QRF Contract Amendment w/Price Adjustments
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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

ORPIN

elcome to the Oregan Procurement Information Metwark (ORPIN),
ORPIN provides access to procurement and contracting information
FORPIM Home issued by the State of Oregan, local governments, and political

L subdlwsmns You may browse the site as an anenymous user and see
Loain fo QRPN sk information, Select the 'Browsg" option in the eft

nawgatmnbartoexpo A e Click here

If you wish to view or download the entire oppartunity you will need
to complete the registration process, You may register as a Basic or
Premiurm Subscriber, Flease see the "Subscription Levels" option in

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

If you have not yet registered you may reqister naw by selecting the
"upplier Registration” 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 [eft navigation bar,

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

‘_ Click here for update
Last ORPIN Update 08/20/2006 P at

(®) Help for ORPIN Contact Us | Disclaimer Version (O8PEN 2,24,29)
Privacy Staternent

|_ |_ |_ 4@ Internet y
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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

e-Procurement

ORPIN

[Test)
Access, Browse and Compets on Qpportunities at any time,

FORPIN Home

Login to ORPIN Login to ORPIN ()

Supplier Enter User ID here
Reqistration
) User Nams: IUser = /

Password (case sensitve): | € —————— EnteryourPassword here

Having trouble logqging in? Click here
Click here
@ Help for ORPIN %&m% Varsion (QRPEN 2,24,29)
EFYVACY ~Aternent
|_ |_ ré_ 4@ Internet y
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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

| lest)
Document Search ®
Search By: IFind by Document Muwber j
Document Type: Ijmard j Iqualified B ilitation Facility (QRF) j
Document Number: IlDZ-lDSE-UE ‘
Product:

lanitorial Services for DAS Salem Complexn

@ Help for ORPIN Contact Us | Disclaimer
Privacy Statement

( Find Item ) ] " Enter the QRF Contract
(Reset) - number, click on the
Search button
Date Range: I I
(romnyd ddfyyyy) & @
Document Status: " Draft " Issued " InProgress = Al
~ Click on the open book
( show Details i )
Doc Document Type Organization Issued By Status
1 -1064-06 Award State Procurement Office Complete

Yarsion [ORPEN 2,24, 26)

N
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A similar document will display

8. Start an “Amendment/Revision” draft

menu

Contact: Delegated Buyer -

Aofenoy
Phone: 1 (503} S55-5E&8E
Fax:
Email: AgencyUser@abe. com

Contact: - igency, Delegacea AMENdiRevise Document

Buyer
Phone: 1 (503) S55-5885
Fax:
Email: AgencyUser@abe. com

Delivery Requirements
Daily
Payment Terms

Het 20

FDB

FOR Tastdiratdon

|@ Dane

ocument Summary - Microsoft Internet Explorer provided by DAS - |E||5|
ry
Award Summary
fyualified Rehabilitation Facility (QRF)
Janitorial Services for DAS Salem Complex Qregon Procurement Information Network
[Test)
Supplier Address Contract #
Garten Services, Inc. (QRF) 102_1066_06
33224 Industrial Way NE Contract Start Date
FO Box 7310 1271520086
falem, Oregon Expiration Date
F7H03 1271472007
Supplier Number
Contact 1318
ontact: Best, Panels
Phone: 1 (999) 5g1-4472 310§ All dates are mm/dd/yyyy
Fau: 1 {993) E3l-4437
Email: phest@garten.a
{2 attachrnents Exist
Secondary Suppliers Do Mot Exist
Beatract Administrator Receiving Address Contract Filed At
State Procurenshnt oeeiice Administratiwve Serwices, Agency
4 bgency Street Department of
Agency FIte [l & gon 1ET ™ o Strest
97303 Agency Place,  Msagon o
il Click on Amendments/Revisions and then click on

[
[ ] |8 [ meemet A4

st | ] @ © B O &

“ [©l calendar - Micros... | | How ko pracess a .. | 4 JORPIN - Micrasoft... ”@Document Sum...

State Procurement Office
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A similar page will display

9. Choose “Amendment” and click on submit?

OREGON "

Amend / Revise Document

[Test)

Armendments are to be used when there is a change that will affect the Terms and Conditions to a
Contract, Revisions are to be used when there is a change that does not affect the Terms and
Conditions to a Contract {1.e. updating supplier insurance, changing a supplier contact name or phone
number, etc.)

Document #: 102-1066-06 12/18/2008 8125 AM

Amendment or @ * & smendment € Revisian
Revision:

[T Do you wish to use the address §s it is on this document, or to use the most current fersion of the
Supplier's address?

Address:
3334 Industrial Way NE
PO Box 7310
Salem, Oregon
97303 Select Amendment and click on submit
||
@] |_ |_ ré_ @ Internet Y

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

Award Summary
(Jualified Rehabilitation Facility (QRF)

Janitorial Services for DAS Salem Complex Oregon Procurement Information Network

[Teszt]

Supplier Address

Garten Serwvices, Inc. (QRF)
3334 TIndustrial Way NE

PO Box 73210

Salem, Oregon

7303

Contact: BEest, Pamela

Phone: 1 (559) E581-4472 2105
Fax: 1 (933) LB1-44397
Email: pbest@garten.a

Contract #
102-1066-06

Amendrnent # 1
Revision te

Contract Starf Date
1z /1572086
Expiration Bate
1271472097
Supplier Nuhber

131E

All dates are mmBdd/ yyyy

{3 attachrents Exist
Secondary Suppliers Do Mot Exist

Contract Administrator

State Procurement O0ffice
1234 Agency Street
Agency Place, Oregon
37303

Contact: Delegated Buyer -

Receiving Address

Administrative Serwvices,
Department of

1234 Agency Street
Agency Place, Oregon
97303

Contact: - Lgency, Delagated

Contract Filed Tt
Agency

The Amendment number is
now displaying and the

Lgency Buyer ablllty to create the
Phone: 1 (&03) EEE-ELEEE Phone: 1 (E03) EEE-EEEE document is nnw available
Fax: Fax:
Email: Agencyllzer ik Email: AgencylUzer@abo. com
—
7 Delivery Requirements
Daily

Pavment Terms

State Procurement Office
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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”

Award Summary

Qualified Rehabilitation Facility (QRF)
Janitorial Services for DAS Salem Complex

[Test)

Oregon Procurement Information Network

Supplier Address

Garten Serwices, Inc. (QEF)
2334 Industrial Way NE

PO EBox 7310

Salem, Oregon

o720z

Contact: Eest, Pamela

Phone: 1 (999 E21-447Z7 210E
Fax: 1 (993) E531-4437
Email: pbest@garten.a

Contract #

102-1066-06

Armendrment # 1
Revision Date

Contract Start Date
12/1E/2006
Expiration Date
1z/14 /2007
Supplier Humber
131&

all dates are mm/dddryyr

 Attachrments Exist
Skcondary Suppliers Do Mot Exist

]

rntral:t Administrator

L]

ate Procurement 0ffice
24 bLgency Street

ency Place, Oregon
303

Wl

Department o
1234 Agency Bcre
Agency Place, Oreqg
27303

Contact: Delegated Buyer -

Agency
Phone: 1 (503} EEE-LEEE
Fax:
Email: AgencyUser@abe. con

Contract Filed At
Agency

All fields can be modified
through the "Amendment”

Contact: - aAgency, Delegated process

Buyer
Phone: 1 (E03) EEE-EEGE
Fax:
Email: Agencyllzerfabe.com

Delivery Requirements
Laily

Pavyment Terms

State Procurement Office 8of 21
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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

Award Summary
fiualified Rehabilitation Facility {QQRF)

Janitorial Services for DAS Salem Complex Oregon Procurement Information Network

(Test)

Supplier Address

Farten Serwices, Inc. (QRF) Contract #
3334 Industrial Way NE _ _
o0 Box el 102-1066-06
galem, Oregon Contract Start Date
C 7303 1271572006
b Expiration Date
C 127142007
! Contact: Best, Pamela Supplier Number
i Phone: 1 (9%9) E£&1-447Z 3108 1316
Financisl Da Fax: 1 (999) 521-4437

i - All dates are mm/dd/yyyy
Add Ite Email: pbesti@garten.a

Edit Iten
f Attachrnents Do Not Exis
Secondary Suppliers Do wist

act Administrator

Receiving Address Contract Filed At

State Proctgnent Office
1234 hAgency SCES

Agency Place, Oregomn
37303 ace, Oregon

dninistrative Serwices,

Attach all your supporting
documents here

Contact: Contact:
Phone: Phone:
Fax: Fax:
Email: Email:

Delivery Requirements

Payment Terms

FOB

State Procurement Office 9 of 21 1-05-07 vs1
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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”

OREGON
Attachments
_ _ _ N Title document here

The maxgimum total file upload size per Submit is 18.59 MB

Attachment title lHow to Progress QRF ' [o:\WINNT\Installer\( Bromse.. |

Attachment title I Fila I Browse,. |

Attachment title I File I Browse.. |

Attachment title I Fila I Browse,. |

Attachment title I File I Browse.. |

Attachment title I File I Browse,. |

¥ indicates a required field j
&) Dune !_r!_é_ o Intermet Y
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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”.

ocument Sum

- Microsoft Internet Explorer provided by DAS

Award Summary

fyualified Rehabilitation Facility (QRF)

Janitorial Services for DAS Salem Complex

(Test)

Oregon Procurement Information Network

Supplier Address

Garten Serwvices, Inc. (QRF)
3334 Industrial Way NE

PO Box 7310

Salem, Oregon

27303

Contact: Best, Pamela

Phone: 1 (59339) 581-447Z 3105
Fax: 1 (233) E8l-4437
Email: pbest@garten.a

Contract #
102-1066-06

Arnendrment # 1
Revision Date

Contract Start Date
1271572008
Expiration Date
1271472007
Supplier Number
13le

all dates are mm/dd/ vy

{2 Attachrments Exist
Secondary Suppliers Do Mot Exist

Contract Administrator

Etate Procurement Office
1234 Agency Strest
Agency Place, Oregon
97303

Contact: Deleyated Buyer -
Lofenoy
Phone: 1 (S 5

mail:  Agencylser@abc. con

Receiving Address

Adwinistrative Serwvices,
Department of

1234 Agency Streest
Agency Place, Oregon

97303

Co gency, Delegated
Buyer

Phone: 1 (503) 555-5555

Fax:

Email: AgencyUser@abe. com

Contract Filed At i
Lgency

Click on "Creation” t
move to the next step

Eumendment § 1, to display pages for the instruction mamial on how to amend/rewise a QRF

contract .

Delivery Requirements

L

| e
l_ l_ |E|° Inkernet v

Hstart| | 1] & © B O @

“ (L) Calendar - Microsoft Outl...l @How to process a QRF A, | @ORPIN - Microsoft Intern..."@nocument Summary ... |@@- 9:43 &M

State Procurement Office
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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”.

| »

OREGON

Review/Approve

(Test)

Document #: 102-1066-06 12/18/2006 11:35 AM
Amendment: 1

Current Step: Creation

Next Step: *AG Proposed Contract Review/Approval

Person Responsible

b
- Lyency, Delegated Buyer
for Next Step: HEEY & !

Send email to person responsible for the document? [

* Indicates a required field

Find the person responsible for the Next stap by clicking on
the drop down and selecting the individual so they show up ~
in the box

‘éj ’_ ’_’E ‘0 Internet

B
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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)

Award Summary
(ualified Rehabilitation Facility ( QRF)

Janitorial Services for DAS Salem Complex Oregon Procurement Information Network
[Taszt)
Supplier Address
Garten Services, Inc. (QRF) Contract #
23334 Industrial Way NE _ _
o Bos oa1m 102-1066-06
- lier sal o Amen_d_rnent # 1
Supplier alen, Oregon Revision Date
Insurance 37303
Contract Start Date
Contact: Best, Pamela l?”%*‘rznﬂ’a
Phone: 1 (999) 581-4472 3108 Expiration Date
Fax: 1 (9399) L581-4437 lz/l4/2007
Email: pbesti@garten.a Supplier Number
131&
all dates are mm/ddyyyy
{3 Attachrments Exist
Secondary Suppliers Do Mot Exist
Contract Administrator Receiving Address Contract Filed At
State Procurement O0ffice Administratiwve Serwices, Agenay
1234 Agency Street Department of
Agency Place, Oregon 1234 Agency Street C"Ck on AG Froposed
7303 bLgency Place, Ore 4
27302 Contract ReviewlApproval to
approve this step and move
the document onto the next
Contact: Dele Ter - Contact: - Agency, Delegated
step
FICY Buyer
ne: 1 (&03) EEE-LEGEE Phone: 1 (503) 555-5ESE
Fax: FaH:
Email: Agencyllser@abe.con Email: AgencyUser@abe. con
Awmendwent # 1, to display pages for the instruction manual on how to amend/revise a QRF
contract .
Delivery Requirements

Thmd Ve

State Procurement Office 13 of 21 1-05-07 vsl



A similar screen will display

. 1z
send email to person responson

¥ Indicates a required field

Review/Approve
(Test)
k
Document #: 102-1066-06 01/04/2007 1:54 PM
Amendment: 11
Current Step: 4G Proposed Contract Review/Approval
Next Stept " P— 3] ;oulare atthe AG Proposed Contract
erson Responsbe oo — . evlewmpprovla\l step anc! are choosing the
for ot Stent Prica next step. If doing an Revision to the

document choose Issue from the Drop
down. If you are doing aPrice Change
through an Amendment choose "Send to
SPO for Price Determination

|€| Dane

|_ ’_ ré_ @ Internet Y

State Procurement Office
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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

OREGON

Review/Approve

(Test)

Document #: 10z-1066-06 12/15/2006 9:43 AM
Current Step: 80G Proposed Contract Review/dpproval

Next Step: *gend to 3P0 for Price Determinationj

r::;':;f::z::mble *select Person Besponsible j

Grigshy, bnn

Send email to person respondLeveaus, Lori

Shike, Robert

¥ Indicates a required field |Tew, Stefani

-- OAC Ageneies... --
{5end to Darwin Fierce)
{8end to Patty Beans)
-- Executive --

- Lgency, Delegated Buyer
-- State Government --
-- OBPIN Systenm --

Select Sendto Darvin
or

t, QBF Price Det
etermination

Send to Patty

&] Done |_ |_ |_|2|_|° Inkernet

State Procurement Office 15 of 21 1-05-07 vs1



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

OREGON

Review/Approve
[Test)

Submit/Return

Document #: 102-1066-06 12/15/2006 9:43 AM
Current Step: &G Proposed Contract Review/Bpproval
Next Step: J'cISend to BP0 for Price Determinationﬂ
Person Responsible ¥ ; vatd
for Next Step: ItSend to Patty Beans) for, QBF Price Determination j

send email to person responsible for the document? M

¥ Indicates a required field

Check the hox to send an email to the person that is
responsible for the next step

€] |_ |_ |_|2|_|° Intermet Y

State Procurement Office 16 of 21 1-05-07 vsl




A similar page will display

Example of email that is generated

To.. |BEANS Patty * DAS 5PO);

[E2Ea |

Subiject: |This ORPIN document has passed an approval step: 102-1066-06

l

Flease review and- approve the-above-noted- QRF- award-document-for-a- Price: Determination. - have-no- additional-information- other than what was- provided-in-the-
docurnent. Y

il

The-ORPIN-System can-be found-at. *+

Provide a similar note
hitp:#forpinalt. oregon, gowh224p_test/open.dilf -

Janitorial- Senices-forDAS- Salem Compley:+

A+

Cualified Rehabilitation- Facility- (QRF)+

If-yu-have-any- questions-with-respect to-the- document -please-contact Delegated Buyer (Ph:1-(503)-555-5555) 4

If-yyou-have-any- questions, please contact-the- <a-href="htt . M. oregon. gow/DAS/SSD/S PO/ORPIN-Cantact-infa. shirl" target="rew" > ORPIN- helpdesk</ax-or-call
503-378-46429]

(2.24.26 Test)|

i
[&]
m
Lil
=
I~
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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”.

My Documents

[Test)
To Do List ©)]

Responsible _
Pereon: Agency, Delegated Buyer
“Issued By (Find ) (clear)
Organization: - - . .’
"Issued For (Find ) (clear)
Organization: - - . .’

Use Organization Hierarchy for "Issued For" Qrganization? Cives O na

Search IAll Draft Documents j
Method:
?00'-"'“3'“ | ward 7| |ouslified Rehsbilitation Facility (QEF) =l
YRe:
5 matching record(s}
I: Show Search Details ::::I
Document Amend Document Type Document SubType Created Date Status
IR N| fuward Qualified 12/11/2006  Draft Selects document from
- Rehahilitation AvardsSmork "To Do List"
Facility {QRF) Orders alollis
2 [ 730-0rF 0.1 Award Qualified 12/14/2006  Draft
PROGRESSION- Rehabilitation Awards o
Facility {QRF) ard

Supplies Mon-IT, Toilet Paper Clicks on document

3 L 730-0RF- 0.1 Bward Qualified Draft
PROGRESSION- Rehabilita Awards W ork
=L ORF ) Orders
QRF Amendment
4+ [0 Qualified 12/14/2006  Draft
- Fehabilitation A ardsWarlk
Facility (QRF) Orders
5 [ 1gz-1086-05 0.1 Bward Qualified 12/15/2006  Draft
Rehabilitation AwardsSnork
Facility {QRF) Orders

Janitorial Services for DAS Salem Complex
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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

Award Summary

fjualified Rehabilitation Facility (QRF)
Janitorial Services for DAS Salem Complex

[Test)

Oregon Procurement Information Network

Supplier Address

Garten Services, Inc. (QRF)
3334 Industrial Way NE

PO Box 7310

Salem, Oregon

7303

Contact: Best, Pamela

Phone: 1 (923) Egl-447Z 3105
Fax: 1 (953) b3l-4437
Email: phestfgarten.a

Contract #

102-1066-06

Contract Start Date
1271572008
Expiration Date
127142007
Supplier Number
1316

il dates are mm/ddAyyry

{3 Attachments Exist
Secondary Suppliers Do Mot Exist

Contract Administrator

State Procurement Office
1234 Agency Strest
Agency Place, Oregon
37303

Contact: Delegated Buyer -
Agency

Phone: 1 (503} E55-5EGE
Fax:

Email: AigencyUserf@abe. com

Receiving Address

bduinistrative Serwvices,
Department of

1234 Agency Street
Agency Place, Oregon
97303

Contact: - Agency, Delagated
Buyer

Phone: 1 (503) E55-5E55

Fan:

Email:  AgencyUser@abeo. com

Contract Filed At
Bygency

Delivery Requirements

Payment Terms
Het 30

FOB

TAD Thmmim 5 am e 5 mm

State Procurement Office
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the award
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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

OREGON
Review/Approve
(Tast)
Document #: 102-1066-06 12/15/2006 11:19 AM
Current Step: Issue
3:;3;:12;?:';:::;2 @ *IState Procurement 0ffice -

Zend email to person responsible for the document? [

¥ Indicates a required field

Select the organization reponsible for the Awarded QRF contract

/€] Done |_ |_ Ew Inkernet

State Procurement Office 20 of 21 1-05-07 vsl
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OREGON

Review/Approve

(Test)

Document #: 10z2-1066-06 12/22/ 4006 2:11 PM
Amendment: 1

Current Step: Issue

Send email to person respansible for the document? 7

¥ Indicates a required field

Click on "Submit/Return” to issue the
Amendment/Revision

[&] Dore l_ l_ E |4 Intermet

B

You can now find the Contract under My Documents
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