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Log in Process 
 
 

1. Open your computer to the ORPIN Web site as usual 

2. Check to see if there have been any updates to the ORPIN system since the last time you logged in 
 

3. Click on the underlined “Login to ORPIN” in the left hand menu to access ORPIN 
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A similar screen will display 
 
 

4. Login as usual 
 

5. If you have trouble logging in click on the red instruction line “Having trouble logging in? Click here” 
and follow the instructions 
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A similar screen will display 
 
 

6. Find the contract by using “My Documents” and “Document Search” 
 
 
7. Open the Award document 
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A similar document will display 
 

 
8. Start an “Amendment/Revision” draft  
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A similar page will display 
 
 

9. Choose “Amendment” and click on submit? 
 
 

 
 
 
 
 When you have changes to make either through Revision or Amendment that do not include pricing 

follow the normal Amendment Revision process that you do on all Contract changes and see page 17. 
 
 When you have a price change you choose Amendment and follow the following process. 
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A similar page will display 
 
 

10. The following items will display on the screen 
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A similar page will display 
 
 

11. Under “Data” in the left hand menu and under Document Information all the  fields may be modified 
through a “Amendment” 
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A similar page is displaying 
 
  

12. Attach copies of all your documents that were used outside of ORPIN to support your process in 
awarding this QRF contract 
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A similar page will display 
 
 
13. Title each file you attach so it can be easily identified when done click on “Submit/Return” 
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A similar screen will display 
 
 

14. Once you have made all the changes to the document and provided the “Amendment” reason click on 
“Creation”. 
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The step you are approving is the current step and you are moving the document to the Next Step for approval 
 
 
15. If only one choice shows up for the next step it is a mandatory step which you may or may not have 

authority to process.  Look for your name or the name of the person within your organization responsible 
for the Next Step by clicking on the down arrow 

 
16. Select the individual who will perform the next step.  Usually the individual doing the amendment unless 

agency policy dictates someone else.  Once selected click on “Submit/Return”. 
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A similar screen will display 
 
 
17. Click on AG Proposed Contract Review/Approval.  By doing this step you are stating you have processed 

the AG review/approval off line (if it was required) 
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A similar screen will display 
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A similar screen will display 
 
 
18. Leave the “Next Step” on “Send to SPO for Price Determination” 

 
19. Select Darvin or Patty in the Person Responsible drop down box to send the document to SPO for the Price 

Determination  
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20. Check the box for “Send email” and send it to the selected party you choose for the next step requesting a 
Price Determination and any other information they may need to know that was not in the document or its 
attachments 

 
21. Click on “Submit/Return” to finish step 

 
22. You will no longer have control of the document once it has transferred to SPO 
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A similar page will display 
 
 

Example of email that is generated 
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23. SPO representative reviews the award document and attachments.  If there are any questions, they can 
resolved through email, offline, or by providing a comment under the “Comments & Clauses” section and 
reverting the document back to the agency 

 
24. Once SPO representative is finished with the Price Determination, the document is sent back to agency 

representative’s control along with an email notice.  Document is no longer in SPO control, it is now in the 
agency representatives “To Do List” for processing 

 
25. After receiving the email the agency representative goes to “My Documents”, “To Do List”, finds the 

document and opens it by clicking on the open book under the title “Document”. 
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A similar screen will display 
 
 
26. Agency representative starts the award issue process by clicking on “Issue” in the left hand menu 
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A similar screen will display 
 
 
27. Agency representative selects the responsible Organization for the Award document and clicks on 

“Submit/Return”. 
 
28. QRF contract is now awarded and can be found under awarded contracts 
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You can now find the Contract under My Documents 


