Purchase Request Creation/Send to SPO

Access the ORPIN home page through your Internet access.

ORPIN
ment

Welcome to the Oregon Procurement Information Metworl: (ORPIM),
ORPIN provides access to procurement and contracting information

FORPIM Harmne issued by the State of Oreqon, local governments, and political
: subdivisions, You may browse the site as an anonymous user and see
Login to ORPIM summary information, Select the "Browse" option in the left

navigation bar to explore these capabilities,

Supplier

Reqistr:

If you wish to wiew or download the entire opportunity you will need
to complete the reqistration process, You may register as a Basic or
Premium Subscriber, Please see the "Subscription Levels" option in

the left navigation bar to see the features of each subscriphion level,

If you have not yvet reqistered you may register now by selecting the
"Supplier Reqistration” option in the left navigation bar, If you are
already registered you may log on now by selecting the "Logon to
ORPIN" option in the left navigation bar.

If you have any questions about ORPIN, information, including
answers to commonly asked questions, can be found here,

Last ORPIN Update 09/20/2006

2. Click on “Login to ORPIN” in the left hand menu bar
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A similar screen will display

e-Procurement

ORPIN

[Test)

Access, Browse and Compete on Opportunities at any time,

Login to ORPIN (3

Supplier

R ration

User Name: I

Password (caze sensitive]! I

( submit ) { Reset )

Having trouble logging in? Click here

3. Enter your “User Name”
4. Tab down and enter your “Password”

5. Click on the “Submit” button.
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A similar screen will display with the name of the Person logging on to the ORPIN system.

Hello Delegated Buyer - Agency

The last time you logged onto the system was: 12/15/2006 11:37 iM
menu
Welcome to ORPIN

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

Internal Usar Help

pportuni
nd ‘__,_—-—" If you are unsure how a process

Purchase Requesttn PO may work click on ane of the five

Bty Documents QRF Price Aareement Determination to $P0 processes in the Internal User

Help section

Amend a ORF contract /

Create Documents Client Initisted Amendment to SPO
Special Request to 5RO

@ Help for ORPIN Contact Us | Disclsimer Version (CRPEN 2,24,26)

Privacy Statement

6. Click on “Create Documents” from the left hand menu bar
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A similar screen will display

Create Documents

[Test)

Create a Notice
Create a variety of Notice pastings including
CORCPP Opportunity

Create an Opportunity
Create and Post an Opportunity

Create a Work Order
Create a Work Order against an Agreement
to Agree

\ Select the following

(2) Help for ORPIN

Create a Purchase Request

reate a Purchase Request

Create an Award/Report ORS 190

Contact Us | Disclaimer
Privacy Statement

Create Price Agreement, Agreement to
Agree, or other Contract documents ar
Report an ORS 190 Activity

Create a Client Initiated Amendment

Create an Amendment draft for a Contract
issued on your agency's behalf by SPO

Wersion [OSPEN 2.24.26)

|_|_ ré_ o Internst 4

7. Click on “Create a Purchase Request” on the main screen or the left hand menu bar.
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A similar screen will display

My Dacurnents

Browse Suppliers

Create a Purchase Request

(Test)

@ To start creating a Purchase Request, select the discipline from the list provided and press
Hext,

Discipline

@ {" Supplies Non-IT
® ¢ supplies IT ‘\ Select the type of Service or Supplies you

are wanting to acquire by clicking on the
@ " Trade Services Non-IT radio button

@ " Trade Services IT

@ " Personal Services Non-IT
@ {" Personal Services IT

® cane

@ " A & E Related Services
@ " Ordinary Construction

@ {" Public Improvement

Top

8. Click on the matching type of discipline on the face of the document and then click
on “Next”
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A similar screen will display

Create a Purchase Request

[Test)

@ Back

@ Select the Organizations for the document, Issued By refers to the issuing organization. Issued

For refers to the arganization the docurnent is intended for,

Organizations
Ilassued *ISt.ate Procurement O0ffice 102000 j
i
:55"““' *IAdministrative Services, Department of 107000 j
or:
@ Help for ORPIN Cantact Us | Disclaimer Version (OEPEN 2.24,26)

Privacy Staterment

9. To select the “Issued By” agency, click on the down arrow for a drop down menu of
your agency’s organization. Choose the agency the PR is being issued by.

10. To select the “Issued For” agency, click on the down arrow for a drop down menu of
agencies you have permission to issue PR’s on behalf of. Choose the agency the PR
is being issued for (i.e. a field office, personnel office, etc.).

11. After completing steps 8 and 9 above, click on “Next”.
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A similar screen will display

Create a Purchase Request

[Test)

@ Back

@ This page allows you to review your information before creating the document, It also handles
any additional information needed such as Calendar vear.

Additional Information

Discipline: Supplies Non-IT
Document Type: Purchase Request

Procurement Method: Purchase Request

FCreate Documents

e o et Issued By: State Procurement Office
2 3 MOTICe

Issued For: Administrative Services, Department of

Calendar Year: @ ¥ & Current Calendar Year ¢ Next Calendar Year

[, I agree that there is no existing Price Agreement that will fulfill the purpose of this Request.
Browse Contracts j Browse for a current
contract
* indicNes a required fild Tap

Check this box

@ Help for ORPIN Contact Us | Disclaimer Version [OBPEN 2,24,26)
Privacy Staterment

12. Verify the Discipline, Document Type, Procurement Method, Issued By, Issued For
and Calendar Year.

13. Browse for a current contract for this Service or Supplies

14. Check the “I agree etc.” box and click on “Create”
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A similar screen will display as a Request for Supplies and Services (PR) document is generated.

ialaalt i Request for Supplies & Services

(PR) Oregon Procurement Information Network
Close . .
© ciose Document Title does not exist
O rrint (Test]
curnent Issued By
o State Procurement Office
1734 Agency Street Purchase Request #
Agency Place, Oregon 102_107 1_06
97303 Issued Date
Contact: all dates are mmsdds vy
Phone:
Fax:
Email:
Attachrnents Do Mot Exist
Issued For Procurement Authority
Citation

Administrative Services, Department of
12324 Agency Strest
Agency Place, Oregon

7303
Special
Procurement/Exemption

Contact:
Phone:
Fax:
Email:

Agency MNo. Year Index PCA Object Agency Object

Grant Grant Phase Project Project Phase Percentage

15. The System will fill in the Issued by and Receiving Address Information based upon
the selections you made in Steps 8 & 9 (Issued By and Issued For).

16. It is not possible to change the agency name at any time. If it becomes necessary
to change the agency name, you must Delete (selection in left hand menu bar) this
document and create a new document.

17. For more information on revising or entering contact information, please proceed to
the next step in this document.
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Request for Supplies & Services
( P R) Oregon Procurement information Network

Document Title does not exist
[Test)

Issued By

State Procurement Office

1734 Agency Strest Purchase Request #
Agency Place, Oregon 102_10? 1_06
37303 Issued Date
Contact: &ll dates are mmddddSyyyy

Phone:
Fax:
Email:

Attachments Do Mot Exist

Issued For Procurement Authority

Administratiwve Serwvices, Department of Citation

1234 Agency Street

Agency Flace, Oregon

Q73032
Special
Procurement/Exemption

Contact:

Phone:

Fax:

Email:

Agency MNo. Year Index PCA Object Agency Object
Grant Grant Phase Project Project Phase Percentage

Funding Source

18. If necessary, you can change the Issued by Address or the Receiving Address. You
may do so my selecting “Contact Information” from the left hand menu bar or
directly clicking “Contact” on the main screen.

19. To enter or change the contact information, select either Issued By Contact or Issued
For Contact, whichever is appropriate?

20. For more information on revising or entering contact information, please proceed to
the next step in this document.
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If you have selected “Contact Information” for the “Issued By” from the left hand menu bar or
clicked on the Contact on the main screen, a screen similar to the following appears.

OREGON

Issued By Contact

[Test)

@ Flease enter the appropriate information into the fields.

Select or Find Contact

S'!I'!':t:l Select contact

£l

Find: geapch for 2 Person |

If contactis not in the drop down section Find your contact in the drop down selection

click on "Search for a Person”

€] L[5 [ meme

21. The format of the Contact information is a very important in order for the search
components in ORPIN to provide accurate information. Please follow the
instructions on the next four pages carefully.

22. To find the name of the contact person, click on “Search for a Person”.

23. For more information on revising or entering contact information, please proceed to
the next step in this document.
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A similar screen will display

OREGON

Contact Search

[Test)

® Back

Contact Search Q)

Reference Id I

First Mame I

Middle Mame I

Last Mane Ij‘agenﬂY

oy

Tite I

|2:| [Done

24. Enter either the contact person’s first name, last name or both. You only need to
make one entry (first name or last name or middle name). Capitalization is not
necessary.

25. Click on the “Search” button.
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A similar screen will display

a Contact Search - Microsoft Internet Explorer provided by DAS

=10l x|

OREGON

Contact Search

(Tast)

@ Back

\-Add Contadt |

Contact Search

Reference Id I

First Name I

Middle Name I

Last Name IAgency

Title I

Name Phone No Email

City

1(503) 333-3333
503) 555-5555
503) 454-4545
505) 6E6-6666

agentdgency@abe.com
hoencyUser@abe.com

Agent - Agency
Delegated Buyer - Agency
DR - Agency

QAC - Agency

DFOAgency@abe.cam

N

1(503)
1(503)
1503} DPOAgency@abe.com

Agency Place
Agency Place

&

Agency Place

Agency Place

[
[ Blemem

Draw~ [}|Agt05hapes' NNOOE 4l h-J-A-SECB@.
Page 12 Sec | 1218 AL L7 In& Cdl REC TRK EXT OWR Q} 4

Rsat| M B OB O G

| Calendar-Mi...|@0RPIN-Micm...| @szspo.doc-...| @DocumentSu...||@cuntact53a.., QSnagItCaptu...l B zoaem

26. Find the correct contact name under the Name column from the search results which
now appear at the bottom of the screen.

27. Click on the correct contact name from the search results
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A similar screen will display

OREGON

Contact

[Test)
@ Please enter the appropriate information into the fields,

Select or Find Contact

Select: pya-——G—G_-—-

Find: {Search for a F'erson-f.'

Contact Information

Name: *Delegated Buyer - Agency

Country Code  Area Code Mumnber Extn

, ¥ " "
Phone: |1 |5|33 |sg5-sg58s |

el s

Email:

IAgencyUser@a.hc L COI

¥ indicates a required field

/€] Dare BN

28. Verify information on the screen. If information is incorrect, type in the correct
information. If the information is correct click on the “Submit” button.
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A similar screen will display with the contact information displayed on the form

(PR)

Request for Supplies & Services

Oregon Procurement Information Network

Document Title does not exist

[Test)

Issued By

State Procurement O0ffice
1234 Agency Street Purchase Request #

Agency Place, Oregon 102_1071_06

97303

Issued Date

Contact: Delegated Buyer - Agency all dates are mm/dd yyyy
Phone: 1 (E03) 5EE-EEES

Fax:
Email: AgencyUszer@abeo.com

attachrments Do Mot Exist

Issued For Procurement Authority

Citation
Administratiwve Serwices, Department of

1734 Agency Strest
Agency Place, Oregon

27303
Special
Procurement/Exemption

Contact:

Phone:

Fax:

Email:

Agency MNo. Year Index PCA Object Agency Object
Grant Grant Phase Project Project Phase Percentage
Funding Source
State Procurement Office 14 of 19 1-05-07 vsl
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If you have selected “Contact Information” for the “Issued For” from the left hand menu bar or
clicked on the Contact on the main screen, a screen similar to the following appears.

OREGON

Issued For Contact

[Test]

@ Please enter the appropriate information into the fields,

Select or Find Contact

Contact Information
First Mame: I
Last Name: *I
Country Code  Area Code Murnber Extn
Phone: *

' |

¥
Il
Fax: I 1
Email: I

* indicates a required field

|Ej Done ’_

29. Follow the same steps from 20 through 27.

30. If there are no results for your contact search you may type in the contact person’s
information. When entering the name use the format of last name first, first name
second (i.e. Smith, Robert).

31. Click on the “Submit” button.
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A similar screen will display with the contact information displayed on the form

Request for Supplies & Services

(PR) Oregon Procurement information Network
Document Title does not exist
(Test)
Issued By
Btate Procurement Office
1234 Lgency Street Purchase Request #
Agency Place, Oregon 102_107 1_06
57303 Issued Date
Contact: Delegated Buyer - Agency all dates are mmdddf vy vy
Phone: 1 {503} 555-5EEE
Fax:
Email: AgencyUserfabe. com
Attachrments Do Mot Exist
Issued For Procurement Authority
Citation

Administrative Serwvices, Department of
1234 Agency Street
Agency Place, Oregon
27303
Special

ProcurementfExemption
Contact: igency, Unrestricted

Procurement Officer
Phone: 1 (503) 655-9939

Fax:
Email: UPORabc.com
Agency Mo. Year Index PCA Object Agency Object
Grant Grant Phase Project Project Phase Percentage

Funding Source

32. When all information is entered, the user is ready to create a record of the PR
document.

33. When the user is ready to progress the document to the next step (approvals) they click
on “Purchase Request Creation” in the left hand menu bar.
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A screen similar to the screen below will display if the user has failed to fill in all of the required
fields on the form and is attempting to complete a progression step (Create PR, Agency
Approval, SPO Approval, etc). The screen will identify only the fields that are not complete.

3 Approval - Microsoft Internet Explorer provic -0l =]
OREGON close @
Review/Approve
[Test)
Docurnent Reference Mumber 1020022504 05/25/2005 11:40 AM
Current Step Purchase Request Creation

Integrity Check Failed

Docurnent itern not found.

The following field is required: Estimmated Contract Yalue

The following field is required: Document Title

The fallowing field is required: Purchasing authority

The following field is required: Funding Source

At least one of the following fields is required; Delivery Required, Days Required for Delivery

[~
[&] Dore I_ I_ E |8y Internet i

34. The user will need to close this screen by selecting “Close” in the upper right corner.
This will return you to the document for completion.

35. When you have corrected the missing information, select “Purchase Request
Creation” in the left hand menu bar again.
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A similar screen displays when all required sections of the PR are filled in and you have passed
the Integrity Check step identified previously. The screen should now display the PR number,
date and time of action, current step and the next step.

/3 Approval - Microsoft Internet Explorer provided by DAS
OREGON Close @
Review/Approve
[Test)
Submit Return
Docurment Reference Mumber 1020020804 0343172005 11:54 AM
Current Step Purchase Request Creation
Next Step
=l
Purchase Becuest Agency Approwval
Zend email to agen Purchase Beoquest 5P0 Approval
IMarchasze Recuest Issue
=
|i&] Done ré_li Internet v

36. The user must click on the drop down arrow at the far right side of the box next to the
words “Next Step”. This will expose the next process step for your document. The
title of the “Next Step” may differ with each agency based upon the review processes
they have been identified for your particular agency. These steps could be mandatory
or deferrable. Please refer to the DAS CD instructions for explanation.

37. User completes the agency approval steps as identified in the “Next Step” process.
38. When agency has obtained all internal approvals and the document is final (includes a
draft attachment such as a concept document, statement of work, or specifications, or

any combination thereof as required by the ORPIN policy issued by DAS SPO), user
selects the “Purchase Request SPO Approval” step from the “Next Step” box.
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=8 Approval - Microsoft Internet Explorer provided by DAS - |EI|£|
—~ . - |
OREGON Close @
Review/Approve
[Test)

( Submit Return )

Docurnent Reference Mumber 1020023204 06,/09/2005 10:53 AM
Current Step Purchase Request Creation
Mext =tep IPurchase Pemquest 2P0 Appru:uvalll

IA Forwarding Account - Use this o mowe PR Lo 3P0, 2P0 PR;I

Zend email to agent responsible for the docurment? r

[

39. The user clicks on the arrow to the right of the “Select Person Responsible” and it
displays a drop down menu. The individual names and their agency’s organization
will appear in the drop down. This display will be different for each agency.

40. The user must select “A Forwarding Account - Use this to move PR to SPO, SPO
PR” (It may require the user to scroll down the drop down menu bar). DO NOT
SELECT ANYTHING OTHER THAN “A Forwarding Account - Use this to move
PR to SPO, SPO PR” to send the PR to SPO for approval.

41. Select “Submit Return”; this action will send the PR to the State Procurement Office
to be processed as a solicitation released on behalf of the requesting agency. The user
will no longer have control of this document to make any adjustments or changes.

42. NOTE: When sending a PR to SPO for processing, users MUST NEVER select
the “Issue PR’ option. If the agency completes the “Issue PR” step, the
document cannot amended or progressed to a solicitation by SPO and the agency
will be required to re-enter the PR and resend it to SPO.

Also, do not use “Forward” to send the PR to SPO for processing.
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