAll

You can usually leave the selection settings alone and just click

on "Submit”

—



Step 5 - DPO selects document from list that displays

My Documents

men e

To Do List @
Responsible Person: Foster, Diana
"Issued By" Organization: | Find } { Clear )
"Issued For" Organization: (Find } [ <lear )
Use Organization Hierarchy for "Issued For" Organization? Cves Mo
Search Method: IAll Draft Documents LI
Docurnent Type: ISpecia.‘L Tequest LI IAll ;I

1 matching record(s)

I: Show Search Cetails ::::

Document Amend Document Type Document SubType Created Date Status
1 [ oELEGATE-20- Special Request Request far 02/07/2007
o5 Delegation

Click on the appropriate document from the e-mail




Step 6 - DPO reviews document for completeness

O rrint

ent

=L

g"rf.'xh& The Document displays, DPO does whatever reviews of
- B document needed.

Department of Administrative Services, State Services Division

Delegation of Purchase Authority Request
State Procurement and Contracting

& delegation request under QRS 2794.075 and OAR 125-246-0170(3) is to be made through ORPIN or in writing to
the state Chief Procurement Officer of the department of Administrative Services, State Services Division (S50),
State Procurerment Office (DAS SPO). Your Reguest must be dated and signed by the agency Designated
Procurement Officer (DPO), or designee. This delegation of purchase authority reguest is to be used by all state
agencies subject to the Deparment of Administrative Services purchasing authority pursuant to ORS 2794.140,

To: Dianne Lancaster, Chief Procurement Officer Phone: 503-378-4721
Das S50 State Procurernent Office Faux: 503-373-1626
1225 Ferry Street SE U140
Salemn, OR 97301-4268

Date Agency Name:
Oz 07 2007 ODaT - Central Serwices
Agency 6-digit Number: Mame of Designated Procurement Officer (DPO):
F30000-cs Denna Coleman
Address: DPO Mumber:
455 Airport Bd SE 1 (999) 986-F&665
Eldg K -
Salem, OR 97301 DPO Fax Mumber:
1 (299) 386-2Z630

Expenditure Account Number:

EE8994473
Received Date: DAS SPO File #:
DELEGATE-50-0€
AGENCY MUST PROYIDE THE FOLLOWING INFORMATION
[ Tes No Does a price agreement exist for any or all of the product{s} or service(s)?

[ Tes [ Mo Is the product{s) or service(s) available through the Inmate Program?




Step 7 - Review shows document not complete. DPO can choose to correct, complete the
information or Revert the document back to the authorized agency user

B, If information is missing DPO can either put it inthe document or "Revert” the document
/backto the authorized agency user to fill in.
e

partment of Administrative Services, State Services Division

- Delegation of Purchase Authority Request
State Procurement and Contracting

L delegation request under ORS 2794.075 and OAR 125-246-0170(&) is to be made through ORPIN ar in writing to
the state Chief Procurement Officer of the department of Adrinistrative Services, State Services Division (S3D),
State Procurement Office {DAS SPCY, vour Regquest must be dated and signed by the agency Designated
Procurement Officer {OPOY, or designee, This delegation of purchase authority reguest is to be used by all state
agencies subject to the Deparment of Adrministrative Services purchasing authority pursuant to ORS 2794.140,

To: Dianne Lancaster, Chief Procurernent Officer Phone: G503-378-4721
DAS S50 State Procurement Office Fax: 503-373-1626
1225 Ferry Street SE U140
Salem, OR 97301-4268

Date Agency Name:
0z 0752007 OpaT - Central Services
Agency 6-digit Number: Mame of Designated Procurement Officer {DPO):
7E0000-C3 Denna Coleman
Address: DPO Mumber:
455 Airport Rd SE 1 (999) D86-Z6E5
Eldy K -
falem, DR 97301 DPO Fax Number:
1 (95%3) 986-Z630

Expenditure Account Number:

EE2994479
Received Date: DAS SPO File #:
DELEGATE-20-0&
AGENCY MUST PROYIDE THE FOLLOWING INFORMATION
[ Te=s [ Mo Does a price agreement exist for any or all of the product(s) or service(s)?

[ Tes [/ Mo Is the product{s) or service(s) available through the Inmate Program?




Step 8 - DPO reverts document back to authorized agency user

OREGON close @ o

Revert
(Test)

Submit/Return
File #: DELEGATE-20-06 02/07/2007 1:26 PM
Current Step: DPO Approval
Revert to Step *Creation
Person Responsible for Next *looleman. Denna j
Stap: ’

Zend ernail to person responsible for the docurment? [v

* Indicates a required field

DPO selects the authorizgdd agency user and clicks on
"SubmitiReturn”

Explains in the e-mail message what is heeded.

(] [ |5 [#@ miermet

N S

Step 9 - Authorized agency user gets e-mail and fills in missing information on the document
being created, and then sends back to DPO.

Step 10 - DPO follows steps 1 through 8 again. If 8 is ok then move to step 11.




Step 11 - DPO approves the document and moves it to the next step by clicking on the “DPO
Approval” selection

Clicks on the DPO Approval selection

epartment of Administrative Services, State Services Division

Delegation of Purchase Authority Request
State Procurement and Contracting

A dejegation request under ORS 2794.075 and OAR 125-246-0170(&) is to be made through GORPIN or in writing to
theftate Chief Procurement Officer of the department of Administrative Services, State Services Division (S350},
Stgte Procurement Office {DAS SPOY. Your Request must be dated and signed by the agency Designated
Pyocurement Officer (DPOY, or designee. This delegation of purchase authority request is to be used by all state
gencies subject to the Deparment of Administrative Services purchasing authority pursuant to ORS 2794.140.

Ta: Dianne Lancaster, Chief Procurernent Officer Phone: 503-3758-4721
CAS S50 State Procurement Office Fax: 503-373-1626
1225 Ferry Street SE U140
Salern, OR 97301-4268

Date Agency Name:
0z 072007 O0O0T - Central Services
Agency 6-digit Number: Name of Designated Procurement Officer (DPO):
730000-C8 Dermna Coleman
Address: DPO Number:
455 ALirport Rd SE 1 (999) 98E-ZEEE
Eldg E "
Salem, OR 97301 DPO Fax Number:
1 {9929) 986-Z620

Expenditure Account Number:

L&8594479
Received Date: DAS SPO File #:
DELECATE-20-0&
AGENCY MUST PROYIDE THE FOLLOWING INFORMATION
[ Tes [A Mo Does a price agreement exist for any or all of the product(s) or service(s)?

[ tes [A He 15 the product{s) or service(s) available through the Inmate Program?




Step 12 - DPO selects the responsible party for the next step in the workflow process, and clicks on
“Submit/Return”. The document will leave the DPO’S control. For this type of document the next
step will be “Send to SPO”. The responsible person(s) will be different in other types of documents.

a Approval - Microsoft Internet Explorer provided by DAS

OREGON
Review/Approve
[Test)
File #: CELESATE-90-06 02072007 1:31 PM
Current DPO approval Select the party that

Responsible

Step: completes the next step.
Mext Step: *Send to SPO for Processing /
Person *ISelect. Terson Responsibkble

for Mext t Person R onsible
Sthep: o0oT - Central Serwvices —-—
. —— 0O0OT - Oregon Department of Transportation —-
Send email g ¥ k . porhat
—-— 000OT - Agency - Transportation Commission —--—

—— 0AC Agencies. .. —--—
—-— DAZ Authority Agencies —-
—-— Executiwe —-—

* Indicates 3

Belect to send for processing, 2P0 Special Regquest Forwarding Account -
—— State Government —-—
—— OBPIM Svystem —-—

L

|:§h| I_ I_ E |‘ Inkernet

(}REG()N Close @

Review/Approve
[Test)

Submit/Return
File #: DELEGATE-20-06 02/07/2007 1:31 PM
Current DPO Approval
Step:

Mext Step: *Send to SPD for Processing

Person
Responsible
for Next
Step:

*ISelect. to send for processing, SP0 Special Becquest Forwarding Account —;I

Zend email to person responsible for the document:
* Indicat ired field .

neiesRes 8 rmanEa T Send an e-mail to let them know they now
have the document under their control for
the next step.

DPO is currently done with this document.



