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. Welcome Screen

Welcome Screen identifies you, your agency, and last time you logged in. | has links to
important documents you may need to access, and it has a Dashboard option that you may find
very useful.

D Hello Training User qfws sl Agency Number 603000

(Train)
Browse Opportunities

Statewide Contract Search The last time you logged onto the system was 11/09/2018 3:05 PM

Award Search

Browse Opportunity Results

e =%, | Oregon procurement
Browse Suppliers “iles o manual

Create a Purchase Request

Verify/Change Your Information

NIGP Code

ORPIN Time DAS Procurement Services is excited to announce the launch of the new Oregon Procurement Manual website:
http://opm_oregon gov

Exit from ORPIN
This comprehensive website is a tool for state procurement professionals. It's designed with user-friendly navigation
and features procurement guidelines, procedures, and resources.

(3 ORPIN Help

For more help on this page - Click Here

Mon-Fri 7:30 - 4:30 PST/PDT . ,
ORPIN Links:

Oregon Procurement Manual NEWI

Procurement Templates (ELT)

Misc. Forms, Templates, and Guidelines NEW!

FAQ and How To's Page

Who Do | Call - OAC List

Bulk Fuel & Propane

ORPIN Desk Reference Guide \
Insurance Tool, Templates & Training

COBID Certified Vendor Search NEWI

Maintain Dashboard

To set your dashboard, click on Maintain Dashboard. This brings you to the Dashboard
Maintenance Screen where you can identify which options you want to show on your
welcome screen. A browser only has one option:

Welcome Dashboard Maintenance
(Traim)

@ Inherited default settings are marked with underline entries.

Show Details

Sequence

Dashboard - Favorite Contracts ® Yes O No O Default *

Set it to yes if you are going to use specific contracts on a regular basis.
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Statewide Contract Search:

Statewide Contract Search lets you find statewide price agreements you may purchase from.
To access this area, click on ‘Statewide Contract Search’ in the left hand menu bar.

Oregon Procurement Information Network (OR

Welcome Screen Hello Training User

(Train)

Browse Opportunities ]
Have yo € It a state price agreement? If so, help u

Statewide Contract Search
Provide us with feedback on your latest Vendor Performance experience. Wa
Award Search experienced? Did things not go as planned? Let us know! The best way we c3

our contracting experience is to let each other know how we're doing.
Browse Opportunity Notices

and Results Click here to access the form used to gather vendor performance feedback fo

Statewide Contract Search > By Keyword gives you the ability to type in a keyword or phrase
to search by.

Statewide Contract Search

(Train) p—
(@ By Keyword 4’ (® By Commodity
Find active Contracts by Keywords used in the Find active Contracts by NIGP codes associated
Title, Item Description, or Document Commenits with the Contract items
() By Organization (2 By Number
Find active Contracts by the Issued For Agency Find Statewide Contracts by Exact or Partial
Contract Number
() By Supplier () All Available Contracts
Find available contracts by external Supplier Find all active Contracts your agency is

authorized to use

() Printable Index

View a Printable Index of All Active Statewide
Contracts
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If you use mutliple words in the ‘Keywords’ field, put parenthesis around them so that ORPIN
will search for them as a phrase. Otherwise, it will look for each word independently.

Statewide Contract Search

(Train)

(® By Keyword

You can search for an exact word (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 quotation marks (™). You can also specify a partial
word using the wildcard character (*). 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 ©)
——

|"Cffice supplies"

Keywords:

M In ltems []In Title In Comments

Try using root words as much as possible. ORPIN will only look for exactly what you typed into
the search, so a search for translation would not bring back results containing translator. Using
the root word translat and leaving off the variable would help to ensure better search results.

Statewide Contract Search
(Train)

(@ By Keyword

You can search for an exact word (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 quotation marks (™). You can also specify a partial
word using the wildcard character (*). 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: |cranslat

(Jin tems [ In Title ]In Comments
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Statewide Contract Search > By Commodity will give you a list of the commodity categories
that have active contracts under them.

(Train)

-~ @ o, B W N

Agricultural Equipment and Related Products and Services

Arts, Crafts, Entertainment, Theatre

Building Equipment, Supplies, and Services

Statewide Contract Search

() By Commodity

Commodity Grouping

1 Administrative, Financial, and Management Services
Click on a blue colored

heading to drill down to the i
subcategories within that
section before viewing

contracts....

Automotive Products, Vehicles, and Services
....Click on the Binoculars
icon to see all contracts

: ) ) ) that fall withing that
Clothing, Textiles, Laundry Equipment, and Supplies category.

Communication Equipment and Services

Use the binoculars icon to further drill into the commodity groupings. To find the contracts listed for a specific
grouping, click on the commaodity grouping. Only commodity groupings that have related contracts are highlighted.

Statewide Contract Search > By Organization sorts the contracts by the agency that they
were issued for. Click on a blue agency name to see the list of statewide contracts issued for

that agency. This is not a search available for a user with a Browser role.

(Train)

Org Code
107020
603000
291000
107090
440000
834000
340000
100000

QL =~ S o AW N =

Statewide Contract Search

() By Organization

Select which organization to list the results by.

Organization

Administrative Services, Department of - Budget and Management
Agriculture, Department of

Corrections, Oregon Department of

DAS Procurement Services

DCBS - Agency - Department of Consumer & Business Services
Dentistry, Oregon Board of

DEQ - Environmental Quality, Department of

DHS - Department of Human Services

No. of Contracts
1
1
4
590

—

o Oy W
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Statewide Contract Search > By Number allows you to search for a specific contract by
number. Notice that the search defaults to looking for contracts that start with the number you
enter. You may need to change the search setting depending on what portion of the contract
number you type in.

Statewide Contract Search

(Train)

(® By Number

Enter an exact or partial contract number (of at least 3 characters) to search on.

Search ©)

Contract #: | | O ExactMatch @ Starts With O Partial Match

Statewide Contract Search > 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
(Train)
(@ By Supplier
Search ©)
Supplier: | Find Clear
[ search

(2} https//orpinalt.oregon.gov/?sessionID=1518307054&customld=vendor_Byld&customDesc=vendor_ByldSp - Inte... .= =k

OREGON.GOV

Find Suppliers with Awards

(Train)

Search ©)

Supplier:  [x=rox x|

Supplier #: | |
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When your search results return, suppliers who hold active contracts will display in blue text.
Click on the company name, which will bring it back into the original search field.

Find Suppliers with Awards
(Train)
Search ®
—
Supplier: ([xerox ) x|
Supplier #: | |
| search J

27 61424 Xerox Corporation Portland, OR

28 61503 Xerox Corporation Wilsonville, OR

29 67798 Xeg Corporation Saint John, NB

30 79710 € Xerox Corporation ) Pasadena, CA

With the supplier's name displayed, hit the Submit button to conduct your search. Click on the
supplier account in blue and contracts for that particular supplier will display in the results
window.

Statewide Contract Search
(Train)
(@ By Supplier
Search ®
Supplier: Xerox Corporation ( Find Clear \
Legend
Show Details Open in Excel
Contract # anization Supplier
1 fm 5573 DAS Procurement Services Xerox Corporation
Copiers, Printers & Related Devices
Use Contract Max Minimum Order Maximum Order Other Charges Delivery Requirements Information
Mandatory $10,000,000.00 Not applicable $0.00 Pursuant and
agreed upon T's and

Version Date: November 2018 Page 8



Statewide Contract Search > All Available Contracts will display all contracts that your
agency is authorized to use. It may take a moment for this page to load. When the results
display, you may see several icons to the right of each contract listed.

[<] Legend
it View Statewide Contract View Summary

U Create Work Order

E available for Use

- Click the “View Summary” icon to see a quick description of the contract.

- Click the “Create Work Order” icon to enter a work order against the contract.

- Click the “View Statewide Contract” icon next to the contract number to open the actual
contract document screen.

- Convenience vs. Mandatory — Refer to OAR 125-247-0296
- Buy Decision

The “Show Details” button will expand the results list and display additional details about each
award, such as the contract administrator and the effective dates. For more information:

. .. . ..
‘ Before Solicitation — Buy Decision
L
Surplus Inmate Price IGA Open MWESB
Property Labor |Agreement Market
Promotes Assists Oregon Promotes ORS 190 |Whennone |Encouraged
efficient use | mdividuals | Constitution, | economy and | Agreement | of the at all dollar
of existing | with Article I efficiency may be previous thresholds
resources disabilities | Section 41 through volume | used at any | sources apply | and promote
through and strategic time. an Agency balance
gainful purchases. may procure | through
employment Supplies and | inclusiveness
(Socio- Services
€COonomic) uging one of
the 7
sourcing
methods.
2
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Statewide Contract Search > Printable Index will give you a downloadable report of all
statewide contracts. You can choose to sort the report in several ways, and you can select
either PDF or Excel format. Hit the “Generate Printable Index” button to create the report.

Statewide Contract Search

(Train)

(@ Printable Index

The printable index is automatically updated with the latest data. If new data needs to be included, there may be a
delay in generating this printable index.

Choose Printable Index |Ccn::act Search - Sorted By Lgency A
Report:
Choose an output format: EDF v

Generate Printable Index

Il. Creating a Purchase Request:

Click Create Documents in the left hand menu bar and choose the option titled Create a
Purchase Request.

Welcome Screen create DOCU mentS
(Train)
Browse Opportunities ) ‘
(® Create a Special Request (@ Create a Notice
Statewide Contract Search . . . - . . .
Create a Special Request (Delegation, Special Create a variety of Notice postings including
Ao Sasreh Procurement, Sole Source, Other Special ORCPP Opportunity

Request) and send to DAS PS for processing
Browse Opportunity Notices

and Results (@ Create a Purchase Request @ Create an Opportunity

Create a Purchase Request
My Documents .
Source Notice

Browse Suppliers

(® Create an Award/Report ORS 190

Create Price Agreement, Agreement to Agree, or
Create a Special Request other Contract documents or Report an ORS 190
Activity

(@ Create a Work Order

Create a Work Order against an authorized
Contract

Create Documents

Create a Notice
(@) Create a Client Initiated Amendment

] Create an Amendment draft for a Contract issued
Create an Opportunity on your agency’s behalf by DAS PS

Create a Purchase Request

Create and Post an Opportunity, including a Sole
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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.

Create a Purchase Request

(Train)

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

Save to Profile: [

Discipline

O A&E O Public Improvement
O A & E Related Services O SuppliesIT
O Ordinary Construction O Supplies Non-IT
(O Trade Services IT

(O Personal Services IT

() Personal Services Non-IT () Trade Services Non-IT

ONMONONONC
ONONONONOC

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.)

Create a Purchase Request

(Train})

(© Back

@ Select the Organizations for the document. Issued By refers to the issuing organization. Issued For refers to the
organization the document is intended for.

Organizations [ Next ]

Save to Profile: [

Issued By: * |c-rrn‘ - ASD 635000-Rdm v

Req For: #* |C-EF|\‘ - ASD 635000-Adm v E

* indicates a required field

Top
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Additional Information — Before you can create the purchase request, you must confirm that
there are no existing contracts or QRF contracts that could fulfill the purpose of the request. To
do this, perform searches using the buttons provided. Once you complete your searches, check
“l agree...” to validate that there are no existing contracts of either type.

* | agree that there is no existing Contract that will fulfill the purpose of this Request.

Browse Contracts b

XI | agree that there is no existing QRF Contract that will fulfill the purpose of this Request

Check for existing QRF contracts b

Click the Create button to continue.

Create a Purchase Request

(Train)
(® Back

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

Additional Information ﬂ

Save to Profile: [

Discipline: Edit Supplies Non-IT

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

(Train)

—

Document Created

Document Number: CDFW-1053-16
Control Number: 1765845

The initial document has been created. To continue setting up the document click on 'Continue’.

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

1. Document Number

(Test)

Document Number: DASPS-2264-18 (DRAFT) Control Number: 1937635
Number

2. Issued By . Document Number
Address

3. Issued By Contact @ The document number is the reference number for the document/form.

- EGSS?:S;W No change permitted.

5. lIssued For ;
Contact Document Number: * DASPS-2264-18

Fill out all of the required information in the Document Wizard.

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 Save or Next buttons.

7.
8.
9.

1. Document Number

(Test)

Document Number: DASPS5-2264-18 (DRAFT) Control Number: 1987635
Number

2. Issued By i Document Number
Address :

Issued By Contact

Issued For
Address

Issued For
Contact

Document
Information

More Information
Financial Data

ltems

10 Rapid Item Entry
11 Attachments
12. Comments

13. Suggested

Suppliers

\]{1_ Permitted Users_/

Document Number: * DASPS-2264-18

* indicates a required field

@ The document number is the reference number for 1he document/form

No change permitted.

Top
Use These...

< ...Not These

Version Date: November 2018 Page 13



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.

2. Issued By Address

(Train)

Document Number: ODFW-1053-16 (DRAFT) Control Number: 1765345

Number
2. Issued By i Issued By Address
Address ;

3. Issued By Contact ® Please enter the appropriate information into the fields.

4. |ssued For | Make the selected addresses below the same as the above address
Address
i [Issued For Address
5. lssued For
Contact i |_Search

i . "
6. Document Name: ODFW - ASD

Information

| Address 1; * [203¢ Fairview Industrial Dr SE |

7. More Information

i i Address 2: | |
8. Financial Data i

[N | !

Issued By Contact — Either choose the contact name from the dropdown list or click the Find
button to search for someone if they aren’t in the dropdown list. If the user you need is not there,
you will have the ability to add them after conducting the search. When you are finished click
Next to save and continue.

Issued By Contact
® Please enter the appropriate information into the fields.

Select or Find Contact

Select: ## | select contact g

Find: *®% " caarch for a Persnr&

* indicates a required field
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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.

Issued For Address

@ FPlease enter the appropriate information into the fields.
Make the selected addresses below the same as the above address
- [Issued By Address

Search

. Name: ODFW - ASD

Address 1: # |-’:I334 Fairview Industrial Dr 3E

Address 2: |

Issued For Contact — Either choose the contact name from the dropdown list or click the Find
button to search for someone. If the user you need is not there, you will have the ability to add
them after conducting the search. When you are finished click Next to save and continue.

Issued For Contact
@ Please enter the appropriate information into the fields.

Select or Find Contact

Select: ## | select contact W

Find: % [ gSearch for a F‘ErSDH&

* indicates a required field

Version Date: November 2018
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Document Information — The required fields are indicated with an asterisk

6. Document Information
(Train)
Document Number: ODFW-1053-16 (DRAFT)

Control Number: 1765845

12. Comments

13. Edit ltems

*%* indicates that one of the fields in this set is required.

14. Suggested
Suppliers

Number
2. lIssued By i Document Information

Address
3. Issued By Contact | Created Date © mmisayyy)
4. Issued For Estimated Contract Value * |:|

Address
5 Issued For Document Title * |

Contact

! DOJ Billing Number = |

6. Document

Information i Maximum # of Items to [ ]
7. More Information | display in Item Block
8. Financial Data Payment Terms = | - |
9. ltems
10. Rapid ltem Entry | F1onY
11. Attachments * indicates a required field

Top

- Created Date — This field auto-populates based on the date you created the Purchase

Request draft.

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

- 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.

Click Next to save and continue.

6. Document Information

(Train)

Document Number: ODFW-1053-16 (DRAFT)

Number
2. Issued By i Document Information
Address
i * |og/18/2015 |
3. Issued By Contact | Created Date © mmisayyyy)
PR s i mtadd O etvmna \lal Pl PPy va—

Control Number: 1765345

Version Date: November 2018
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More Information — The required fields are indicated with an asterisk.

More Information

Delivery Requirements * | |
FOB * | v|
Funding Source ® | v

Procurement Authority Citation * | v |
Procurement Authority Citation *

Comment

Special Procurement/Exemption v

Special Procurement/Exemption
Citation

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

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

- 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.

Click Next to save and continue.

7. More Information

(Train}
Document Number: ODFW-1053-16 (DRAFT) Control Number: 1765845

Number

2. lIssued By . More Information
Address i

3. Issued By Contact Delivery Requirements * |-\1—F Bam-5pm

>

4 lzssued For . FOB * | FOB Destination
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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.

Financial Data

:g?ncy Year Index PCA Object gg?;c? Grant g{]zr;:a Project EL?:? Percent
1 o3 371 100 10 1]

Items — You should have at least one item listed on the Purchase Request before
submitting it. 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 @ ltem
Enter a keyword or Item Code and click "Search” to
retrieve catalog entries.
) ) 9 m Item Number Item Code
Search by: ® Keyword O NIGP 1 *
Value: extinguisher % | Quantity Uom
*I—I *| W

Description

Click the blue text listing the commaodity that you want to add to your Purchase Request. This
will bring the item over to the right side of the window.

Item Number  Item Code

Search by: ® Keyword O NIGP 1 *
Value: extinguisher | Quantity UoM
* *| Ny
1-30/ 51
12 m *Descriptinn

ORPIN Catalog: ORPIN Catalog #
* NIGP Codes: NIGP 7 Digit Codes 3

* Category 16: Maintenance and Repair of
Equipment
* 936-00: EQUIPMENT MAINTENANCE
REPAIR SERVICES FOR GENERA
EQUIPMENT B4
* 936-34: Fire Extinguisher Maintenance * indicates a required field
(Including Recharging) and Repair #
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Enter a Quantity.

(@ Catalog Search @ ltem
Enter a keyword or Item Code and click "Search” to
retrieve catalog entries.
) ) m Item Number Item Code
Search by: ® Keyword O NIGP 1 *NIGP Code: 340-28
Value: extinguisher | Quantity UOM
1-30/ 51
12 Cext I

inguishers, Rechargers, and Parts

ORPIN Catalog: ORFIN Catalog 3
* NIGP Codes: NIGP 7 Digit Codes @

* Category 16: Maintenance and Repair of
Equipment &
* 936-00: EQUIPMENT MAINTENANCE AND
REPAIR SERVICES FOR GENERAL
EQUIPMENT &4

* 036-34: Fire Extinguisher Maintenance * indicates a required field

Either click the Submit/Next button to add another item, or if no other items are required at this
time, click Next to save and continue to the next page of the Document Wizard.

Go to Item #: |:| Go

Click Next to continue, or
(@ Catalog Search (@ ltem Submit/Next to add more items.

Enter a keyword or Iltem Code and click "Search” to
retrieve catalog entries.

m Item Number Item Code

Search by: ® Keyword O NIGP 1 *NIGP Code: 340-28
Value: extinguisher | Quantity uom
e *[1s *| zacs v|
1-30/ 51

Fire Extinguishers, Rechargers, and Parts

12 m *‘Description ‘

| _ODDIN T otaloa MDDIN Cogalos 38
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Rapid Item Entry — This is an optional page. It provides an alternative way to quickly enter
items if you already know the NIGP commodity code. If you entered items through the regular
Items page you can just click Next to skip this page.

10. Rapid Item Entry

(Train)

Document Number: ODFW-1053-16 (DRAFT) Control Number: 1765845
Number

2. Issued By i Rapid ltem Entry
Address i

3 Issued By Contact @ This OFTIONAL tool allows you to quickly enter additional items to your document by entering the NIGF
) i code for the item and the guantity needed. You may skip this page if it is not applicable.
4. lssued For

Address Item # NIGP Code Quantity
5. lIssued For 2 | | l:l
Contact :
6. Document 3 | | l:l
Information 4 | | |:|
7. More Information 5 | | l:l
8. Financial Data 6 | | |:|
9. ltems 7 | | l:l
10. Rapid Item Entry 8 | |
11. Attachments
12. Comments i | | l:l
13. Edit ltems 10 | | |:|
14. Suggested " | | l:l

Suppliers i
¢ * indicates a required field
i Top

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

- G G G GO

Afttachments

The maximum total file upload size per Submit is 34.80 MB

- Attachment title I | File Browse. .4

Attachment title | | File Browse...

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

Click Next to save and continue.

Version Date: November 2018 Page 20



Comments — The Purchase Request Summary comment is required but the others comment
types in this area are optional. After you fill in any of the comments boxes, be sure to hit the
“Save” button to keep your entries.

Gl G aEfN EGE@ID aEETUS

Comments

@ Comments can be added and maintained. Mandatbry comments cannot be deleted.

Type Delete

1 Previous Contract Information ﬂ Add
2 Purchase Request Summary S Add
3 Trailer Comments ﬁﬁdd

- Previous Contract Information — If there are previous contracts, click the Add button
and list the details. Click the “Save” button to save your entry.

- Purchase Request Summary — Click the Add button and enter a summary of the
purchase needs. Click the “Save” button to save your entry.

- Trailer Comments — Enter any additional comments you want included in the trailer of
the Purchase Request. Click the “Save” button to save your entry.

- Click Finish to view the Purchase Request draft.

At this point, 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.

() close Request for Supplies & Services (
Testing Purchase Request

@) prnt (Train)

@ Refresn Issued By

ODFW - ASD
4034 Fairview I
SE

Salem, Oregon
97302-1142

@ Help Desk

Complete Step

Contact Richard

Phone 1 (23%9)

Fax

Email richard,
tate.or ]

Maintain

Additional

Actions .
Attachments Do Not Exist

View Data Organization Attachments Do Not Exist
Work Flow Comments Do Not Exist
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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
“DAS, Procurement Queue” to send it to the DAS Procurement Services Office.

OREGON. GOV Close @ l
i
Review/Approve |
{Train)
Document Number: ODFW-1053-16 (DRAFT) Control Number: 1765845 |
Current Step: Creation m il
Next Step: * |ssue
H
Person Responsible il Select Person Responsible
-— ©33000-Administraticn ODFW - ASD -——
for Next Step: -- §35000-ASD ODFW - Procurement Section ——
Farrell, Debbi
Comments: Irvine, Jerilyn
Naszset, Christian
Ferkin= (DPQ), Jessica G.
Rodriguez (Buyer), Rhea
Rodriguez, Enrique
Svejecar, Jeff
Wenger, Ashley
-= €33000 CDFW - Agency - Department of Fizh and Wildlife --
Send email to person respor] 223557 (9AC), Alan
Leveaux, Lori
% . ) Whalen (Buyer), Patty
Indicates a required field Whalen (OAC), Patty Laurie 1
-— 12B DAS Rutherity Agenciess ——
-— 12 Executive —-
DAS, Procurement Qusue
DLS, Special Regquest Queue
-— 10 State Government —-
-— Cpenlrgl ORFIN System --— I

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)

Click on “My Documents” in the left-hand menu bar.

My Documents

Document Search
To Do List

Distribution List
Maintenance
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Set the “Search By” dropdown to “Find by Document Number”. Type the PR number in the
Document Number field and set the Document Status button to “All”. Then click Search.

My Documents

(Train)

Document Search

Search By:

| Find by Document Number

Document Type: |a11 v

Document Number: [odfw-1053-16

| O Exact Match ® Starts With

Document Status: ODraft Olssued Oln Progress @Al

O Partial Match

Product: Find Item
Reset
Date Range: ® Created Date Olssued Date
From: [ O sy Tor [ | © (mvdaiy

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

then click on Process

() close
® erint

Request for Supplies & Services (PR)

Testing Purchase Request
(Train)

Oregon Procurement Information Network

() Refresn
@ Help Desk

Issued By

ODFW - ASD
4034 Fairview
SE

Salem, Oregon
§7302-1142

Industrial Dr

Contact Richard Carmichael

Purchase Request #

ODFW-1053-16

Issued Date

All dates are mm/dd/yyyy

Phone 1 (%59%) 962-3777
Maintain Fax
Email richard.w.carmichasl@s
Additional tate.or.TEST
Actions
Attachments Do Not Exist
View Data Organization Attachments Do Not Exist

Work Flow Comments Do Not Exist

Process History i
Process Histol User Comments Do Not Exist

Email Log

Issued For
ODFW - ASD

4034 Fairview Industrial Dr
SE
Salem, Oregon

97302-1142

carmichael

962-3777

Contact Richard
Phone 1 (5%%)
Fax

Coaail

e rpepeys NS

P e N

Procurement Authority Citation
Oregon Administrative Rule
CRS 279

Special Procurement/Exemption
[Special
Procurement/Exempticn]
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Check to see who currently has control of the document.

Summary

Description Responsible Status

Creation Mandatory Patty Laurie Complete
VWhalen (OAC)

Issue Mandatory Procurement Active
Queue DAS

If the document is still in draft and the Responsible Party for the current step is listed as

“Procurement Queue DAS” then it is sitting in the queue at Procurement Services office

waiting to be assigned to an analyst.
- 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.

- 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, or DAS 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).
- If the document is not in draft, check the Process History to see who completed the

Issue step on the document.

o Ifthe PR was issued by a user within your agency (and the Procurement Queue
DAS does not show up in the steps listed in Process History) it was never sent to
the Procurement Services office and they have no knowledge of it.

o If the PR was issued by a DAS employee, it is complete and moving into the next

phase of the process.
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. Creating a Work Order:

Click Create Documents in the left hand menu bar and choose Create a Work Order.

Oregon Procurement Information Network (ORPIN)

Welcome Screen c rEate DOCU mentS
(Train)
Browse Opportunities
(@) Create a Special Request (@ Create a Notice
Statewide Contract Search . . .
Create a Special Request (Delegation, Special Create a variety of Notice postings including
Aaard ek Procurement, Sole Source, Other Special ORCPP Opportunity

Request) and send to DAS PS for processing
Browse Opportunity Notices
BRHEE (@ Create a Purchase Request (@ Create an Opportunity

Create a Purchase Request Create and Post an Opportunity, including a Scle

My Documents Source Notice

Browse Suppliers

(@ Create an Award/Report ORS 190 (@ Create a Work Order
Create Documents R .
Create Price Agreement, Agreement to Agree, or Create a Work Order against an authorized
Create a Special Request other Contract documents or Report an ORS 190 Contract
Activity

Create a Notice

@ Create a Client Initiated Amendment

3 Create an Amendment draft for a Contract issued
Create an Opportunity on your agency's behalf by DAS PS

Create a Purchase Request

s ADonac

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.

Create a Work Order

(Train)

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

Find Contract ©)
Contract #: |:| O Exact Match @ Partial Match

Keywords: |crans;at

M Initems M InTitte [ In Comments

Legend

Show Details

Contract # Organization Supplier
1 Mt PS-NON- State Procurement Office Language Line Services, Inc.
IT2179-5

Written Translations of Various Languages

Use Contract Value Minimum Order Maximum Order Other Charges Delivery Requirements Information

Mandatory  $100,000.00 $0.00 Various time periods B3
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Once the results display, simply click on the ribbon next to the contract that you want to start a
work order against.

Legend

Show Details

Contract # Organization Supplier
1 fE PS-NON- State Procurement Office Language Line Services, Inc.
IT2179-5

Written Translations of Various Languages
Use Contract Value Minimum Order Maximum Order Other Charges Delivery Requirements Info on

Mandatory $100,000.00 $0.00 Various time periods B3

Click the “Next” button to start the document process:

rw;)s:ﬁorplnamegon.go‘sm onlD=4078505518&contracild= 16646b9&doc [ype=PO&doclypeual...| =T

OREGON. GC NV

Create a Work Order Document

(Train)

@ To start creating a Work Order select the "Work Crders"” option and press MNext.

Contract #: PS-NON-1T2179-5 (Version:12)

Please choose fram the following: m

® Work Orders
Create a Work Order against the contract

Top
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Set the “Issued By” and “Issued For” agencies and click “Next”:

Create a Work Order

(Train)

(© Back

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

organization the document is intended for.

Organizations

Save to Profile: [

* indicates a required field

Supplier comes over from the
existing contract and is hard-coded.

Issued By: * |ODFW - BSD 635000-Adm v |
Issued For: * |ODFW - ASD 635000-Adm v |

_ _ Set the Issued By and Issued For
Supplier: 6741 Language Line Services, Inc.

agencies from the drop down. You
will only see those agencies that you
have authority to contract for in the

drop down list. Top

Review and validate the information displayed on the Additional Information page. (Once you
click the Create button, this information cannot be changed.) If you are satisfied with the
information displayed, click the Create button to create the work order document.

Create a Work Order

(Test)

@© Back

information needed such as Calendar Year.

Additional Information
Contract: 1473
Trade Services

Discipline:

Document Type:

Procurement Work Orders
Method:

Issued By: Edit

Issued For: Edit

Supplier: Edit 2953 Redwood

Calendar Year: * O Previous

®

@ This page allows you to review your information before creating the document.

Work Order Against ATA

107090 DAS Procurement Services

107090 DAS Procurement Services

handles any additional

Lorente

Save to Profile: [

Non-IT

Toxicology Laboratory, Inc.

® current O Next
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Document Number — This will display the number automatically assigned when you created
the Work Order. Click the Continue button to transfer into the Document Wizard, which will help
you fill out the necessary information on your work order.

Create a Work Order

(Test)

Document Created

Document Number: DASPS-1556-18
Control Number: 1987636

The initial document has been created. To continue setting up the document click on "Continue’.

View

The first page shows the document menu and the first option in the menu is the Document
Number. The Work Order Number will display again on this page.

1. Document Number
(Train)
Document Number: ODFW-1002-16 (DRAFT) Control Number: 1765843

Number

2. Supplier Address ~ Document Number
3. Supplier Contact |
dpplert-ontac @ The document number is the reference number for the document/form.
4. Bill to Address
5. Billto Contact No change permitted.
6. Agency Address |
7. Agency Contact Document Number: * ODFW-1002-16 b
8. Work Site * indicates a required field .
Address : op
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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 Save or Next buttons along the top of
the window.

1. Document Number
(Test)
Document Number: DASP

Number

2. Supplier Address | Document Number
3. Supplier Contact | |
pp ; @ The document number is the reference number for theidocument/form.

4. Bill to Address
5. Billto Contact No change permitted.
6. Agency Address |
7. Agency Contact | Document Number: * DASPS-1556-18
8. Work Site . * indicates a required field

Address ‘ Use These.... Top

9 Work Site Contact| |

10. Document i
Information : < ....Not These

11. More Information

12. Financial Data
13. ltems

14 Supplier
Identification

15. Attachments

\1\6, Comments / |

Fill out all of the required information in the Document Wizard.

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 (see next screenshot).
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(Train)

1. Document

2. Supplier Address

Document Number: ODFW-1002-16 (DRAFT)

Control Number: 1765343

-l G ;G G@mD TG

Number
2. Supplier - Supplier Address
Address
3. Supplier Contact @ Please enter the appropriate information into the fields.
4. Bill to Address i | search
5. Bill to Contact . Legal Business Name: Language Line Services, Inc.
6. Agency Address  Address 1: * |One Lower Ragsdale Drive, Bldg. 2
7. Agency Contact | Address 2:
8. Work Site i
Address - Address 3:
9. Work Site Contact | pddress 4:
10. Document b 7
Information ‘ City: * Select City
11. More Information | Honterey hd
12 Financial Data or Enter City
13. ltems
14. Supplier . State: * Select State
Identification - -
| California ~

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.

1.

o N2 e e N

14

10.

11.
12.
13.

15.
16.

Document
Number

Supplier Address
Supplier Contact
Bill to Address
Bill to Contact
Agency Address
Agency Contact

Work Site
Address

Work Site Contact

Document
Information

More Information
Financial Data

ltems

. Supplier

Identification
Attachments

Comments

3. Supplier Contact

(Train)

Document Number: ODFW-1002-16 (DRAFT)

Supplier Contact

@ Please enter the appropriate information into the fields.

Select contact

Control Number: 1765843

Select: | Select contact %
Contact Information
. First Name: |
Last Name: * |H:\11:, Greg
Title: |
Country Code Area Code Number Extn
Phone: * 831 = [g487108
831 [s2e5850

Fax:

| ripmanagerflanguageline.com

Email:

* indicates a required field

Top
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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.

(Train)

1. Document
Number

Supplier Address
Supplier Contact
Bill to Address
Bill to Contact
Agency Address
Agency Contact

Work Site
Address

© N @ e s W

Document
Information

4. Bill to Address

Document Number: ODFW-1002-16 (DRAFT)

9. Work Site Contact |

Control Number: 1765843

G Gl G GTDND G

Bill to Address

® Please enter the appropriate information into the fields.
Make the selected addresses below the same as the above address
[JAgency Address
[Jwork Site Address

Search

- Name: ODFW - ASD

| Address 1: = [123 Main Street |

Address 2: | ‘

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.

5. Bill to Contact

(Train)

Document Number: ODFW-1002-16 (DRAFT)

Control Number: 1765843

1. Document
Number

Supplier Address
Supplier Contact
Bill to Address
Bill to Contact
Agency Address
Agency Contact

Work Site
Address

®» N D ;AWM

10. Document

Information
11.
12.
13.
14.

More Information
Financial Data
ltems

Supplier
Identification

15. Attachments

16. Comments

9. Work Site Contact

-G Gl ;G G&mD GO

i Bill to Contact
@ Please enter the appropriate information into the fields.

Select or Find Contact

Select: Select contact

Find: Search for a Person

! Contact Information

First Name: | |

Last Name: *| |

Title: | |
j Country Code Area Code Number Extn

Phone: * * l:l * | | | |

Fax: l:l | | | |

Email: | |

* indicates a required field

Top
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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.

6. Agency Address
(Train)
Document Number: ODFW-1002-16 (DRAFT) Control Number: 1765843
Number
2. Supplier Address | Agency Address
3. Supplier Contact |
upplier -ontac @ Please enter the appropriate information into the fields.
4. Bill to Address
. | Make the selected addresses below the same as the above address
5. Billto Contact
6 Agency Address [IBill to Address
7. Agency Contact [Jwork Site Address
8. Work Site i (_Search
Address i Name: ODFW - ASD
9. Work Site Contact | 00 q. [¢034 Fairview Induscrial Dr SE |
10. Document
Information i Address 2: | |

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.

7. Agency Contact
(Train)
Document Number: ODFW-1002-16 (DRAFT)

Number
2. Supplier Address | Agency Contact
3. Supplier Contact |

PP @ Please enter the appropriate information into the fields.

4. Bill to Address
5 Bill to Contact 5 Select or Find Contact
6. AgencyAddress  Select: ll[s-1ccc coneec:
7. Agency Contact Find: ** (" Search for a Person
8. Work Site

Address
9. Work Site Contact | Contact Information Select
10. Document Make the selected contact(s) below the same as the above contact from the

Information [] Bill to Contact drop down
11. More Information [] Work Site Contact or search

) _ for a user.

12. Financial Data Attention: * Patty Laurie Whalen (OAC)
13. ltems Title: Procurement and Contracts Specialist 2
14. Supplier

Identification Country Code Area Code Number Extn
15. Attachments Phone: * * ® [947-6133 | | |
16. Comments Fax: ago [247-6156 | | |

! Email: [Patty.L.Whalen@stace.or.TEST |
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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.

8. Work Site Address
(Train)
1. Document
Number
2. Supplier Address | Work Site Address
3. Supplier Contact |
upplier ontac @ Please enter the appropriate information into the fields.
4. Bill to Address
. | Make the selected addresses below the same as the above address
5. Bill to Contact
6 Agency Address | [IBill to Address
7. Agency Contact DAgency Address
8. Work Site i (_Search
Address Name: ODFW - ASD
9. Work Site Contact g yqrees 1: * x

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.

9. Work Site Contact
(Train)
Document Number: ODFW-1002-16 (DRAFT) Control Number: 1765343

Number
2. Supplier Address : Work Site Contact
3. Supplier Contact |

upplier ontac @ Please enter the appropriate information into the fields.

4. Bill to Address
5 Bill to Contact Select or Find Contact
6. Agency Address | Select: gll[7chara carmicnael 1 (599) se2-3177
7. Agency Contact Find: #% (" search for a Person
8 Work Site :

Address :
9 Work Site Contact Information

Contact | Make the selected contact(s) below the same as the above contact
10. Document i [ Bill to Contact

Information ;

¢ [ Agency Contact
11. More Information |
. . i Attention: * Richard Carmichael

12. Financial Data ;
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Document Information — The required fields are indicated with an asterisk.

10. Document Information

(Train)

Document Number: ODFW-1002-16 (DRAFT)

Control Number: 1765843

Number
2. Supplier Address  Document Information
3. Supplier Contact Start Date - SR —
4. Billto Address
5. Bill to Contact Xpiration Date 0 (mmicyyyy)
6. Agency Address Minimum Amount 0
7. Agency Confact Min. Amount Info
8. Work Site

Address Maximum Not To Exceed * I:l
9. Work Site Contact

Currency and Rate 1 US Dellars W m

10. Document

Information Document Title * |7r|'rit.:e:1 Translationa of Varicus Languages

11. More Information
Maximum # of ltems to I:I

12. Financial Data display in Item Block

- Start Date — Click the calendar icon to the right of the Start Date field to choose the

Work Order’s start date.

- Expiration Date — Click the calendar icon to the right of the Expiration Date field to

choose the Work Order’s expiration date.
- Document Title — Enter a title for the Work Order.

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

exceed.

Click Next to save and continue.

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.

11. More Information

(Train)
Document Number: ODFW-1002-16 (DRAFT)

Control Number: 1765843

Number
2. Supplier Address  More Information
3. Supplier Contact DBE Goal I:I
4. Billto Address |
. : DBE Goal Comment
5. Billto Contact i
B. Agency Address | Only required
7. Agency Contact field on this
; age
8. Work Site : pag \
Address ;
H i *
9. Work Site Contact | Funding Source |
10. Document | Assigned Mentor |

Information

11. More Information DOJ Assigned Attorney |
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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.

12. Financial Data

(Train)

Document Number ODFW 1002 16 (DRAFT) Control Number 1?’65843
Number
2. Supplier Fmanmal Data
Address i
3. Supplier A . A G . Project
Coﬁfact Ng?nw Year Index PCA Object ng:c(iy Grant P{;:L Project P:?]J:: Percent
480 ¢ [ [ [ 1 [ 1 [ 71 71 [ 1 [0 [ 1
Address
5 Billto é*indicatesarequiredﬁeld
Contact
6. Agency
Address
7. Agency

Items — You will only be able to put items on the work order that were listed on the originating
price agreement. To search for the available items, either enter a Keyword or NIGP (commaodity)
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.)

13. Items
(Train)
Document Number ODFW 1002 16 (DRAFT) Control Number 1?65843
Number
2. Supplier Address Go to Item #: |:| Go
3. Supplier Contact
4 BiltoAddress | (?) Contract ltem Search ® ltem
5 Bill'to Contact Enter a keyword and search to find items on the
6. Agency Address i contract. You can also execute a blank search to find  tem Source: Document Item W |
" all items.
7. Agency Contact ; "
|
8. Work Site . . .
Address i Search by: @ Keyword U NIGP (U Contract Item Item Number ltem Code
‘ *
9. Work Site Contact | Value: | !
10. Document *Quantity uom
Information I hd
11. More Information Unit Price
12. Financial Data Description
e ; [
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Click the item number that you want to add to your Work Order.

0. QUG woniact

4. Billto Address

5. Billto Contact

6. Agency Address

7. Agency Contact

8. Work Site
Address

9. Work Site Contact

10. Document
Information

11. More Information

12. Financial Data

13. Items

14. Supplier
Identification

15. Attachments

16. Comments

- (® Contract Item Search

- Enter a keyword and search to find items on the
contract. You can also execute a blank search to find

- all items

' Search by: ® Keyword O NIGP O Contract ltem

| Value: |
Show Details
Contract ltem Description
1 NIGP Code: 961-75

Written Translation Services

Q@ ltem

Document Item \I‘

Item Source:

Item Number Item Code
1 *
Quantity uom
* | v
Unit Price
Description

* indicates a required field

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

Enter a Quantity and then 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. Items

(Train)

1. Document
Number

2. Supplier Address

3. Supplier Contact

4. Bill to Address

5. Billto Contact

6. Agency Address

7. Agency Contact

8. Work Site
Address

9. Work Site Contact

10. Document
Information

11. More Information

12. Financial Data

13. kems

14. Supplier
Identification

15. Attachments

16. Comments

Document Number: ODFW-1002-16 (DRAFT)

Control Number: 1765843
Go to Item #: I:I

Go

Proceed to next step...

(@ Contract ltem Search

Enter a keyword and search to find items on the
i contract. You can also execute a blank search to find

i all items.

Search by: ® Keyword O NIGP O Contract ltem

Value: |
Show Details
Contract ltem Description
1 NIGP Code: 961-75

Written Translation Services

...or add more items.

@ ltem

Item Source: Document Item LY |
Item Number Item Code
1 #NIGP Code: 961-75
Quantity Uom

#[500 [e2cn v
Unit Price
$1.00
Description

*

Written Translation Services

* indicates a required field
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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.

14. Supplier Identification

(Train)

Document Number: ODFW-1002-16 (DRAFT) Control Number: 1765843

Number

2. Supplier Address Supplier Identification
3. Supplier Contact
UPPIEM-OMACt (@) Enter Supplier identification information. FIN must be (#[space or -J#######) ex. (1-123456789) and
4. Bill to Address SSN should be 9 numeric characters.
5. Bill to Contact FIN: R -
6. Agency Address |
7. Agency Contact SSN: l:l
8. Work Site Top

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:

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

15. Attachments

(Train)

Document Number: ODFW-1002-16 (DRAFT) Control Number: 1765343

Number

2. Supplier Address Attachments

3. Supplier Contact The maximum total file upload size per Submit is 34.80 MB

4. Bill to Address Attachment title isigned woc | File * Browse...
5. Bill to Contact !

6. Agency Address Type in a title and then browse for the document in your files.
7. Agency Contact Attachment title | | File Browse...

Click Next to save and continue.
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Comments — Enter a summary of the work to be performed in the “Description of Work to be
Done” field. Enter any additional comments you want included at the bottom of the Work Order

into the “Trailer Comments” field.

16. Comments

(Train)

Document Number: ODFW-1002-16 (DRAFT)

Control Number: 1765843

1. Document

Il GCETD

Number
2. Supplier Address Comments
3. Supplier Contact

PP @ Comments can be added and maintained. Mandatory comments cannot be deleted.

4. Bill to Address
5. Billto Contact Type Delete
6. Agency Address 1 * Description of Work to be Done ﬁ Edit
7. Agency Contact
8. Work Site .

Address 2 Trailer Comments ﬁ Add
9. Work Site Contact

Click Finish to view the draft Work Order summary page.

16. Comments

(Train)
Document Number: ODFW-1002-16 (DRAFT)

1. Document
Number

Control Number: 1765343

-

To complete the Work Order you must run it through the Workflow process.

To do this, click on Complete Step i

n the left hand menu bar.

@ Close
() Print (HTML)
() View PDF

Work Order Summary
Against an Personal Services (PSK) Non-IT

Written Translations of Various Languages
(Train)

@ Refresh
@ Help Desk

Complete Step

Maintain
Additional
Actions

View Data

Supplier Name/Address
Language Line Serviced
Cne Lower Ragsdale Drj

2

Monterey, California
93540

Contact Holt, Greg
Phone 1 (B831) &48710
Fax 1 (831) ©48585
Email rfpmanager@lan

oI
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If you have missed any required fields, ORPIN will give you an “Integrity Check” 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

(Train)

Document Number: ODFW-1002-16 (DRAFT) Control Number: 1765843
Current Step: Creation m
Next Step: * |ssue

Person Responsible # | Select Perscn Responsible v|

for Next Step:

Comments:

Send email to person responsible for the document?[ ]

If you are going to process the next step, choose your own name from the dropdown. If you
want to assign this to someone else to process the Issue step, choose their name from the
dropdown and hit “Submit”.

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.) 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.

® Close Work Order Summary
Against an Personal Services (PSK) Non-IT .
: > 92 . - ( ) Oregon Procurement Information Network
@ Print (HTML) Written Translations of Various Languages
(Train)
() ViewPDF PE——
@ Supplier Name/Address ( )
Refresh — Language Line Services, Inc.
g . One Lower Ragsdale Drive, Bldg. Work Order #
2 ODFW-1002-16
@ RS Monterey, Califeornia
Yoo = - Request Date
93540
Complete Step Start Date
Contact Holt, Greg 11/21/2005
Phone 1 (B321) &487108 Expiration Date
Fax 1 (831) ©48585%9 -
. . L. 11/15/2015
Maintain Email rfpmanager@languageline.c
om Award #
Additional P8-NON-ITZ2179-5
Amendment # 12
Actions Supplier Number
6741
View Data

All dates are mm/dd/yyyy
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In the Review/Approve window, choose the agency that will remain responsible for the Master
File in ORPIN from the dropdown.

Review/Approve

(Train)

Document Number: ODFW-1002-16 (DRAFT)

Current Step: Issue m

Select Organization @ * Selem: Organization responsible for this Procurement File V|

Control Number: 1765843

responsible for file:

Comments:

* Indicates a required field

Click the Submit button to issue the Work Order.
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IV. Creating a Solicitation:

Click Create Documents in the left hand menu bar and choose the option titled Create an

Opportunity.

(Train)
Browse Opportu nities

Statewide Contract Search

Browse Opportunity Notices

My Documents
Browse Suppliers

Create Documents

Welor e Sereen Create Documents

(® Create a Special Request

Create a Special Request (Delegation, Special
Procurement, Sole Source, Other Special
Award Search ' ;
e Request) and send to DAS PS for processing

and Resuls (® Create a Purchase Request
Create a Purchase Request

(® Create an Award/Report ORS 190

Create Price Agreement, Agreement to Agree, or
% w otber Coptract docimante ar Donort an 0DS 4100

(® Createla Notice

Create afvariety of Notice postings including
ORCPP Ppportunity

(® Create an Opportunity

Create and Post an Opportunity, including a Sole
Source Notice

(® Create a Work Order

Create a Work Order against an authorized

Contract

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.

e v

Discipline

(® OAsE
(@ O A&ERelated Services
@ (O Ordinary Construction

@ O Personal Services IT

@ (O Personal Services Non-IT

Save to Profile: [

® O Public Improvement
(3) O suppliesIT

@ O Supplies Non-IT
@ (O Trade Services IT

@ () Trade Services Non-IT

Procurement Method — Select the method you will use for your procurement. Different
methods will display based on the Discipline you chose previously. Click Next to continue.
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Create an Opportunity

(Train)

(© Back

@ Next select the Procurement method from the list provided. The Procurement method controls the authority
steps the document must pass through before it can be completed. Only Procurement methods that you have
privilege for will be selectable.

Procurement Method [ Next ]
O Small Procurement Save to Profile: [ |
<=$5,000

O Request for Quote
= $5,000 == $150,000

O Invitation to Bid (ITB)
= $5,000

O Request for Proposal (RFP)
> $5,000

© O 0 0 6

O Sole Source Notice
> $5 000

@ O Emergency Procurement Posting

m ) Qmarisl Dearsiramant (Aemrsuard Albarnative Densacsl

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.)

(® Back

@ Select the Organizations for the document. Issued By refers to the issuing organization. Issued For refers to the
organization the document is intended for.

Organizations [ Next ]

Save to Profile: [

Issued By: * | ODEW - ASD 635000-Adm v e
Issued For: * | CDEW - ASD 635000-RAdm v | €

Additional Information — Before you can create the opportunity, you must 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 “I agree...” box to validate that there are no existing contracts. Also check
that there are no QRF contracts that could fulfill the request by checking that box here. Click the
Create button to continue.

e
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Create an Opportunity

(Train)

(® Back

@ This page allows you to review your information before creating the document. It also handles any additional
information needed such as confirming that no Price Agreements exist.

Additional Information [ create ]

Save to Profile: [

Discipline: Edit Trade Services IT
Document Type: Trade Services IT You can edit any Of
Procurement Edit to Bid (ITB) = $5,000 vour pre\'ious

Method: selections from here
Issued By: Edit 635000-Administration ODFW - ASD as well.
Issued For: Edit 635000-Administration ODFW - ASD

| agree that there is no existing Contract that will fulfill the purpose of this Request.

Browse Contracts

| agree that there is no existing QRF Contract that will fulfill the purpose of this Request

Check for existing QRF contracts

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.

Create Document

(Train)

Document Created

Document Number: ODFW-1008-16
Control Number: 1765847

The initial document has been created. To continue setting up the document click an 'Cantinue’.

Wiew

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.
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1. Document Number
(Train)

Document Number: ODFW-1008-16 (DRAFT) Control Number: 1765847

ﬂ_ Document \Cm Back Save m m)

Number \
2. Issued By . Document Number
Address
Issued By Contact @ The document number is the reference number for th cument/form.
4 Egggislszor i No change permitted.
5. Document
Information Document Number: * ODFW-1008-16
More Information * indicates a required field To
Items Use these buttons... P

6
T.
3. Rapid Item Entry
9

. Attachments

10. Commodity Match| : 6

11. Geographic Bid
Matching

" _..not these buttons.
12. Comments

13. Invited / Notified /
Interested

k Suppliers )

Fill out all of the required information in the Document Wizard.

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

Document Number

@ The document number is the reference number for the document/form.

No change permitted.

Document Number: * ODFW-10038-16

indicates a required field
4 Top

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.
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GEl G &M EE@™» G

- Issued By Address

@ Please enter the appropriate information into the fields.

Make the selected addresses below the same as the above address
- [issued For Address

Search

 Name: ODFW - ASD

. Address 1: * 4034 Fairview Industrial Dr SE |

Issued By Contact — Either choose the contact name from the dropdown list or hit the Search
button to look up a person. If they are not yet in the system, you will be able to add them after
conducting your search. Click Next to save and continue.

- Issued By Contact

@ Please enter the appropriate information into the fields.

Select or Find Contact

- Select: **|v|€__"

Find: *%* " gearch for a Person S

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.

Gl G aaE EGE@D aEGET

Issued For Address

@ Please enter the appropriate information into the fields.

Make the selected addresses below the same as the above address

[lIssued By Address

: Search

- Name: ODFW - ASD

WY R PIR[1051 roivicu induscrial br o <]
Address 2: | |
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Document Information — The required fields are indicated with an asterisk.

Document Information

Publish Date/Time (if 1S omearw [

later than issue
date)

Closing Date/Time [ O mmedsyyy [
Opening Date/Time (if S e [

later than the closing

date)
Time Zone * | Pacific Time W |
Document Title * |
Payment Terms * | v
Estimated Value * |:|

| Vendor Collected | | | v

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.

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.

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”.

Payment Terms — Choose your preferred payment terms from the dropdown list.
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.
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[ ESTaey vame 1]

Vendor Collected ‘ v

Administrative Fee

Maximum # of ltems ]
to display in Item
Block

Bid Response Settings
The following settings impact what the supplier is able to do when responding to this Opportunity

Allow electronic @ * ‘ only Manual Bids Allowed v ‘
bids?

Component pricing?  (?) | With main item v |m

Supplier may bid @ O
alternatives or
substitutions?

- 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.

- 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”
or “Phone Quotes Only” 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.

Click Next to save and continue.

More Information — The required fields are indicated with an asterisk.
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i More Information
Delivery Information
Delivery Requirements

Delivery Terms

FOB

Other Information

Non-DAS Standard Authority
Procurement Authority Citation

Procurement Authority Citation
i Comment

Special Procurement/Exemption

*

v]

Version Date: November 2018

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.

Procurement Authority Citation — Choose what 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.
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Special Procurement/Exemption
Citation

Assigned Mentor | |

DOJ Assigned Attorney | |

- 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.

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.

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 @ ltem
Enter a keyword or ltem Code and click "Search” to
retrieve catalog entries. ltem Source: Document Item v |
o

Search by: @ Keyword O NIGP .
Value: |ex1:ingui.3her 4 |

Item Number Item Code

1 £

Quantity UoM

#® :#| Wy
Description
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Click one of the commaodities displayed in blue to add to your opportunity.

i
* Category 24: Safety and Protection Equipment and
Related Services
+ 340-00: FIRE PROTECTION EQUIPMENT AND
SUPPLIES
* 340-08: Cabinets and Covers (For Fire
Extinguishers, Fire Hose and Racks, Valves,
etc) M
+ 340-08-05: COVERS, FIRE
EXTINGUISHER 24
* 340-28: Fire Extinguishers, Rechargers, and
Parts &4
* 340-28-13 BRACKETS FOI E
EXTINGUISHER, HEAVY DUT% METAL
2]

* 340-28-15: BRACKETS FOR FIR
CYTIMNGI NSHER WELNC E T BETAI

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

: vare: [==TInguisher T
R — ltem Number  Item Code
* i L
1-30 / 51 1 NIGP Code: 340-23
; 12 m *Quantlty *UUM
; | EacH -
: ORPIN Catalog: ORPIN Catalog
* NIGP Codes: NIGP 7 Digit Codes 4 Descriokion
. Category 16: Maintenance and Repair of * Fire Ex@inguishers, Rechargers, and Parts
Equipment #

* 936-00: EQUIPMENT MAINTENANCE AND
REPAIR SERVICES FOR GENERAL
EQUIPMENT 24

* 936-34: Fire Extinguisher Maintenance
(Including Recharging) and Repair

* 936-34-20: MAINTENANCE AND

INSPECTION OF THE ANSUL R-101 FIRE _ #* indicatas 3 raguirad fisld

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.

Go to ltem #: |:| Go

. (@ Catalog Search @) ltem

Enter a keyword or ltem Code and click "Search" to

retrieve catalog entries. Item Source: | Document Item b |

|
i Valua: |e=x1'."nm1'iﬁhpr |
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Rapid Item Entry — This is an optional page. It provides an alternative way to quickly enter
items if you already know the NIGP commodity code. If you entered items through the regular
Items page you can just click Next to skip this page.

10. Rapid Item Entry

(Train)

Document Number: ODFW-1053-16 (DRAFT) Control Number: 1765845
Number

2. Issued By i Rapid ltem Entry
Address i

3 Issued By Contact @ This OFTIONAL tool allows you to quickly enter additional items to your document by entering the NIGF
) i code for the item and the guantity needed. You may skip this page if it is not applicable.
4. lssued For

Address Item # NIGP Code Quantity
5. lIssued For 2 | | l:l
Contact :
6. Document 3 | | l:l
Information 4 | | |:|
7. More Information 5 | | l:l
8. Financial Data 6 | | |:|
9. ltems 7 | | l:l
10. Rapid Item Entry 8 | |
11. Attachments
12. Comments i | | l:l
13. Edit ltems 10 | | |:|
14. Suggested " | | l:l

Suppliers i
¢ * indicates a required field
i Top

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

Attachments

The maximum total file upload size per Submit is 34.80 MB

Attachment Title | File Browse. ..

- Attachment Title | | File Browse. ..

- Enter an Attachment Title in the first field.
- Click the Browse button to locate the document on your computer.
- Indicate whether this attachment is mandatory, optional, or returnable.

Click Next to save and continue.
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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.

. (® Catalog Search ™ @) Cross-references
m Refer Id: *®
Search By: ® Keyword O NIGP Description: *

Keyword/Code: |EEE \ | * indicates a required field

The maximum number of records has been L . .
return by the search criteria. Please refine Existing Entries
your search and try again.

......................................................................... . Mo results were found
; 1-30 / 394

i 12345 ... 14 m
ORFIN Catalog: ORPIN Catalog
* NIGP Codes: NIGP 7 Digit Codes 4
: * Category 01: Administrative, Financial, and
Management Services J
* 952-00: HUMAN SERVICES 4
* 952-44: Fire Fighting and Prevention
Services (For Buildings, Homes, etc,

990-43 for Oil and Gas Well Fires)

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 notices to.

Geographic Bid Matching

® Posted opportunities can be cross-referenced to the region in which the goods or services are required.
Check all

Oregon

Central Coast
Central Valley
Morth Central
Morth Coast
MNorth Valley
MNortheastern
South Central
South Coast
South Valley
Southeastern
* indicates a required field

Oooooooood

Version Date: November 2018 Page 52



Comments — Click the Add button next to any of the comment types to fill them in. The
Opportunity Summary field is required, but the other two types are optional areas to capture any
additional comments you want to note. Comments are visible to suppliers.

- Comments

@ Comments can be added and maintained. Mandatory comments cannot be deleted.

Type Delete
1 Opportunity Comments Add
2 * Opportunity Summary % Add
3 Trailer Comments Add

- Opportunity Comments — Optional comments field.

- Opportunity Summary — Enter a summary of the solicitation needs to explain to the
supplier what you need.

- 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.

Invited/Notified/Interested Suppliers - If you would like to prompt ORPIN to send an email
about your solicitation to a specific list of suppliers, you can use this option.

Invited / Notified / Interested Suppliers

® Inviting Suppliers will result in only those Suppliers being able to see and bid on the opportunity. Notifying
' Suppliers does not restrict the opportunity to others.

Select an option: @] Invite O] Notify ?

Find Supplier to Motify Notify using distribution list Notify Certified Suppliers Motify using Previous Document

The radio button will default to Notify.

- 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.

- 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.
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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.

Click on the Find Supplier to Notify or Find Supplier to Invite button (depending on whether
you are doing a notification or an invite).

Select an option: O Invite @ Motify

‘ Find Supplier to Motify ' MNotify using distribution list Motify Certified Suppliers Motify using Previous Document

Type the supplier's company name in the Supplier field and hit Search to look for the company.
When the results come back check the box next to the correct Supplier.

Supplier Search
{Train)
Add Supplier View Disqualified Suppliers
Find Supplier ©)
Selectan Option: O Active Suppliers O Authenticated Suppliers  ® All Suppliers
Supplier: [oac test |

Reference ID: ’_h |
L]
Telephone: \ (area codedohone number)

Contact First Name: | \ |
Contact Last Name: | ‘\ |
Location: | ‘\ || (City/State)
\ searci

Expired, replaced, and non-invitable suppliers cannot be invited to or notified of an opportunity.

Check the box(es) next to the suppliers you wish to Notify and press the Submit button below.

Show Details

Check Al [ Submit ]
Reference 1D Supplier Does Business As Status
1 34722 ORPIN OAC Test Acct *Authenticated
for eBid

Click the Submit button at the top of the list. This will add the supplier to your Notify/Invite list.

Repeat steps d-g until your list is complete. Then click the Finish button to view the Opportunity
draft.
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In order for you to publish your opportunity, you must process it through the workflow.

Begin by clicking Complete Step (Create) in the menu bar.

® Close Invitation to Bid (ITB)
Fire Extinguishers g
@ Print (Train) Oregon Procurement Information Network
Only Manual Bids Allowed
() view POF
@ Issued By
Refresh pr— ODEW - 2SD
4034 Fairview Industrial Dr Opportunity #
@ Hep = ODFW-1008-16
E , O T
9:3;1;1_1 1§;goﬁ Publish Date & Time

Complete Step Closing Date & Time

Contact Patty Lauris Whalen

08/20/2015 4:00 BPM
(oBC) 12072
Phone 1 (5%3) 547-6138 Time Zone
Maintain Fax 1 (5%3) 547-6156 Pacific Time

Email Patty.L.Whalen@state.o
r.TEST

Document Number All dates are mm/dd/yyyy

Issued By Address
{3 Attachments Eh
Issued By Contact Privileged Attachments Do Mot Exist

Eeied Ea A Documents for Purchase Do Mot Exist
Work Flow comments do not exist
Document Information User Comments Do Not Exist

PR : Geographic Matching Does Not Exist

If your opportunity is missing any required information or something is not filled out correctly,
you will receive an “Integrity Check Failed” message outlining the problem. If this happens, click
on the underlined location and correct the information. Once everything is populated, click the
Finish button and then you can click on Complete Step (Creation) again.

Current Step: Creation

Integrity Check Failed

» Geographic Bid Matching Required (Location: Geographic Bid Matching)
+ Closing date must be in the future. (Location: Document Information)

* Indicates a required field

After clicking Complete Step, 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.
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Send email to person respot

Current Step: Creation

Next Step: * |ssue

Person Responsible *
-— ©35000-Administration ODFW — LSD —-

for Next Step: -— §35000-ASD ODFW - Procurement Section —-
Farrell, Debbi

Comments: Irvine, Jerilyn

Na=zset, Christian
Perkins (DPQ), Jessica G.
Rodriguez (Buyer), Rhea
Rodriguez, Enrigue
Svejcar, Jeff

Wenger, Ashley

-— ©35000 CDFW - RAgency
Hanzen (OAC), Llan
Leveaux, Lori

— Department of

* ) ) Whalen (Buyer)}, Patty
Indicates a required field Whalen (OAC), Patty Laurie
-— 12ZB DAS Zutheority ARgenciss ——
-—— 12 Executive ——
L D oo Tl

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

Addendas and Revisions - In order to make a change to a solicitation that has been issued,
you need to either create an Addenda or a Revision. To do this, open your solicitation and click
on Actions in the menu bar. Choose either Create Addendum or Create Revision.

Notice Specific Information
Actions

Create PDF

Create Addenda

Create Revision

Previous Version

Target Workflow

T J
Express/View Interest Phone 1 (%559
R Fax 1 (999
Maintain Email Patty]
r.TEST

Additional

{3 Attachments Exist
Privileged Attachments Do Not Exist

Documents for Purchase Do Mot Exist

Geographic Matching Exists
Commeodity Matching Exists

Version Date: November 2018

Page 56




Confirm the closing date/time of the document and hit Submit.

Click on '"Submit' to create an addendum. m

Closing Date Closing Time
Please confirm the Closing Date & [08/20/2015| @ [4:37 P |
Time of the document:

Click on Maintain in the menu bar, then go to Addendum Reason or Revision Reason. Leave
the words “Addendum #_” or “Revision #_” but type the reason for your addendum or revision
into the box to the right of it.

Addendum Reason

@ Please enter the Addendum Reason.

S Bddendum #Z Changing closing time.

Change any other information that needs to be updated and then click the Finish button.

Process the document through the workflow by clicking on Complete Step until you have
issued the addendum/revision.

Current Step: Creation d

Next Step: * |ssue

Person Responsible *

for Next Step: —
Farrell, Debbi
Comments: Irvine, Jerilyn

Nazset, Christian
Perkins (DPOQ), Jessica G.
Rodriguez (Buyer), Rhea
Roedriguez, Enrigue
Svejcar, Jeff

Wenger, Ashley

-— 635000 CDFW - Agency — Department of n and Wildlife ——
Hansen (C&C), Rlan
Leveaux, Lori

Whalen (Buyer), Patty

Send email to person respo

* |ndicates a required field Whalen (QAC), Patty Laurie
-— 12B DRS Rutheority ARgencies —-—
-— 12 Executive —--
Y. L L arnmnt oo
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V. Bidding:

To enter a hard copy bid (Manual Bid) on a solicitation, open the document and click on View
Data in the menu bar. Select the Progression option.

(® cose Invitation to Bid (ITB)
: Flrg Extinguishers Oregon Procurement information Network
@ Print (Train)
Only Manual Bids Allowed
() view PoF
Issued B -
® Refresh P— ;SD Opportunity #
4034 Fairview Industrial Dr ODFW-1008-16
@ Help SE Addendum # 2
Salem, Oregon Original Publish Date & Time
97302-1142 08/20/2015 4:30 BM
Workflow Completed Publish Date & Time
Contact Patty Laurie Whalen 08/20/2015 4:35 BM
; (CRC) Closing Date & Time
Express/View Interest Phone 1 (99%) %47-6138 Changed
S Fax 1 (993) 947-6136 08/20/2015 4:50 BM
Maintain Email Patty.L.Whalen@state.o Time Zone
r.TEST
Additional Pacific Time
5 i Approx. Time Remaining
Notice Specific Information ’7
0 Days 0:07:57
Actions
All dates are mm/dd/yyyy
View Data
y {3 Attachments Exist
Progression .
Privileged Attachments Do Not Exist
Process History Documents for Purchase Do Not Exist
Geographic Matching Exists
Supplier Download History .
Commodity Matching Exists
Supplier Activity Log
Addendum/Revision Reason Issued For
List ODFW - ASD
4034 Fairview Industrial Dr
Email Log SE
laom Nrooon

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

® Progressions

{Train)

Evaluations Related Documents Process History

Display Active Documents Show Locations Show Progressed From
Procurement File Legend

2 ORPIN-78626-16
Current Status: Closed Opportunities

Discipline: Trade Services IT

Opportunity Phone Quotes Evaluated Offer Response

O 3 ODFW-1008-16

Version 2 Electronic Response
Closing Date
08/20/2015 4:50:00 PM Manual Response
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To enter a manual bid before the bid closes, click the radio button next to the opportunity and
click on Manual Response.

Evaluated Offer Response

Phone Quotes

Opportunity

® 3 ODFW-1008-16

Version 2 Electronic Response
Closing Date
08/20/2015 4:50.00 PM Manual Response (

Click the Find button to locate the supplier who submitted the bid.

Create a Response Document

(Train)

@ Select the Organizations for the document. Issued By refers to the issuing organization. Issued For refers to the
organization the document is intended for.

Organizations [ Next ]

Issued By: 635000-Administration ODFW - ASD
Issued For: 635000-Administration ODFW - ASD
Supplier: Find ) *

* indicates a required field

Top

Type the supplier's company name in the Supplier Name field and click the Search button.
When the results come up, click on the correct supplier from the results listed.

Supplier Search

(Train)

Add Supplier View MWESE Suppliers View Disqualified Suppliers

Find Supplier ®

Supplier Name: [oac test] x|
Supplier ID: | |

Telephone: | | | (area code/phone number)

Contact First Name: | |

Contact Last Name: | |
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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

(Train) /
Add Supplier View MWESE Suppliers Wiew Disqualified Suppliers

Find Supplier @

Supplier Name: x]
Supplier ID: | |

Telephone: | | | | (area code/phane number)

Contact First Name: | |

Contact Last Name: | |

| search J
Suppliers without a reference id cannot be selected.
Show Details
Supplier Reference ID Status
1 ORPIN OAC Test Acct 34722 *Authenticated for eBid
Top

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.

After you've selected your supplier, click the Next button to begin the bid document.

Create a Response Document

(Train)

@ Select the Organizations for the document. Issued By refers to the issuing organization. Issued For refers to the
organization the document is intended for.

Organizations

Issued By: 635000-Administration ODFW - ASD
Issued For: 635000-Administration ODFW - ASD
Supplier: Find ) * ORPIN OAC Test Acct

* indicates a required field
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Fill in the required information.

Create Document

(Train)

() Back

@ This page handles any additional information needed for the creation of the document.
Additional Information [ create ]
Opportunity: ODFW-1008-16

Discipline: Trade Services IT

Document Type: Bid Response - Trade Services

Procurement Offer Response

Method:

Issued By: 635000-Administration ODFW - ASD

Issued For: 635000-Administration ODFW - ASD

Supplier: Edit 34722 ORPIN OAC Test Acct

Receipt Date: * |:| & (mmiddiyyyy)

Receipt Time: * I:l (h:mm:ss AM/PM)

Opportunity * | ODFW-1008-16 Version 2 V

Version:

Summary Bid: *

- 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.

- Receipt Time — Enter the time (including seconds) the bid was received.

- 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.

- Summary Bid — If you plan on entering just a summary total of the pricing, set the
Summary Bid option to “Complete” or Partial and fill in the summary amount. Select “No”
if you are not going to enter bid pricing in at this time.

- NOTE: If you are creating this bid PRIOR to the solicitation closing, select the “No”
option. Click on the “Create” button to create the document, but you can't view it at this
time (the continue button shown below won't be available 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.
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Create Document
(Test)

Document Createql

Document Number: 1987634
Control Number: 1987634

The initial document has been created. To continue setting up the document click on 'Continue'.

To complete the data entry on a draft Manual bid after the bid has closed, open the solicitation
document and click on View Data in the menu bar. Select the Progression option.

Notice Specific Information rapp A L By
[ 0 Days 0:07:57
Actions
All dates are mmy/dd/yyyy
View Data
) -4 Attachments Exist
Progression

Privileged Attachments Do Not Exist
Process History Documents for Purchase Do Mot Exist
Genaranhic Matching Fxists

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

Opportunity Phone Quotes Evaluated Offer Response

O (1 ODFW-1008-16
Version 2

Electronic Response

Closing Date

08/20/2015 4:50:00 PM Manual Response

Opportunity
# ODFW-1008-16

Version 2

X 1765854

34722
ORPIN OAC Test Acct

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, and the numbers will be in blue, indicating that you can now access it).

L10sINg vate
08/20/2015 4:50:00 PM Manual Response

Opportunity
# ODFW-1008-16

Version 2

X 1765854 6

34722
ORPIN OAC Test Acct
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Click the Maintain button in the left hand menu bar and click Document Number. The system
automatically assigns a number to the bid. Click Next to save and continue.

Document Number: 1765854 (DRAFT) Control Number: 1765854
Number

2. Supplier Address | Document Number
3. Supplier Contact )

i @ The document number is the reference number for the document/form.
4. Document
Information | Document Number: * |1765554

9. More Information % jnqicates a required field .
_ _ _ i [a]8]

Supplier Address — The supplier's address will automatically populate from their registration
information. Click Next to save and continue.

Supplier Address

@ Please enter the appropriate information into the fields.

i Search
Name: ORPIN OAC Test Acct
 Address 1: * [T %]

|

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.

Supplier Contact

@ Please enter the appropriate information into the fields.

Select contact

- Select: | ESrEEETTE I

Contact Information

First Name: |P:n::i_mary |
Last Name: * |Ccntact |
Title: | |
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Document Information — The document date and time will automatically populate. However,
you must indicate whether or not the supplier is a Resident Bidder. There are a few other
optional fields that can be populated if desired. Click Next to save and continue.

. Document Information

Document date (/ {mm/iddfyyy) m

Payment Terms Net 45

Payment Terms |

Comments

Document Title |Fire Extinguishers m
Resident Bidder * OYes O No

Bid Expiration S mmddiy

* indicates a required field Top

* ¥ indicates that one of the fields in this set is required.

More Information - Fill in the Delivery Comments if desired. Click Next to save and continue.

G G &N G aEGETe

. More Information

Delivery Requirements M-F 8-5

 FOB FOB Destination

' Delivery Comments |

; indicates a required field
| q Top
| ** indicates that one of the fields in this set is required.
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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.

Go to ltem #: |:| Go

Original item
. Item Code Quantity UoM
340-28 50 EACH

Description
Fire Extinguishers, Rechargers, and Parts

. Bid ltem ®Bid O No Bid

Item Number
1

Quantity UoM
50 EACH
Unit Price
IS <

Description

é.

Continue entering prices on each of the items on the solicitation that the supplier has bid on by
clicking “Next Iltem”. When you have finished, click Next to save and continue.

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.

Gl GGl &M G aEme

Enter Prices

C?) Cancelled and Base Price items cannot be edited.

Refresh
Item # Description Qty Uom List Percent List Price Price Bid
1 Fire Extinguishers, 50 EACH ¥

Rechargers, and Parts
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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.

Attachments

The maximum total file upload size per Submit is 34.80 MB

. Attachment Title | | File Browse. ..
. Attachment Title | | File Browse. ..
' Attachment Title | | File Browse. ..
. Aftachment Title | | File Srowse. ..
 Attachment Title | | File Srowse. ..

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

Comments

@ Comments can be added and maintained. Mandatory comments cannot be deleted.
Type Delete

1 Supplier Comments é Add

* indicates a required field
A Top

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

Oregon Procurement Information Network

Response #
1765854
Opportunity #
ODFW-1008-106
Revision # 2
Closing Date & Time
08/20/2015 4:50 BM

Time Zone
Pacific Time

All dates are mm/dd/yyyy

() ciose Supplier Response
Fire Extinguishers
® Print (Train)
(® Refresn
Issued By
@ Help ODFW - ASD
4034 Fairview Industrial Dr SE
Salem, Cregon
§97302-1142
Complete Step
Contact Patty Laurie Whalen (CAC)
R et Phone 1 (%2%) 947-6138
Maintain Fax 1 (9%%9) 947-6156
A Email Patty.L.Whalen@state.or.TEST
View Data
FEHrERIEr Attachments Do Not Exist
Process History
5 Supplier Address Receiving Address
SERLiEs REan ORPIN OAC Test Rcct ODFW - ASD
123 Main Streat 4034 Fairview Tndustrial Dr

Date Issued

Your current electronic bid
document is in draft form and has

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

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

- 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”.

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

- 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.

Response Receipt Info

(Train)

Opportunity Number:
Confirmation Number:

Receipt Date: *

Summary Bid: No v

ODFW-1008-16

Document Number: 1765854 (DRAFT)

Receipt Time: * m (h:mm:ss AM/PIM)

Evaluation Review:

| Meets requirements ~

Bid Review Comment:

Control Number: 17653854

A

Click Submit to save and continue.
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Process the document through the workflow by clicking on Complete Step until you have
issued the bid.

() ciose Supplier Response
oL Fire Extinguishers Oregon Procurement Information Network
Print (Train)
(®) Refresn
Issued By
@ Help ODEW - ASD Response #
4034 Fairview Industrial Dr SE
Salem, Oregon 1765854
97302-1142 Opportunity #
Complete Step ODFW-1008-16
(Issue) Revision # 2
Contact Patty Laurie Whalen (OAC) Closing Date & Time
Maintain Phone 1 (9%3) 247-6138 08/20/2015 4:50 PM
> Fax 1 (9%9) 247-6l5¢6 Time Zone
oo Email Patty.L.Whalenf@state.or.TEST Pacific Time
View Data All dates are mm/dd/yyyy

Attachmentswist

Supplier Address Receiving Address Date Issued

ORPIN OAC Test Acct ODFW — ASD Your current electronic bid

123 Main Street 4034 Fairview Industrial Dr document is in d_raft form and has

Salem, Oregon sE not_heen subr_nl_tted. I_n order to

submit your official e-Bid, you must

97302 Salem, Gr?gon click on the <Issue Bid Response:

97302-1142 option located on the left hand
menu.

Resident Bidder: ¥ Yes [0 No . .

FID: Receipt Date & Time

Contarct DPrimary Contact 08/20/2015 4:48:12 PM

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 view 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:

If you want ORPIN to create an Evaluation/Bid Tab Sheet, open the opportunity’s Progression
screen. You can skip this step if it is not needed.

Click the Evaluations button in the upper left corner of the Progression screen to create your
tab sheet.

® Progression Print ()
(Train)

Evaluations Related Documents Process History
Display Active Documents Show Locations Show Progressed From
Procurement File Legend

‘) ORPIN-78626-16
Current Status: Closed Opportunities

Discipline: Trade Services IT
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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.)

Evaluations

(Train)

Evaluations can be created based on supplier responses. Summary Evaluations provide the overall total of each
Suppliers response. Response Evaluations compare the responses at the item level. You must have Microsoft Excel
2002 or later to be able to view the Evaluations in Excel.

Please select the Opportunity that you wish to create evaluations for.
Select Opportunity: ODFW-1008-16 Version 2

(?) Response Evaluations ODFW-1008-16 Version 2

Select the transformation you 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 selected, then XML will be displayed.
If this is your only option, please contact your System Administrator.

|defaul: - Microsocft Excel Z00Z (Office XF) W

(?) Summary Evaluations ODFW-1008-16 Version 2

Select the transformation you 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 selected, then XML will be displayed.
If this is your only option, please contact your System Administrator.

gﬂ

| Select Transformation v

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

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. Pull up your closed solicitation document and click on Notice Specific
Information in the left-hand menu bar.

wrantan r.rEST Pacific T
aciric ime
Additional Approx. Time Remaining
Notice Specific Information [0 Days 00z00:00
{ Questions and Answers ) All dates are mm/dd/yyyy|
R e 2 Attachments Exist

Privileged Attachments Do Not Exist
Documents for Purchase Do Not Exist
Potential Delay Notice Geographic Matching Exists

Intent to Award

At Gt Commeodity Matching Exists

Range)
. : Issued For
Email Notices J ODEW - ASD

AN3d Fairview Tndnetrial Dr
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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.) Click the folder you want to use.

Motice Specific Information

Questions and Answers
@Iimiﬂar}- Results N

Intent to Award

Potential Delay Notice

Evaluation (Competitive

B

Email Notices

Enter a title 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 use the Expiration date, the document will no longer be visible to the
supplier community after the specified date, but it will remain attached internally for you to see.

3. Intent to Award

(Train)

Answers

2. Preliminary Results Intent to Award

Document Number: ODFW-1008-16 (Version: 2)

Control Number: 1765852

| File

)

3. Intentto Award  /a4tachment Title Erowse. ..
4. Potential Delay
Notice A\ Expiration |:| © (mmiddiyyyy)
5. Evaluation )
(Competitive i Attachment Title | File Browse. ..
Range)
6. Email Notices . Expiration L TO ey
| Attachment Title | File Browse. ..

Click the Finish button when you are done.

Intent to Award

_ Attachment Title  * [Intenc co Award

Gl GEND i EGEMD aEEET

|Fi|e * C:\Documents and Sett Browse...

Expiration |:| © (mmddsyyyy)
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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 all of them, and then click Email Notices once. It will bring up an
email with a bulleted list of all folders containing new attachments to your suppliers. “Check the
box to Send Email notification of changes” and then hit the Finish button.

Email Notices

C?) Emails will be sent to Suppliers who were "Invited”, "Notified", expressed "Interest” or submitted a Bid
Response.

If the user has checked the "Do not send me notification of changes to this opportunity” checkbox then they
will not get an email.

changes to the posted Notices will not be emailed out. To trigger the emails, check the box and click

e

M Send Email notification of changes in the notice attachments for this document?

The following files have been uploaded since the last email was sent
C_I ntent to Award: Intent to Award )

i * indicates a required field
: Top

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

® Close Invitation to Bid (ITB)
< F"? Extinguishers Oregon Procurement Information N
@ Print (Train)
@ view POF Iesued B
i Opportunity #
ODEW - ASD
@ Refresh 4034 Fairview Industrial Dr ODFW-1008-1
sE Addendum # 2
@ Help Salem, Oregon Original Publish Date &|
97302-1142 08/20/2015 4:30
Publish Date & Tim
Contact Patty Laurie Whalen 08/20/2015 4:35
(0aC) Closing Date & Tim
Phone 1 (899) 947-6138 Changed
Express/View Interest Fax 1 (999) 947-615¢ 08/20/2015 4:50
Email Patty.L.Whalen@state.o Time Zone
Maintain r.TEST
Pacific Time
Additional Approx. Time Remain
Notice Specific Information 0 Dews 00:00:00

Actions All dates are mm/dd/y

View Data {3 Attachments Exist
Privileged Attachments Do Not Exist
Documents for Purchase Do Not Exist

Process History 3 Intent to Award

Progression
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You will see a progression screen displaying activities occurred within the master file. Click on
the radio button next to the supplier’s bid that you wish to progress, and then click Award.

Phone Quotes Evaluated Offer Response

Opportunity

O ) ODFW-1008-16

Version 2 Electronic Response
Closing Date
08/20/2015 4:50:00 PM Manual Response

Opportunity
# ODFW-1008-16

Version 2

ﬂ{:} Ll 1765854

34722
ORPIN OAC Test Acct

Progressing an Opportunity to an Award:

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.

Create an Award/Report ORS 190

(Train)

(© Back

@ Select the Award type from the list provided. The list contains Award types valid for the selected Discipline that
you have privilege for. If there is an Award type that is not selectable in the list and you believe it should be,
please contact your Administrator for assistance.

Award Type é m

@ O Ssale by Agency of Supplies & Services Save to Profile: [
Create a Sales Agreement

(@ O Agreement to Agree

Create an Agreement to Agree
@ O Trade Services \

Create a Trade Services

@ O Emergency
Post an Emergency Award
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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.

Create an Award/Report ORS 190

(Train)

(® Back

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

Additional Information _9m

Save to Profile: [

Bid Document: 1765854

Discipline: Trade Services IT

Document Type: Edit Agreement to Agree

Procurement Awards/Agreements

Method:

Issued By: 635000-Administration ODFW - ASD
Issued For: 635000-Administration ODFW - ASD
Supplier: 34722 ORPIN OAC Test Acct
Calendar Year: @ * O Previous @ Current O Next

Create All ltems: @ *® Yes O No

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

Create Document

(Train)

Doéumenf Cr-eated .

Document Number: ODFW-1000-16
Control Number: 1765856

The initial document has been created. To continue setting up the document click on 'Continue'”.

View

Top
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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

(Train)
Document Number: ODFW-1000-16 (DRAFT) Control Number: 1765856
Number )

2. Supplier Address Document Number

3. Supplier Contact ® The document number is the reference number for the document/form.

4. Contract

5. Contract :
Administrator . Document Number: * ODFW-1000-18

6. Receiving ! * indicates a required fisld

Address Top

7. Receiving
Address Contact

8. Docume_nt .
Information Use these buttons...

9. More Information

10. Financial Data

11. ltems

12. Rapid Item Entry

. ...not these buttons.
13. Supplier
Insurance

14. Supplier
Identification

15. Attachments :
16. Commaodity Match |

h&. Comments )

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.

. Document Number
@ The document number is the reference number for the document/form.

No change permitted.

Document Number: * ODFW-1000-16

T voem o
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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.

. Supplier Address
@ Please enter the appropriate information into the fields.

Search

Legal Business Name: ORFPIN OAC Test Acct

| Address 1: # 123 Main Street |

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.

Supplier Contact

@ Please enter the appropriate information into the fields.

Select contact

i Select: | Select contact e

Contact Information

First Name: |Pr-'_mary

. LastName: * [Contact |

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

Contract Administrator Address

@ Please enter the appropriate information into the fields.

Make the selected addresses below the same as the above address

[IReceiving Address
i |_Search
. Name: ODFW - ASD

Address 1: # |‘JDS‘1 Fairview Industrial Dr SE |

Address 2: | |
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Contract Administrator — Select the appropriate administrator from the dropdown list or use
the Find button to look up the person. Click Next to save and continue.

Contract Administrator

® Please enter the appropriate information into the fields.

Select or Find Contact

. Select: l[scicct contace ¥

i Find: *% " gearch for a Person

Contact Information

Make the selected contact(s) below the same as the above contact
[] Receiving Address Contact

Attention: * Patty Laurie Whalen (OAC)

Title: Procurement and Contracts Specialist 2

Country Code Area Code Number Extn

Phone: * * *[947-6138 | | |

Fax peese | [

Email: [Patty.L.Whalen@state.or.TEST |

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

gl & & EC» T

Receiving Address

@ Please enter the appropriate information into the fields.
Make the selected addresses below the same as the above address
] Contract Administrator Address

Search
Name: ODFW - ASD

Address 1:  |4034¢ Fairview Industrial Dr SE |

Address 2: | |

Address 3: | |

Address 4: | |
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Receiving Address Contact — Select the person from the dropdown (or use the Find button to
search for or enter a new person) to indicate who the contact person at the receiving address
should be. Click Next to save and continue.

- Receiving Address Contact

@ Please enter the appropriate information into the fields.

Select or Find Contact

Select: Select contact v
Find: Search for a Person b

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

Document Information

Publish Date (if laterthan [ | © mmuasyy | |

issued date)

Contract Start Date *[ | S mmdasyyy)

Expiration Date *[ | S mmdasyyy)
Maximum Contract Term I:l © (mmidanyyy)
Minimum Amount |:|

Estimated Contract Value *|[ |

- Publish Date (if later than issued date) — This is an OPTIONAL field. Only populate
this field if you want the contract to be published to ORPIN users at a later date/time
from when you issue it. If this field is populated, the contract will not appear on reports or
in contract search results until the publish date/time has passed.

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

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

- 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.

- Estimated Contract Value — Enter your best estimation of the total contract value in
whole numbers.
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Currency and Rate 1 US Dollars w |[0

Document Title *® |F"_re Extinguishers

| Payment Terms * [Net 45 v

Payment Terms |
- Comments

Work Order Information

Award allows Work * ® Yes O No
. Orders?

Minimum Amt per Work
| Order ($)

L |
Maximum Amt per Work |:|

Order ($)

i Minimum Order Info *

Other Settings

Preference | v

Preference Cost |:|

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

- Document Title — Enter a title for the contract.

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

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

- Award allows 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.

- Minimum Amt per Work Order ($) — This is an optional field that can be used to
indicate if there is a minimum dollar value per work order.

- Maximum Amt per Work Order ($) — This is an option field that can be used to indicate
if there is a maximum dollar value per work order.

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

- Preference - If Reciprocal Preference applies, choose it from the dropdown.

- Preference Cost — This optional field can be used to give additional detail about the
cost of any applied preference to the award.
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Administrative Fee (%) [ ]

Administrative Fee ($) |:|

Total Administrative Fee :

Vendor Collected [ ] v

i Administrative Fee

Number of days prior to m
. contract Expiration to
¢ notify Buyer

Number of days prior to m
insurance Expiration to
. notify Buyer

Resident Bidder *® yes O No

Maximum # of Items to |:|
i display in Item Block

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

- 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.

- Vendor Collected Administrative Fee — Leave this field blank.

- 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.

- 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.

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

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

Click Next to save and continue.

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

More Information

Mandatory or Convenience /
Convenience

Mandatory |

| Pongwal Ontinn

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

- Mandatory or Convenience *

Renewal Option | |

Warranty * | |

FOB | FOB Destination v |

Freight / Surcharge if minimum order I:l

value not met

Delivery Comments | |

Delivery Requirements * [u-F, 8-5 |

Best Value Analysis | |

Return Policy * | |
Procurement Authority Citation * | Oregon Rdministrative Rule v
Procurement Authority Citation * | omrsz7om

i Comment

Special Procurement/Exemption | v|

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

- Warranty — Enter warranty information here.

- FOB - Select the appropriate Freight on Board description.

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

- Delivery Comments — Enter as appropriate.

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

- Best Value Analysis — Enter as appropriate.

- 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.

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

- Procurement Authority Citation Comment — Cite the actual rule, etc which gives you
your procurement authority.

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

Contract Filed At

Does your agency have union * O Yes O No
representation?
Have you met the requirements ofthe * O Yes O No

union contracting out language?

Explain Opportunity Process used

PSK Justification: Explain why this
agency cannot do the work

Assigned Mentor

DOJ Attorney Assigned

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 master file going
forward. Please indicate whether DAS SPO or the Agency will maintain control of the

procurement file going forward.

Union Representation and PSK Justification questions — Based on the type of
contract you are creating, you may see these questions on the More Information screen.
Answer as appropriate based on the process used.

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

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

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

Financial Data

ag_mw Year  Index PCA Object ggf:c? Grant PG;:';L Project E:;i:gt Percent Delete
(AN Y I I I I N NN [ I (N I A I A

* indicates a required field

Top

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.

Gotoltem# | | (Go

. (® Catalog Search @) ltem
Enter a keyword or [tem Code and click "Search" to
. retrieve catalog entries. ltem Source: | Document Ttem v
|
: Searchby: @ Keyword O NIGP E—
= O MWESB Certification
Value: | Item Number Item Code
H 2 *
Quantity Uuom
* :r.| W

Search here, and select Unit Price
commodities to pull
them over to the nght
side of the screen. Click
Submit/Next to add more
items, or Next to
continue with the award

creation process. % jndicates a recquired ficld

Description

*
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Rapid Item Entry — This is an OPTIONAL screen that allows you to enter in additional contract
items if you already know the NIGP commaodity code.

- Rapid Item Entry

@ This OPTIONAL tool allows you to quickly enter additional items to your document by entering the NIGP
code for the item and the quantity needed. You may skip this page if it is not applicable.

Item # NIGP Code Quantity
2 | | L]
3 | | I
4 | | L 1
£ . . —

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.

Supplier Insurance
Insurance Is Not Required
Flease select this entry if insurance is not required or if insurance is not tracked through the ORPIN system.
Check this box if vou do not want ORPIN
Insurance Is ks - -
Not Required = e to track the supplier insurance for vou.
Otherwise, fill out the information below
Insurance Information for each insurance t\'pe,
Please provide the expiration date of the insurance and select the type of insurance from the drop down list.
Insurance & | v |
Expiration (‘}
ate (mmAadyyyy)
Insurance *k | v |
Expiration &
Date >> {mmddiyyy)
Insurance b | v |
Evniratinnm (&Y
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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.

Supplier Identification

® Enter Supplier identification information. FIN must be (¥[space or -[FRE#EHR) ex. (1-123456789) and
; SSN should be 9 numeric characters.

A
R —

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.

- Attachments
The maximum total file uploa@¥ize per Submit is 34.80 MB ¢
Attachment title  * |Ccntract Document | File * Browse. ..

Commodity Match — This is an area for you to enter additional commodities as a cross-
reference when people do searches for contracts. It is an optional page. You may choose to
search for additional commodities or hit the Next button to continue.

Commodity Match

(® Catalog Search @ Cross-references
m Refer Id: *
Search By: ® Keyword O NIGP Description: *
O MWESB Certification * indicates a required field
Keyword/Code: | |
.. Existing Entries
Search for additional 9

commeodities or hit Next to

B R R Refer Id Description Delete
skip this optional step. a : )
1 % 952.44 Fire Fighting and ]
Prevention
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Comments — Enter information about the contract here in the comments sections. These will
show up on the front of the ORPIN document above and below the items section.

Comments

@ Comments can be added and maintained. Mandatory comments cannot be deleted.

Type Delete

1 Header Comments —é Add
2 Trailer Comments ——a Add

* indicates a required field

Top

- 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.

- Trailer Comments - Enter language that should show up in the Trailer Comments
section of the contract document in ORPIN. A suggested use of this area would be to
add keywords that would help to find the contract during a user search.

Click Finish to save and complete your data entry.

Now in order for you to publish your contract, you must process it through the workflow. Begin
by clicking Complete Step (Creation) in the menu bar.

(®) Addto"Contract List Award Summary
A_g reemfent t.D Agree Oregon Procurement information Network
@ Close Fire Extinguishers
(Train)
® Print (HTML)
Supplier Address
G) View PDF I ORPIN ORC Test Bcct
123 Main Street Contract #
® Refresh éélem, Oregon ODFW-1000-16
37302 -
Opportunity #
@ Help Desk ODFW-1008-16
) Contract Start Date
Contact Primary Contact 08/26/2015
1 (%55) 555-1z212
Complete Step IF:'hone (293) QT Expiration Date
ax ‘ 09/30/2015
Email primarycontact@test.test
Supplier Number
34722

Maintain All dates are mm/dd/yyyy

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

Review/Approve

(Train}

Document Number: ODFW-1000-16 (DRAFT) Control Number: 1765356
Current Step: Creation m
Next Step: * | Disgualified Supplier Check W

Person Responsible & | Select Person Responsible V]

for Next Step:

Comments:

Assign the next
workflow step to the
correct person. If vou

. : 5 . -
Send email to person responsible for the document?[_] \x’ant to notlf‘_i." them via
* Indicates a required field emajl, check here.

Continue clicking on the Complete Step button until you have issued the document or assigned
it to someone else to complete. Once the contract has been issued, the “Draft” watermark will
disappear.

Entering Direct Awards:

Click on Create Documents in the menu bar and click on Create an Award / Report ORS190.

Create Documents

(Train)

@ Create a Special Request @ Create a Notice
Create a Special Request (Delegation, Special Create a variety of Notice postings including
Procurement, Sole Source, Other Special ORCPP Opportunity
Request) and send to DAS PS for processing
(@ Create a Purchase Request @ Create an Opportunity
Create a Purchase Request Create and Post an Opportunity, including a Sole

Source Notice

(@ Create an Award/Report ORS 190 ® Create a Work Order
Create Price Agreement, Agreement to Agree, or Create a Work Order against an authorized
other Contract documents or Report an ORS 190 Contract
Activity
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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.

Create an Award/Report ORS 190
(Train)
@ To start creating an Award, select the discipline from the list provided and press Next.
Discipline m
Save to Profile: [
(® OA&E @ O SuppliesIT
@ O A & E Related Services @ O Supplies Non-IT
@ O Ordinary Construction @ O Trade Services IT
(® © ORs 190 (IGA) (® O Trade Services Non-IT
@ O Personal Services IT @ (O Transitional Personal Services Contract IT
@ O Personal Services Non-IT @ (O Transitional Personal Services Contract
Non-IT
® O Public Improvement

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.

Create an Award/Report ORS 190

(Train)
@ Back

® Select the Award type from the list provided. The list contains Award types valid for the selected Discipline that
you have privilege for. If there is an Award type that is not selectable in the list and you believe it should be,
please contact your Administrator for assistance.

Award Type %m

(® © Qualified Rehabilitation Facility (QRF) Save to Profile: []
Create a QRF Contract

O Sale by Agency of Supplies & Services
Create a Sales Agreement

O Agreement to Agree
Create an Agreement to Agree

O Trade Services
Create a Trade Services

C Emergency

@ @ 0 06

Post an Emergency Award
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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.

Create an Award/Report ORS 190

(Train)

@ Back

® Select the Organizations for the document. Issued By refers to the 1ssuing organization. Issued For refers to the
organization the document is intended for.

Organizations [ Next ]

Save to Profile: []

Issued By: * |0DFw ~ BSD €35000-Adm v|
lssued For: * |0DFw - BSD 635000-Adm v|&
Supplier: Find ) *

* indicates a required field

Top

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

Supplier Search The "Add Supplier" button only displays after

(Train) vou do a search for existing suppliers.
Add Supplier View MWESE Suppliers View Disqualified Suppliers
Find Supplier ©)
Supplier Name: fpa J x|
Supplier ID: | |

Telephone: l:l l:l (area codefdohone number)

Contact First Name: | |

Contact Last Name: | |

| search J
Suppliers without a reference id cannot be selected.
1-30/ 757
12345 .26 [ Next ]
Show Details
Supplier Reference ID Status

1 A&L Pacific Professional Construction 40425 Registered
2 Accion Group & Boston Pacific Company, Inc. 20070 Registered

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.

Once you locate the correct supplier, click on their name and then hit Next to continue.
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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.

Additional Information —_é
Save to Profile: [

Discipline: Edit Trade Services Non-IT

Document Type: Edit Agreement to Agree

Procurement Awards/Agreements

Method:

Issued By: Edit 635000-Administration ODFW - ASD

Issued For: Edit 635000-Administration ODFW - ASD

Supplier: Edit 34722 ORPIN OAC Test Acct

Calendar Year: @ * O Previous ® Current O Next

Click the Continue button to enter the Document Wizard and start the data entry process.

Create Document

(Train)

Document Created

Document Number: ODFW-1001-16
Control Number: 1765858

The initial document has been created. To continue setiing up the document click on "Continue'.

View

Top
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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

(Train)
Document Number: ODFW-1000-16 (DRAFT) Control Number: 1765856
Number )

2. Supplier Address Document Number

3. Supplier Contact ® The document number is the reference number for the document/form.

4. Contract

5. Contract :
Administrator . Document Number: * ODFW-1000-18

6. Receiving ! * indicates a required fisld

Address Top

7. Receiving
Address Contact

8. Docume_nt .
Information Use these buttons...

9. More Information

10. Financial Data

11. ltems

12. Rapid Item Entry

. ...not these buttons.
13. Supplier
Insurance

14. Supplier
Identification

15. Attachments :
16. Commaodity Match |

h&. Comments )

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.

. Document Number
@ The document number is the reference number for the document/form.

No change permitted.

Document Number: * ODFW-1000-16

T voem o
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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.

. Supplier Address
@ Please enter the appropriate information into the fields.

Search

Legal Business Name: ORFPIN OAC Test Acct

| Address 1: # 123 Main Street |

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.

Supplier Contact

@ Please enter the appropriate information into the fields.

Select contact

i Select: | Select contact e

Contact Information

First Name: |Pr-'_mary

. LastName: * [Contact |

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

Contract Administrator Address

@ Please enter the appropriate information into the fields.

Make the selected addresses below the same as the above address

[IReceiving Address
i |_Search
. Name: ODFW - ASD

Address 1: # |‘JDS‘1 Fairview Industrial Dr SE |

Address 2: | |
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Contract Administrator — Select the appropriate administrator from the dropdown list or use
the Find button to look up the person. Click Next to save and continue.

Contract Administrator

® Please enter the appropriate information into the fields.

Select or Find Contact

. Select: l[scicct contace ¥

i Find: *% " gearch for a Person

Contact Information

Make the selected contact(s) below the same as the above contact
[] Receiving Address Contact

Attention: * Patty Laurie Whalen (OAC)

Title: Procurement and Contracts Specialist 2

Country Code Area Code Number Extn

Phone: * * *[947-6138 | | |

Fax peese | [

Email: [Patty.L.Whalen@state.or.TEST |

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

gl & & EC» T

Receiving Address

@ Please enter the appropriate information into the fields.
Make the selected addresses below the same as the above address
] Contract Administrator Address

Search
Name: ODFW - ASD

Address 1:  |4034¢ Fairview Industrial Dr SE |

Address 2: | |

Address 3: | |

Address 4: | |
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Receiving Address Contact — Select the person from the dropdown (or use the Find button to
search for or enter a new person) to indicate who the contact person at the receiving address
should be. Click Next to save and continue.

- Receiving Address Contact

@ Please enter the appropriate information into the fields.

Select or Find Contact

Select: Select contact v
Find: Search for a Person b

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

Document Information

Publish Date (if laterthan [ | © mmuasyy | |

issued date)

Contract Start Date *[ | S mmdasyyy)

Expiration Date *[ | S mmdasyyy)
Maximum Contract Term I:l © (mmidanyyy)
Minimum Amount |:|

Estimated Contract Value *|[ |

- Publish Date (if later than issued date) — This is an OPTIONAL field. Only populate
this field if you want the contract to be published to ORPIN users at a later date/time
from when you issue it. If this field is populated, the contract will not appear on reports or
in contract search results until the publish date/time has passed.

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

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

- 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.

- Estimated Contract Value — Enter your best estimation of the total contract value in
whole numbers.
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Currency and Rate 1 US Dollars w |[0

Document Title *® |F"_re Extinguishers

| Payment Terms * [Net 45 v

Payment Terms |
- Comments

Work Order Information

Award allows Work * ® Yes O No
. Orders?

Minimum Amt per Work
| Order ($)

L |
Maximum Amt per Work |:|

Order ($)

i Minimum Order Info *

Other Settings

Preference | v

Preference Cost |:|

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

- Document Title — Enter a title for the contract.

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

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

- Award allows 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.

- Minimum Amt per Work Order ($) — This is an optional field that can be used to
indicate if there is a minimum dollar value per work order.

- Maximum Amt per Work Order ($) — This is an option field that can be used to indicate
if there is a maximum dollar value per work order.

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

- Preference - If Reciprocal Preference applies, choose it from the dropdown.

- Preference Cost — This optional field can be used to give additional detail about the
cost of any applied preference to the award.
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Administrative Fee (%) [ ]

Administrative Fee ($) |:|

Total Administrative Fee :

Vendor Collected [ ] v

i Administrative Fee

Number of days prior to m
. contract Expiration to
¢ notify Buyer

Number of days prior to m
insurance Expiration to
. notify Buyer

Resident Bidder *® yes O No

Maximum # of Items to |:|
i display in Item Block

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

- 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.

- Vendor Collected Administrative Fee — Leave this field blank.

- 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.

- 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.

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

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

Click Next to save and continue.

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

More Information

Mandatory or Convenience /
Convenience

Mandatory |

| Pongwal Ontinn

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

- Mandatory or Convenience *

Renewal Option | |

Warranty * | |

FOB | FOB Destination v |

Freight / Surcharge if minimum order I:l

value not met

Delivery Comments | |

Delivery Requirements * [u-F, 8-5 |

Best Value Analysis | |

Return Policy * | |
Procurement Authority Citation * | Oregon Rdministrative Rule v
Procurement Authority Citation * | omrsz7om

i Comment

Special Procurement/Exemption | v|

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

- Warranty — Enter warranty information here.

- FOB - Select the appropriate Freight on Board description.

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

- Delivery Comments — Enter as appropriate.

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

- Best Value Analysis — Enter as appropriate.

- 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.

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

- Procurement Authority Citation Comment — Cite the actual rule, etc which gives you
your procurement authority.

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

Contract Filed At

Does your agency have union * O Yes O No
representation?
Have you met the requirements ofthe * O Yes O No

union contracting out language?

Explain Opportunity Process used

PSK Justification: Explain why this
agency cannot do the work

Assigned Mentor

DOJ Attorney Assigned

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 master file going
forward. Please indicate whether DAS or the Agency will maintain control of the
procurement file going forward.

Union Representation and PSK Justification questions — Based on the type of
contract you are creating, you may see these questions on the More Information screen.
Answer as appropriate based on the process used.

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

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

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

Financial Data

Grant Project

ﬁgfnw EE — LiE 3?3?;:? R Phase SR Phase SETEEL Delete
[HNN s I N Y s AN IS I I A O
* indicates a required field Top

Item —To add an item, enter a search keyword or code and click on the appropriate commodity
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.

Go to Item #: |:| Go
. (@ Catalog Search ® ltem
Enter a keyword or Item Code and click "Search” to
retrieve catalog entries. Item Source: | Document Item v |
é - - &=
¢ Searchby: ® Keyword O NIGP TLes
: O MWESR Certification
Value: | Item Number Item Code
H 2 *
Quantity UoMm
£ *| W
Search here, and select Unit Price
commodities to pull Description
them over to the right *
side of the screen. Click
Submit/Next to add more
items, or Next to
continue with the award
creation process. * indicates a required field
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Rapid Item Entry — This is an OPTIONAL screen that allows you to enter in additional contract
items if you already know the NIGP commaodity code.

- Rapid Item Entry

@ This OPTIONAL tool allows you to quickly enter additional items to your document by entering the NIGP
code for the item and the quantity needed. You may skip this page if it is not applicable.

Item # NIGP Code Quantity
2 | | L]
3 | | I
4 | | L 1
£ . . —

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.

Supplier Insurance
Insurance Is Not Required
Flease select this entry if insurance is not required or if insurance is not tracked through the ORPIN system.
Check this box if vou do not want ORPIN
Insurance Is ks - -
Not Required = e to track the supplier insurance for vou.
Otherwise, fill out the information below
Insurance Information for each insurance t\'pe,
Please provide the expiration date of the insurance and select the type of insurance from the drop down list.
Insurance & | v |
Expiration (‘}
ate (mmAadyyyy)
Insurance *k | v |
Expiration &
Date >> {mmddiyyy)
Insurance b | v |
Evniratinnm (&Y
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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.

Supplier Identification

® Enter Supplier identification information. FIN must be (¥[space or -[FRE#EHR) ex. (1-123456789) and
; SSN should be 9 numeric characters.

A
R —

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.

- Attachments
The maximum total file uploa@¥ize per Submit is 34.80 MB ¢
Attachment title  * |Ccntract Document | File * Browse. ..

Commodity Match — This is an area for you to enter additional commodities as a cross-
reference when people do searches for contracts. It is an optional page. You may choose to
search for additional commodities or hit the Next button to continue.

Commodity Match

(® Catalog Search @ Cross-references
m Refer Id: *
Search By: ® Keyword O NIGP Description: *
O MWESB Certification * indicates a required field
Keyword/Code: | |
.. Existing Entries
Search for additional 9

commeodities or hit Next to

B R R Refer Id Description Delete
skip this optional step. a : )
1 % 952.44 Fire Fighting and ]
Prevention
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Comments — Enter information about the contract here in the comments sections. These will
show up on the front of the ORPIN document above and below the items section.

Comments

@ Comments can be added and maintained. Mandatory comments cannot be deleted.

Type Delete

1 Header Comments —é Add
2 Trailer Comments ——a Add

* indicates a required field

Top

- 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.

- Trailer Comments - Enter language that should show up in the Trailer Comments
section of the contract document in ORPIN. A suggested use of this area would be to
add keywords that would help to find the contract during a user search.

Click Finish to save and complete your data entry.

Now in order for you to publish your contract, you must process it through the workflow. Begin
by clicking Complete Step (Creation) in the menu bar.

(®) Addto"Contract List Award Summary
A_g reemfent t.D Agree Oregon Procurement information Network
@ Close Fire Extinguishers
(Train)
® Print (HTML)
Supplier Address
G) View PDF I ORPIN ORC Test Bcct
123 Main Street Contract #
® Refresh éélem, Oregon ODFW-1000-16
37302 -
Opportunity #
@ Help Desk ODFW-1008-16
) Contract Start Date
Contact Primary Contact 08/26/2015
1 (%55) 555-1z212
Complete Step IF:'hone (293) QT Expiration Date
ax ‘ 09/30/2015
Email primarycontact@test.test
Supplier Number
34722

Maintain All dates are mm/dd/yyyy

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

Review/Approve

(Train}

Document Number: ODFW-1000-16 (DRAFT) Control Number: 1765356
Current Step: Creation m
Next Step: * | Disgualified Supplier Check W

Person Responsible & | Select Person Responsible V]

for Next Step:

Comments:

Assign the next
workflow step to the
correct person. If vou

. : 5 . -
Send email to person responsible for the document?[_] \x’ant to notlf‘_i." them via
* Indicates a required field emajl, check here.

Continue clicking on the Complete Step button until you have issued the document or assigned
it to someone else to complete. Once the contract has been issued, the “Draft” watermark will
disappear.

VIl. Entering ORS190 Agreements:

Click on Create Documents in the menu bar and click on Create an Award / Report ORS190.

Create Documents

(Train)

(® Create a Special Request ® Create a Notice
Create a Special Request (Delegation, Special Create a variety of Nofice postings including
Procurement, Sole Source, Other Special ORCPP Opportunity
Request) and send to DAS PS for processing
(@ Create a Purchase Request (® Create an Opportunity
Create a Purchase Request Create and Post an Opportunity, including a Sole

Source Motice

(@ Create an Award/Report ORS 190 (® Create a Work Order

Create Price Agreement, Agreement to Agre Create a Work Order against an authorized
other Contract documents or Report an CRS 130 Contract
Activity
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Discipline — Select the radio button by “ORS 190 (IGA)” and click Next to continue.

Create an Award/Report ORS 190

(Train)

@ To start creating an Award, select the discipline from the list provided and press Next.

Discipline
Select ORS 190 (IGA)
Save to Profile: [
(® OA&E (® O SuppliesIT
@ (O A & E Related Servic @ O Supplies Non-IT

(@ O Trade Services IT

O ORS 190 (IGA) (@ O Trade Services Non-IT

@ O Personal Services IT @ (O Transitional Personal Services Contract IT

Organizations — Choose the Issued By and Issued For agencies from the dropdowns. Click the
Find button to locate the agency you are entering into an agreement with.

Create an Award/Report ORS 190

(Train)

@ Back

® Select the Organizations for the document. Issued By refers to the issuing organization. Issued For refers to the
organization the document is intended for.

Organizations [ Next ]

Save to Profile: []

Issued By: * | ODFW - ASD 635000-Adm v

Issued For: *® | ODFW - BRSD 635000-Rdm Vl@
Agency: Find g

Enter the agency’s name and click the Search button to locate them. 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@oregon.gov requesting that they build the agency in ORPIN.
They will need the agency’s name, address, and federal tax id number (if available).

Find Organization ©)

Organization Name: | |

Organization ID: | |
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Once you have located the agency that you are going into the agreement with, click Next to
continue.

Create an Award/Report ORS 190

(Train)
(© Back

@ Select the Organizations for the document. Issued By refers to the issuing organization. Issued For refers to the
organization the document is intended for.

Organizations ﬂ

Save to Profile: [

Issued By: * | ODFW - RSD €35000-Rdm v|
Issued For: * | ODFW - ASD 635000-Adm v|
Agency: Find ) * Portland Public Schools (ORCPF)

* indicates a required field

Top

Additional Information — Validate the information on the screen, and then choose the ORS
190 Agreement type from the dropdown.

Additional Information
Save to Profile: [

Discipline: Edit ORS 190 (I1GA)

Document Type: Intergovernment Agreement (ORS190)

Procurement Awards/Agreements

Method:

Issued By: Edit 635000-Administration ODFW - ASD

Issued For: Edit 635000-Administration ODFW - ASD

Agency: Edit P00210 Portland Public Schools (ORCPP)

Select Type: bl Select Type
Intergovernmental
Interagency
Interstate
International/Tribal

Calendar Year: @ * O Next

Tor

At the bottom of the Additional Information page, indicate whether you want to issue the
agreement for the current calendar year or the next calendar year. Click Create to continue.
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Click the Continue button to transfer into the Document Wizard, which will help you fill out the
necessary information on your agreement.

Create Document
(Train)

—9

Document Created

Document Number:
Control Number: 1765859

The initial document has been created. To continue setting up the document click on ‘Continue’.

View

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

(Train)
Document Number: (DRAFT) Control Number: 1765859
(1. Document ) { QEEERTIED Back GEND G dEED
Number !
2. Secondary i Document Number
Organization
Address ® The document number is the reference number for the documenfiform.
3. Seconda
Organizart?‘ron . Document Number: * ODFW-I:l 16 58
Contact :

* indicates a required field
4. Agreement i Top
Administrator

Address

5. Agreement i
Administrator ‘
Contact :

6. Primary Use these buttons...

Organization
Address

7. Primary
Organization
Contact

...not these buttons.

8. lssued For
Contact

!9. Docume_nt )
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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.

| skip Back L save TR next QU Finish _J

Document Number

@ The document number is the reference number for the document/form.

Document Number: * ODFW- -16 Hji,‘g

* indicates a required field

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.

Secondary Organization Address

® Please enter the appropriate information into the fields.

Search
Legal Business Name: Portland Public Schools (ORCPF)

Address 1: 5 |PO Box 3107 |

L A N I | |

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.

Secondary Organization Contact

@ Please enter the appropriate information into the fields.

Select or Find Contact

Select: Select contact hd | E

Contact Information

First Name: | |

Last Name: #* | |

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

Agreement Administrator Address

® Please enter the appropriate information into the fields.

Make the selected addresses below the same as the above address

[J Primary Organization Address

Search i
Name: ODFW - ASD

Address 1: * 4032 Fairview Industrisl Dr SE |

| Addrass 2- | |

Agreement Administrator — Select the appropriate administrator from the dropdown list or use
the Find tool to look up a user by name. (You will have the ability to add a new contact person if
you cannot find them in the search results.) After you've located the contact person, click Next
to save and continue.

- Agreement Administrator Contact
® Please enter the appropriate information into the fields.

¢ Select or Find Contact

Select: #% [ coteor contact W) | %

i Find: *% [ gearch for a Person

* indicates a required field T

i op

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

Il Gl GNP G GG

Primary Organization Address

® Please enter the appropriate information into the fields.
Make the selected addresses below the same as the above address
[1 Agreement Administrator Address

Search
Name: ODFW - ASD

Address 1: # |4034 Fairview Industrial Dr SE

Version Date: November 2018 Page 107



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.
You can also use the Find tool to look up a user by name. (You will have the ability to add a new
contact person if you cannot find them in the search results.) After you've located the contact
person, click Next to save and continue.

Primary Organization Contact
@ Please enter the appropriate information into the fields.

Select or Find Contact

Select: *#% | galect contact hd

Find: *#* (" gearch for a Person

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.

Issued For Contact

® Please enter the appropriate information into the fields.

Select or Find Contact

Select: Select contact V|
i Find: Search for a Person

Contact Information

First Name: | |

Last Name: *| |

Title: | |
Country Code Area Code Number Extn

Phone:  * 1] *| I

Fax: ] | O —

Email: |

* indicates a required field T
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Document Information - Populate fields listed below. (Required fields are indicated with an
asterisk.)

. Document Information

' Publish Date (if laterthan [ | © ooy ||

i issued date)

Agreement Start Date * |:| © mmuayyyy)

Expiration Date * |:| G mmadiy)
Maximum Agreement |:| Q/ (mmidddenyy)
- Term

Minimum Amount |:|
Agreement Value * |:|

Currency and Rate 1 US Dollars v |l
Document Title * |

Payment Terms * | v|

Payment Terms | |
i Comments

- Publish Date — This is an optional field that can be used if the ORS190 should be
published and visible to other users at a date/time later than when the document is
issued in ORPIN.

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

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

- 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.

- Minimum Amount — This is an optional field than can be used to indicate if there is a
minimum amount on the ORS190.

- 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.

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

- Payment Terms Comments — Provide additional payment term details if needed.
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Subject Matter *®

Work Order Information

Minimum Amt per Work

: ]
. Order ($)
]

Maximum Amt per Work
{ Order ($)

: Minimum Order Info

Other Settings

Number of days prior to 180 m
| agreement expiration to

. notify Buyer

Maximum # of ltems to |:|

display in ltem Block

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

- Minimum Amt per Work Order ($) — This field can be skipped.

- Maximum Amt per Work Order ($) — This field can be skipped.

- Minimum Order Info — This field can be skipped.

- 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.

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

Click Next to save and continue.

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

- More Information

. Delivery Requirements * | |

FOB | v

Delivery Comments | |

- Delivery Requirements — Enter delivery requirements here. If there are none, type
“N/A”.

- FOB - Select the appropriate Freight on Board description.

- Delivery Comments — Enter as appropriate.
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Procurement Authority Citation * v

Procurement Authority Citation *
Comment

Special Procurement/Exemption v

Special Procurement/Exemption
Citation

Agreement Filed At *

Assigned Mentor | |

DOJ Assigned Attorney | |

- Procurement Authority Citation — Indicate where your procurement authority for this
agreement comes from.

- Procurement Authority Citation Comment — Cite the actual rule, etc which gives you
your agreement authority.

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

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

- 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.

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

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

Click Next to save and continue.

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

Financial Data

Agency . Agency Grant . Project
No. Year  Index PCA Object Object Grant Phase Project Phase Percent Delete

(I S I N I s Y N e I N N N By AR
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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.

Attachments

The maximum total file upload size per Submit is 34.80 MB

- Attachment title | | File Browse. . .

Supplier Insurance — Skip this page.

Supplier Insurance

Insurance Is Not Required
Please select this entry if insurance is not required or if insurance is not tracked through the ORPIN system.

Insurance Is Not Required ok

Insurance Information
Please provide the expiration date of the insurance and select the type of insurance from the drop down list.

Insurance Expiration Date ik

Insurance Expiration Date (Do Not Notify) ik

Comments — Use these areas to give details about what the ORS190 agreement is for. Header
Comments will show toward the top of the page and Trailer Comments will show at the bottom.

Comments

® Comments can be added and maintained. Mandatory comments cannot be deleted.

Type Delete

1 Header Comments é Add
2 Trailer Comments ) add

Header Comments — Enter language that should show up in the header section of the ORS190

Summary contract document in ORPIN.
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Click Finish to save and continue.

In order for you to publish your agreement, you must process it through the workflow. Begin by

clicking Complete Step (Creation) in the menu bar.

@ Add to "Contract List (ORS 190) Summarv
Intergovernmental .

@ Close Test ORS190 Cregon Procurement Information Network
(Train)

@ Print (HTML)

Agreement Administrator
@ View PDF i— ODFW - ASD

4034 Fairview Industrial Dr SE
G) Refresh

Salem, Oregon
97302-1142
@ Help Desk

Contact Richard Carmichael

1850
Phone 1 (5%%) 5&2-3777
Complete Step e Fax

Email richard.w.carmichael@stat
2.0r.TEST

ODFW-1265-16

Agreement #

Agreement Start Date

08/25/2015

Expiration Date
08/28/2018

Agency Number
PO0Z210

All dates are mm/dd/yyyy

Maintain .
Attachments Do Mot Exist

If your ORS190 is missing any required information, you will receive an “Integrity Check Failed”
message outlining what is missing. 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.

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.

Review/Approve
(Train)

Current Step: Creation

Next Step: * AG Proposed Contract Review/Approval

Control Number: 1765859

Person Responsible * Select FPerson Responsible

v

for Next Step:

Comments:

Send email to person responsible for the document?[]

* Indiratac 2 rannirgd figld

Continue clicking on the Complete Step button until you have issued the document or assigned
it to someone else to complete. When the agreement is issued, the Draft watermark will

disappear from the front of the document.
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