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Introduction
The system illustrated in this manual will allow vendors doing business with the State of Oklahoma to log into the state’s procurement application –Electronic Commerce Portal - and collaborate on procure-to-pay transactions. Vendors will have the ability to bid on solicitations they’ve been invited to, view transactions such as purchase orders, receipts and payments and maintain some vendor account information.

This manual is intended to describe the navigation, pages and features available to vendors when logging into the Electronic Commerce Portal. This manual should be used by an individual within the vendor organization as a guide to view, enter and change transactional data that is available to them.

Contact Information

During the course of using the application, a vendor may have questions. When these questions arise, the vendor user should direct those questions to the following state representative depending on the nature of the question.
· For questions regarding User ID and Password, contact the Office of State Finance Help Desk at:

405-521-2444 or 866-521-2444
Or e-mail:

helpdesk@osf.ok.gov

· For questions regarding Solicitation or Bidding, contact the state buyer listed on the Solicitation Event.
· For questions regarding Purchase Orders, Payments and Shipments, contact the state agency directly

Getting Started
The following discussion will describe the steps to log into the system, basic navigation and how to personalize the user experience. The system is similar to other web-based applications and uses common internet based features such as hyperlinks, home pages and icons to facilitate navigation within the system. The user should be familiar with these basic web-based concepts to take full advantage of the functionality provided.
Logging into the System
Each person within the vendor’s organization that has been identified as a user of the state’s procurement system, referred to in this manual as a “Vendor User”, will be assigned a User ID and Password by the state.
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User ID’s and Passwords are case sensitive. User ID’s will be always be upper case.
Key in the User ID and Password and click [image: image2.png]


.


NOTE: The URL or hyperlink for logging into the Electronic Commerce Portal will be defined as below.


https://corefp.ok.gov/psp/mrfsi/SUPPLIER/ERP/?cmd=login
When accessing this website for logging in, ensure that the word “SUPPLIER” is located in the URL and not the word “EMPLOYEE”. Internet security settings can be different for each vendor. These differences can cause the vendor user to be directed to the state’s Employee Portal, rather that the Supplier Portal as shown above.
First Time Login Steps
Upon initial login, the vendor user will be prompted to change their password. Also, the vendor user must answer a password challenge question. These two (2) steps MUST be completed before the vendor user can utilize the system.
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Click Click here to change your password. link.

Populate the existing Password, and the new Password that you choose.


NOTE: The password must be at least 8 characters long and contain one number.
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Click [image: image5.png]Change Password



 to change the password.

The system will confirm the password change.
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Click [image: image7.png]
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Once the Password has been changed the vendor user will see the home page.
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NOTE: The vendor user password will expire every 90 days and will have to be changed by the vendor user.

Upon initial login the vendor user must also navigate to the My System Profile page to input the password challenge question and answer.

Click the My System Profile link to access the page.
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The General Profile Information page will be displayed.
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Click Change or set up forgotten password help link to add the question and answer.
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Select a password challenge question from the drop down list.
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Also provide the Response to the password challenge question.
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 to complete the password challenge question and answer.

NOTE: : If a vendor user enters a password incorrectly 3 times, after the third attempt the account will be automatically locked out. The vendor user will then need to contact the Office of State Finance, (OSF) Help Desk to reset the password at:


405-521-2444

or

866-521-2444

The OSF help desk will ask the vendor user their password challenge question and must receive the correct answer for the vendor user account to be enabled.
Navigation Overview
Once the user successfully logs into the application, there will be a main Menu displayed on the left side of the page. This menu is the starting point for navigation within the system that will allow the vendor user to access financial transactions.

The Menu is separated by major functional area, each of which will allow the vendor user to view, enter or manage account information, on behalf of their organization. The illustrations below will address each of the functional areas within the Menu and provide direction on how to use each.
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At any point when navigating thru the system, the vendor user can select the [image: image17.png]


 hyperlink to restore the Menu to its original position.

At any point when in the system, the vendor user can select [image: image18.png]


 to exit the system to the login page.
Select the [image: image19.png]


icon to minimize the Menu on the left hand side. Once the Menu is collapsed, use the [image: image20.png]


 icon to expand again.

When searching within the system, certain search results can be downloaded into Microsoft Excel. At the top of the search list an Excel Download icon - [image: image21.png]


 - will be available.
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Clicking the [image: image23.png]


 icon will download the search results into an Excel format.

[image: image24.png]Fle Edt Vew Inset Fomet Toos Data GoTo Favorkes Hep | &
O O &) )] e Jreere B - 5 2 B
Actdress [ 2] hitpsjmebdlv.chlaosfstate.ok.us: 21 LStst[psftV1 113642547 Ips. 11 ] Do | | ©sneon
Al - A Purchase Order

A B C D E FG_ H | 1 [ o 3
1 [Purchase order|Status| Last Dispatched DaterTime [Lines|Total Amount
2 |2629008368 Dispate [11/26/2008 12.14:49PM T a51]U]v|
3 [5809006593 |Dispate [11/26/2008 12:14:18PM 1 540[U]v]






NOTE:  The vendor user may need to adjust the browser “Pop-up Blocker” settings.


Personalize the Vendor User Home Page
Vendor Users can customize the content of the “Home Page” they see when logging into the system. By selecting to view system “pagelets”, the vendor user can create a user specific view of their organization’s pending transactions. This feature is similar to personalizing your “My Yahoo” page by selecting summary information that you’d like to display each time you log into the application.
Click the Content link to access the available pagelets that will personalize the Home Page appearance.
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The Personalize Content page allows the vendor user to select the pagelets they would like to view on the home page.
Personalize Layout allows the vendor user to define the position on the home page that the pagelets will appear. The location of pagelet and column appearance are options.
The Welcome Message provides an opportunity to display in text, a home page header such as company name, user name or State of Oklahoma indicator. 

PeopleSoft Applications define which type of main Menu will be displayed. Hyperlinks or icons are available.
Supply Chain allows the vendor user to chose which pagelets will be displayed.  Once the vendor user has personalized the content and layout of the home page, click [image: image26.png]


 to Return to Home.
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The Personalize Layout page allows vendor users to customize column structure and pagelet position within the home page.
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When finished selecting layout and pagelets, the vendor user home page may look similar to the following screen shot.
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Use the [image: image30.png]


 icon to refresh the pagelet. This will retrieve all active transactions available in the system for viewing.

Use the [image: image31.png]


 icon to minimize the pagelet. Use the [image: image32.png]


 to expand the pagelet.

Password Change

Vendor users will be required to change their password upon initial login to the system. Also, the vendor user may change their password on an ad-hoc basis if desired. Furthermore, the vendor user password will expire every 90 days and will need to be re-set. When the 90 days have expired, the system will prompt the vendor user to re-set their password upon login.

From the vendor user home page, select the Change My Password link.
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Provide the Current Password and a new password in the New Password and Confirm Password fields.
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The vendor user will receive confirmation of the password change.
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My System Profile
My system profile feature in the system will allow the vendor user to maintain certain vendor related data currently in the system. Available to the vendor user in the My System Profile page is password change, password help question, and vendor user email address.
From the vendor user home page select the My System Profile link.
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For password change, select the Change password link.

To update the password help question select the Change or set up forgotten password help link.
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The Personalizations, Alternate User and Workflow Attributes sections of the page are unavailable at this time.
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Use the Email section of the page to maintain vendor user email address(s).
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When changes to the My System Profile page are complete, click [image: image40.png]


 to save all changes.
Maintain Supplier Information

The Maintain Supplier Information section of the system will allow the vendor user to view, enter and change information pertinent to the individual contacts within the vendor organization. Vendor users can make updates to contact name, email address, telephone number and other important data elements necessary for the state to collaborate successfully with each vendor.
Viewing and Changing Vendor Contact Information

Click the Maintain Supplier Information hyperlink within the Menu. Doing so will expand the Menu in the left hand window pane and also create a window pane with an icon on the right hand side of the page. The vendor user can navigate to the vendor Contacts using either the Menu on the left, or the icon on the right hand side of the page.
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Click Contacts link to view your vendor contact details.
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The current vendor contact information, including Contact Description and Name, will be displayed on the Current Contacts page.

Select the Description link on the Current Contacts page to view more contact details.
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Other contact information includes Email ID, Company URL, and Telephone Information.
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Select Return to Contact List link to return to the mail Current Contacts page.
Click [image: image45.png]Edit



on the Current Contacts page to change existing vendor contact information.
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This page allows the vendor user to change contact information including, Description, Name, Email ID, URL, Location (internal use only), contact Role and Status.
Role indicates a generic label for this user within the vendor organization.
Status allows the vendor user to inactivate an existing contact.
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Also editable is the vendor Telephone Information.

Enter the Type of Telephone Number, Prefix, Phone and Extension.
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To Add a new telephone number, click [image: image49.png]Add



. To Delete an existing telephone number, click [image: image50.png]Delete



.

When all changes or additions are made to the vendor contact information, click [image: image51.png]save



. Use the Return to Contact List link to return to the Current Contacts page.
From the Current Contacts page, click [image: image52.png]Delete}



 to delete an existing contact.
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The vendor user will be prompted to verify the delete.
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Select [image: image55.png]Yes - Delete



to confirm the contact deletion.
Select [image: image56.png]No- Do Not Delete



to cancel the contact deletion.

The system will confirm the contact has been deleted.
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From the Current Contacts page use [image: image58.png]Add a New Contact



 to create a new vendor contact.

[image: image59.png]- Waintain Supplier
Information

_—Comacts |

(- Manage Evens and Place
Bids

 Manage Orders

- Review Payment Information

> Reporing Tools

|- View Terms & Conditions

- Change by Password

|- bty System Prole

Maintain Contacts

NewWindow | pelp | Customize Page |

Current Contacts
XYZVENDOR

MAIN CONTACT
BILLING MANAGER

Name
JANE DOE

JOHN DOE





Provide vendor contact details for the new contact and click [image: image60.png]save



 to store the new contact.
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The system will confirm the new contact has been added.
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The new contact will be displayed on the Current Contacts page.
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Manage Events and Place Bids
The Manage Events and Place Bids section of the system will allow the vendor user to view all state solicitation opportunities to which the vendor has been invited to determine if they would like to accept the invitation, decline the invitation or bid on the event. Vendor users can access any solicitation attachments including general provision, special provisions and item specifications that are critical in solicitation responses. Finally, the vendor user can submit emails directly to the state buyer, answer general solicitation questions, view item details and submit bid responses on-line.

The Manage Events and Place Bids section of the system also allows the vendor user to view solicitation history for the organization. Vendor users can search solicitation history by solicitations they’ve been invited to, solicitations they’ve bid on, and solicitations they’ve been awarded. Vendor users can also search by solicitation type, format and date ranges. History information available includes status, bid amount and time.

Solicitations available for viewing and responding are called “Events” within the system. An Event can represent a vendor’s opportunity to Buy or Sell goods and services to/from the state.  For the purposes of this manual, all Events will be considered “Sell Events” from the vendor’s view point. The terms “Event” and “Sell Event” may be used interchangeably throughout this manual and the system.

When entering a solicitation response, the vendor user can visit two main pages. First, the Event Details page which displays all general information about the solicitation opportunity plus provides the ability to respond to all Event Lines. And the Event Lines page which shows all line detail information about the items and also provides the ability to respond to all Event Lines. An illustration of the bid response steps accomplished through these two pages follows.
View Events and Place Bids

Click Manage Events and Place Bids link within the Menu. Doing so will expand the Menu in the left hand window pane and also create a window pane with icons on the right hand side of the page. The vendor user can navigate to View Events and Place Bids either by using the Menu on the left, or the icon on the right hand side of the page.
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Click View Event and Place Bids link.  Either link can be selected.
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The View Events and Place Bids page is a feature that the vendor user can utilize to search for different Events, view the status of those Events and access those Events for further action. The page displays the Event ID, Event Name, Format, Type and End Date and Status. With these pieces of information, the vendor user should be able to make an initial determination on Events in which they would like to participate.

The vendor user can search for Events they’ve been invited to by populating the Search Criteria section of the page or can save common search criteria in a Saved Search for quicker searching during subsequent visits to the page.
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Populate the Search Criteria section of the page with desired search criteria or use a Saved Search and click [image: image67.png]Search



 to retrieve the results of the search.
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To select a particular Event on which you would like to view further details, select the Event ID hyperlink represented by the Event ID Number. The Event ID represents the unique solicitation number for this opportunity.
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After selecting the Event you would like to view further, the Event Details page will be displayed.
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The Event Details page displays general and detailed information about the Event that the vendor user can use to determine if the organization would like to pursue the solicitation opportunity further.
The top section of the Event Details page allows the vendor user to select whether they would like to Accept, Decline or Bid on the solicitation Event.
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[image: image73.png]Accept Invitation



 will change the status of the Event to “Accepted” by the vendor organization, indicate the acceptance to the state buyer and allow the vendor user to return later to finalize the bid response.

[image: image74.png]Decline Invitation



 will indicate that the vendor organization does not want to bid on the solicitation Event. The Decline indication will be visible to the state buyer but can be changed to Accepted later if the vendor chooses to do so.
If the Event Invitation is Declined, the vendor user will be asked to provide additional comments regarding the Decline.
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Select [image: image76.png]Continue



 to finish the Event Invitation Decline action.
[image: image77.png]Bid on Event



 will allow the vendor user to enter the solicitation response pages to submit a Bid.
The View Event Activity link will bring up the history of Event activity for the vendor’s organization.
The View Event Package link will allow the vendor user to view and print the solicitation details package. These documents are the same as those that are attachments to the Event Invitation email.

The Event Details Package is available in xml or pdf formats. Select the [image: image78.png]


 icon next to the format that you would like to view or print.
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NOTE:  The XML version of the solicitation event is intended to integrate with Microsoft Excel and may not be available for all vendors. Usage of the XML feature is not required, but does allow the vendor user to download the solicitation Event Bid Package locally to a workstation, populate the bid response in Microsoft Excel, and upload the response back into the state system.


See Appendix A for further details.
The pdf format of the Event Details should be displayed and be printable.
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The middle section of the Event Details page displays general information about the solicitation Event.
Event Name and Event ID define this as a unique solicitation opportunity.
Event Format Type indicates that this is an opportunity for the vendor to Sell goods or services.
Round and Version define whether or not any amendments have been done.

Event Start and End Dates define the opening and closing of the solicitation opportunity.
The Email address allows an email to be sent to the state buyer listed as the contact for this solicitation Event.
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Once the buyer Email hyperlink has been selected, use the Message Text box to send questions or comments to the buyer.
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Select [image: image83.png]send



 to send the email.
The bottom section of the Event Details page displays the solicitation Event Lines. These lines provide a Description, Unit of Measure and Requested Quantity for the items being bid.

Use the [image: image84.png]


 icon to view comments or file attachments specific to a particular Line on the solicitation Event.
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When viewing a file attachment specific to an Event Line, click [image: image86.png]View



 to display the file.
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Click [image: image88.png]


 to return to the Event Details page.
Use the Return to Event Search link to search for additional Events that the vendor has been invited.
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Once the vendor user has reviewed the Event Invitation on the Event Details page and determines that a bid will be submitted, click [image: image90.png]Bid on Event



 to enter the response online.  The Event Details page will change and the vendor user will be allowed to enter solicitation response details.
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The Event Details page has a number of sections that house different features available to the vendor user for bid response purposes. A description and illustration of each section is presented below.

The top section of the Event Details page begins with the solicitation Event general details. This information is also available when viewing the Event before [image: image94.png]Bid on Event



 is selected.  Use the View/Add General Comments and Attachments link to see additional solicitation details and specifications.
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On the General Comments and Attachments page the vendor user can view the xml and pdf Event files, Event Comments and any File Attachments that accompany this Event.
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Click [image: image97.png]View



 to see any of these files.
The General Comments and Attachments page will also allow the vendor user to add additional comments concerning the solicitation opportunity and upload additional files into the state system.
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Click [image: image99.png]Upload



 to select a file from the local workstation to be attached to the solicitation Event. This file will be available to state buyers.
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Click [image: image101.png]Browse.



 to find the file you would like to attach. Click [image: image102.png]Upload



 to attach the file to the solicitation Event in the state system.

If necessary, use Add New Attachments or Delete links to add or remove additional file attachments.
[image: image103.png]Upload  View

I Upload | Vi=w| [AZENew Aiachments| [Dekte





The Description section of the Event Details page displays a detailed description of the solicitation opportunity, Contact (state buyer), Phone (state buyer), Email (state buyer) and Payment Terms.
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The state buyer’s Email address is shown as a link, and can be selected to send an email question or comment to the buyer.
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The Step 1: Answer General Event Questions section of the Event Details page displays a series of questions that the vendor user will need to answer. The questions on this page are general solicitation questions that apply to the entire solicitation opportunity.

Required questions will be identified by the [image: image106.png]


 icon. For each question, the vendor user may add additional comments or file attachments.
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The Step 2: Enter Bid Response section of the Event Details page allows the vendor user to view each Line, a Description of the item being bid on each line and Unit of Measure requested.
The vendor user will be asked to populate the Bid Quantity and Unit Bid Price for EACH line. The Bid Quantity and Bid Price are always required.


NOTE: For some solicitation Events, the Bid Quantity will be pre-defined and the vendor user will only populate the Bid Price.
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Use the Bid link to view more details about each solicitation line and/or view additional comments and file attachments for each line by using the [image: image110.png]


 icon.


NOTE: The lines that have additional comments or file attachments will be indicated by the [image: image111.png]


 icon, the lines without additional information are represented by the [image: image112.png]


 icon.
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The [image: image114.png]


 icon will open the Line Comments and Attachments page that allows the vendor user to view file attachments or view comments specific to that solicitation line only.
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NOTE: Once the vendor user has navigated to the Line Comments and Attachments page, the Event ID and Line number are displayed at the top of the page.
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Click [image: image118.png]View



to display file attachments specific to this event line.
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The Line Comments and Attachments page will also allow the vendor user to add additional comments specific to the solicitation Line number, and upload additional files specific to the solicitation Line number into the state system.

Use the Add New Comments section to add additional comments specific to this Event Line.
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Click [image: image121.png]Upload



 to select a file to attach to the solicitation Event Line.
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When the vendor user is finished viewing file attachments, comments and adding additional comments or file attachments, click [image: image123.png]


 at the bottom of the page to return to the Event Details page.
[image: image124.png]



From the Event Details page, clicking the Bid link provides the vendor user an alternative method to submitting the solicitation response.


NOTE: Using the Bid link is simply an alternative method to providing Bid Quantity and Unit Bid Price. Whether the vendor user utilizes the Event Details page or the Line Details page (accessed using the Bid link) the bid responses are stored the same in the state system.
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The Line Details page provides the vendor user additional information for each Event Line that is not available on the initial Event Details page.
The Line Details page displays each Line separately as a separate page for viewing. The Line Sequence number and total number of Lines are displayed. The vendor user can navigate to any line within the Event using the Go To Line option.
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The Line Details page also allows the vendor user to populate the Bid Quantity and Unit Bid Price for each line.

The vendor user can also view the Shipping Information for the Event Line by using the View link and Due Date.
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When the vendor user is finished with the Line Details page, three actions can be taken:
1. Use the [image: image129.png]Save for Later



 to save all bid response information (this can be done at any time when responding to a solicitation Event).
2. Use the [image: image130.png]Start Page.



 to return to the Event Details page.
3. Use the [image: image131.png]Validate Entries



 to check all bid response work. The Validate Entries button will indicate to the vendor user if any errors are found or if the response is valid to that point.
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From the Event Details page the vendor user can take three (3) actions:

4. Use the [image: image133.png]Save for Later



 to save all bid response information (this can be done at any time when responding to a solicitation Event).
5. Use the [image: image134.png]Validate Entries



 to check all bid response work. The Validate Entries button will indicate to the vendor user if any errors are found or if the response is valid to that point.

6. Use the [image: image135.png]Subrnit Bid



 to submit the bid response.


NOTE: Clicking [image: image136.png]Subrnit Bid



 will submit a bid response for the solicitation Event. To change the response, the bid must be accessed, edited and submitted again.
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When [image: image138.png]Subrnit Bid



 is selected the system will provide a Bid Confirmation page. This page displays:

Bid ID – used to track multiple bids submitted.

Bid Date – time and date of bid submission.

Click [image: image139.png]


 to return to the View Events and Place Bids page.
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Viewing and Editing Submitted Bids
Once a vendor user has submitted a solicitation Bid, the bid can be viewed or edited before the Event End Date. Editing is done from the View Events and Place Bids page referenced earlier in this document.


NOTE: If a vendor user has previously submitted a bid and an Event is subsequently amended to a new version, the vendor user must “verify” the existing bid following the steps below. The existing bid need not be entered again, but rather be “copied” to the new version and re-submitted.

From the Home Page, click the Manage Events and Place Bids link within the Menu.
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Click the View Event and Place Bids.link. Either link can be selected.
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The View Events and Place Bids page will be displayed.
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From the View Events and Place Bids page select the Event ID link that holds the submitted bid that you would like to edit or view.
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The Event Details page will be displayed.

Notice that in contrast to an initial bid, the Event Details only displays the [image: image146.png]Bid on Event



 button.

Also note that an additional link to View, Edit or Copy from Saved Bids is available.
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To enter an entirely new bid for this Event, select [image: image148.png]Bid on Event



 and follow the steps defined in Viewing Events and Place Bids above.

To edit, view or copy an existing bid for this solicitation, select the View, Edit or Copy from Saved Bids link.
From the View, Edit or Copy from Saved Bids page, four (4) actions are available:

7. View/Edit – select the View/Edit link to view the existing bid, make necessary changes and re-submit. All existing bid response questions, quantities and prices will be available for editing.
8. Copy - select the Copy link to view the existing bid, make necessary changes and re-submit. All existing bid response questions, quantities and prices will be available for editing.

9. Cancel – select the Cancel link to cancel the existing bid response.

10. Upload – see Appendix A for upload instructions (not required).
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The Cancel link will require a confirmation. Select [image: image150.png]Cancel This Bid



 to confirm the bid cancellation.
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My Event Activity
The state system provides the vendor user the capability to search solicitation Event history in a number of ways. The My Event Activity page allows the vendor user to search current and past events by various criteria. When searching for Event activity, vendor users can respond to new Events, review bid status summary information and see Event status information.
Click the Manage Events and Place Bids link within the Menu.
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Click the My Event Activity link. Either can be used.
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The Event Activity Summary page provides various search criteria. An explanation of the search features and functionality is provided here.
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Use the Event Activity Summary section of the page to filter the Event activity by Events Invited To, Events Bid On and Events Awarded. Selecting each of these respective hyperlinks will change the results in the Events section at the bottom of the page.
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Use the Search Criteria section of the page to filter the Event results. Select any combination of Event Format, Event Type or Date Range to retrieve matching results.
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Select [image: image158.png]Search



 to execute the search based on Search Criteria provided.
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Use the [image: image160.png]


 icon to view Bid Summary information for bids previously submitted.
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Use the [image: image162.png]


 icon to view the Bid.
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Manage Orders

The Manage Orders section of the system will allow the vendor user to view and print Purchase Orders issued by the state to the vendor organization. Also, the Manager Order section will provide receiving information related to shipments from the vendor organization to the state.
The Manager Orders feature shows state Purchase Orders when they reach the “Dispatch” status within the system. Therefore, only Purchase Orders that have been approved by the state and issued to the vendor will be available to the vendor user. Likewise, the system shows receiving information only when the “Receipt” has been completed in the state system.

There are various methods for the vendor user to search and retrieve Purchase Order and Receiving information. An illustration of these features is described below.

Purchase Orders

From the Vendor User Home page, click the Manage Orders link.
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Next, click Purchase Orders link in the left hand window pane, or the Purchase Orders link on the right. Either can be selected.
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The Purchase Order – Filter Options page will be displayed.
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This page allows the vendor user to define any combination of Search Criteria to retrieve Purchase Orders for the vendor organization.
Available as Search Criteria or Filter Options are the following fields.
11. From PO ID, To PO ID – if the state Purchase Order number is known, populate this search field. This can be used to search a “range” of Purchase Order numbers.

12. Item ID – can be used as a search criteria if the State Item ID is known.
13. Vendor Item ID – not supported currently.

14. From Date, To Date – retrieve Purchase Orders that have been issued in a date range.
15. Buyer – state Buyer
16. Contract – available only if the Purchase Order is issued thru a State Contract.
Click [image: image167.png]Search



 to retrieve Purchase Orders based on the Search Criteria provided.
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Once the Search Criteria have been provided and the Purchase Orders have been retrieved, the Purchase Order List page will be displayed.
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The Purchase Order List page has two (2) Tabs. The PO Details Tab displays the Purchase Order number, Status, Dispatch Date/Time, number of PO Lines, and PO Total Amount.
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Select the Purchase Order number link, i.e., 2929008358 to view more PO details. The Purchase Order Details page will be displayed.
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The Purchase Order Details page shows general Purchase Order “Header” information, as well as Purchase Order Line information.

The top section of the page displays general information about the PO such as Number, PO Date, and Amount.
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The [image: image174.png]


 box has four (4) Tabs. The Line Information Tab shows item and description information. The Contract Info Tab shows any state contract related information.

Select each tab to display Purchase Order line information.
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The [image: image176.png]


 box contains vendor Invoices issued against this Purchase Order. The vendor user will only be able to view invoices that have been received by the state and entered into the state system.
The vendor user can view the vendor Invoice number, Invoice Date, Amount of invoice, Status and state Voucher. Voucher is the state system number representing the claim to pay the invoice, not the warrant or check number.
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Use the Return to Purchase Order List link to search for more Purchase Orders.
From the Purchase Order Details page, select the Invoice number link - 011 to view payment details for this vendor invoice.
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Selecting the Invoice Number displays the Invoice Details page.
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Available to the vendor user on the Invoice Details page are payment details including Invoice Number, Unit Price (payment amount), Scheduled Pay Date, Amount paid, payment Method and Status.
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Use the Return to Purchase Order Details link to return to the Purchase Order Details page for the PO you are viewing or use the Return to Purchase Order List link to return to the Purchase Order List page that displays the list of purchase orders that were initially retrieved.
From the Purchase Order List page use the [image: image181.png]View Selected POs in Downloadable Format



 button to view the purchase orders in a format that can be downloaded into Excel.
NOTE: The vendor user must select the purchase order (s) for downloading by using the [image: image182.png]


icon next to the purchase order number or using the [image: image183.png]


 Select All link.
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When [image: image185.png]View Selected POs in Downloadable Format



 is selected, the purchase order will be displayed in the Download Purchase Orders page.
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The Download Purchase Orders page has multiple tabs that can be selected, each having different purchase order detail information. Use the download to Excel icon - [image: image187.png]


  - to extract the purchase order information into Excel.
NOTE: The vendor user may need to adjust the browser “Pop-up Blocker” settings.
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The downloaded purchase order information should look similar to this:
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On the Download Purchase Orders page use [image: image190.png]


 to return to the Purchase Order List page that displays the list of purchase orders that were initially retrieved.
From the Download Purchase Orders page use [image: image191.png]View PDF



 to view a copy of the purchase order in a pdf format.
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Use the Set filter options link to return to the Purchase Order – Filter Options page to use different Search Criteria for purchase order retrieval.
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View Receipts

The term “Receipts” in this document refers to the receiving of a shipment of goods or services, from the vendor organization, into the state system.
From the Vendor User Home page, click the Manage Orders link.
[image: image194.png]' Manage Orders

1 Maintain Supplier
View and downioad purchass orders, erer acknowlsdgerments and creste advance sfipment nofices for customer orders.

Information

| Wanage Everts ana iace Purciase orders e Receipts
e B et ke acon o customerrchase s e S veceve

= Purthase Orders
- View Receipts
> Review Payment Information
1 Reporting Taals.
v Terms & Condiions
- Change by Password
|- by System Profle





Next, click the View Receipts link in the left hand window pane, or the View Receipts link on the right. Either can be selected.
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The Review Receipts – Filter Options page will be displayed.
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This page allows the vendor user to define any combination of Search Criteria to retrieve Receipts for the vendor organization.
Available as Search Criteria or Filter Options are the following fields:

From Receipt Date, To Receipt Date– populates the receiving date or Receipt Date. This field can be used to search for receipts entered into the state system between two dates.

From PO ID, To PO ID – if the state Purchase Order number is known, populate this search field. This can be used to search a “range” of Purchase Order numbers.
Shipment Number – use the number on the shipment as search criteria.

Receipt Status – use the Status of the receipt to narrow search results.
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Click [image: image198.png]Search



 to retrieve Receivers based on the Search Criteria provided.

Once the Search Criteria have been provided and the Receivers have been retrieved, the Review Receipts-Receipt Lines page will be displayed.
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The Received Date, PO Number, Received Quantity, Unit of Measure and Receipt Status are available.
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Click Set filter options link to change the search criteria and retrieve different receiving information.
Click the Receiver ID -0000000233 - link to view Receiver Details.

The Review Receipts - Receipts Details page will be displayed.

This page displays receipt details such as Receipt date and time, Quantities received, accepted or rejected and Purchase Order details.
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If any related Invoice payments have been made they will be displayed in the Invoice Lines section of the page.
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Click the Return to Receipt List link to view additional receiving information.
Review Payment Information

The Review Payment section of the system will allow the vendor user to search and view payment information by various search criteria including vendor invoice number or warrant (check) number. Also available are “open balances” or vendor invoices that have been received and entered into the system but not yet paid.
The term payment “Reference” will be used in this section to represent the state payment identification number such as warrant or check number, made to the vendor organization.
Invoices

These pages will allow the vendor user to search for payments by Vendor Invoice number and other related search criteria.
From the Vendor User Home page, click the Review Payment Information link.
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Next, click the Invoices link in the left hand window pane, or the Invoices icon on the right. Either can be selected.
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The Review Invoices – Filter Options page will be displayed.
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This page allows the vendor user to define any combination of Search Criteria to retrieve Invoices for the vendor organization.
Available as Search Criteria or Filter Options are the following fields:

17. Invoice Number – if the vendor invoice number is known enter it here. Alternatively use a “range” of invoice numbers to retrieve multiple payments.
18. From Date or To Date – enter a range of invoice dates to search for the payment. Typically the invoice date is the vendor invoice date.
19. From Amount and To Amount – to search for payments by amount, enter a From and To dollar amount.
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Click [image: image208.png]Search



  to execute the search to find payments matching the Search Criteria.
The Review Invoices – Invoice List page will be displayed.
This page will display all payments matching the vendor user search criteria and show Invoice Number, Invoice Date, Amount, Status and state Voucher Number.
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Click Set filter options link to change the search criteria for payments.

Click any Invoice Number – 012 link to view more payment details for that invoice.
The Review Invoices – Invoice Details page will be displayed.
[image: image210.png]NewWindow | pelp | Customize Page |

Review Invoices

Invoice Details

LOCAL PEOPLE LLC

Invoice Number: o2

Gross Amount: 1482000 USD
Invoice Date: 0200112008

Discount: $0.00 USD
Due Date: 0200112008

Net Amount: $14,82000 USD
Discount End Date:
Approval Status:  Approved for Payment
PaymentStatus:  Paid in Full
Terms:

~ Invoice Line Details:

Htem 1D

hhstic uon Unit Price Amount

096120 Consulting senvices SUM 14,820,00000 $14,820.00 USD

~ Payment Schedule

ount Method  Status  OnHolg NI

OnHold oy
020412008 0003517053 $14,820.00 USD $000USD Check  Paid  No  No

Scheduled to Pay Payment Number Gross Amt





[image: image211.png]~ Payments Made
Reference Date Amount
103516734 0210612008 $14,820.00 USD

~ Purchase Orders

Purchase Order. PO Date Status
2920008039 122112007 Dispatehed

Received Date Receipt Number. Bill of Lading Packing Slip

No Recsipts Found

Retum to Invaice List




The Review Invoices – Invoice Details page displays all detailed payment information for a particular vendor invoice including Date, Status, Total Amount, Line Amount and Method.
Also available is the Reference number. This is the state Warrant or Check number.
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Click the Reference Number to view the Review Invoices – Payment Details page.
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This page shows payment details of the payment made on this vendor invoice(s), by this payment Reference number.
Click Return to Invoice Details link to return to the invoice payment.
Also available is the Purchase Order number.
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Click the Purchase Order Number to view the Review Invoices – Purchase Order Lines page.
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Click the PO Line Number - 1 link - to view the Review Invoices – Purchase Order Schedule page.
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The Review Invoices – Purchase Order Schedule page will be displayed with purchase order line and shipping information.
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Click Return to Invoice Details link to search for additional payments.
Payments
These pages will allow the vendor user to search for payments by Vendor Invoice number or state payment reference number (check, etc.).
From the Vendor User Home page, click the Review Payment Information link.
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Click the Payments link in the left hand window pane, or the Payments link on the right. Either can be selected.
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The Review Payments – Filter Options page will be displayed.
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Available as Search Criteria or Filter Options are the following fields:

20. Invoice Number – if the vendor invoice number is known enter it here.

21. Payment Reference – this should be the state warrant or check number.

22. From Payment Date and To Payment Date – enter a range of dates that the payment would fall in.
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Click [image: image222.png]Search



  to retrieve payments that meet the Search Criteria provided.
The Review Payments – Payments Made page will be displayed.
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The Payment Reference, vendor Invoice number, Payment Date and Amount are displayed.
Click Set filter options link to search for different payments.
Click the Reference number - 103516734 link to view additional payment details.
The Review Payments – Payment Details page will be displayed.
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Click the Return to Payments Made link, to view more payments.

Account Balances
Vendor account balances, or outstanding invoices, can be viewed in the system. A vendor “Account Balance” represents vendor invoices that have been received by the state, input into the system but not yet paid.
From the Vendor User Home page, click the Review Payment Information link.
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Next, click the Account Balances link in the left hand window pane, or the Account Balances link on the right. Either can be selected.
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The Account Balances – Invoice List page will be displayed. Displayed is a list of vendor invoices pending payment.
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The vendor Invoice Number, Invoice Date, Amount, Due Date, Status and state Voucher number will be displayed.
Select the vendor Invoice Number – Inv-0018 link - to view additional details for this invoice balance.

The Account Balances – Invoice Details page will be displayed.
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This page displays details about the invoice balance such as Invoice Number, Date, Invoice Lines, and Payment Schedule information.
Click the Return to Invoice List link to return to the list of vendor invoices.
Appendix A
XML Down Loads and Up Loads
The system supports an XML feature that can be utilized by vendor users to download the solicitation Event Bid Package locally to a workstation, populate the bid response in Microsoft Excel, and upload the response back into the state system. Not all solicitation Events will have this feature enabled.

This feature is OPTIONAL as all bid responses can be entered directly into the web pages that were illustrated above.
Instructions on the mechanics of using this feature are documented below.

To utilize the XML feature, the vendor user would start by selecting the View Event Package link from the Event Details page.
[image: image230.png]NewWindow | pelp | Customize Page |

Event Details

Bidding Shortcuts: iew Event Actiity
View Everl Patkane

oload XML Bid Response





From the Event Header Comments and Attachments page, select the [image: image231.png]


 icon next to the Event Bid Package, xml file.
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Follow the instructions at the top of the xml format, to view the solicitation Event Bid Package in Microsoft Excel. This will require the vendor user to save the xml file locally on the workstation and open it in Microsoft Excel.
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Depending on the solicitation Event, the file should look something like this in Microsoft Excel.
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NOTE:  There are worksheet tabs, General Details, Line Details and Terms and Conditions. Make sure that the General Details and Line Details Tabs are populated correctly. Once both tabs are completed, save the file.
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On the Event Details page use the Upload XML Response link to select the Excel file that was saved and upload it into the state system.
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Follow the instructions on the Upload Bid page to complete the upload process.
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The file should be selected from the location on the local workstation that it was saved and be saved as an “XML Spreadsheet”.  Click [image: image238.png]Browse.



 to select the XML Spreadsheet.
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Once the file is selected, use the upload button to import the XML file from the local workstation into the state system. The uploaded bid response can be viewed and edited in the state system web pages.
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NOTE: The upload XML feature is OPTIONAL and does not have to be used. All bid responses can be entered into the web pages, and will be illustrated below.


Emails

The system allows for automatic emails to be sent from the state to the vendor organization regarding Solicitation Event activity. These emails could be used to communicate an invitation to bid on a Solicitation Event, indicates an Event Amendment or notify a vendor organization of a Solicitation Event Award.
System generated emails will be sent to the solicitation email address that the state has in the system for each vendor. This email address should be monitored by the vendor organization for solicitation event communication.
Below is an illustration and explanation of email that the vendor organization can expect to see.
Event Invitation

The Event Invitation email will provide information to the vendor user about a solicitation opportunity. The vendor user will be able to view the nature of the opportunity, start and end dates, and file attachments. If the vendor user chooses, a link will be provided to log directly into the state system to submit a bid.

NOTE: The vendor user must have a state issued User ID and Password to log into the state system.
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23. The Event Name briefly describes the solicitation opportunity.
24. The Description provides a longer narrative of the bid.

25. The Event ID is the solicitation opportunity number.
26. The Event Start and End Dates will be displayed.
27. Header Attachments and Line Attachments indicate if the email contains attachments that should be viewed. 

28. Event URL is the hyperlink into the state system. Use this if a bid will be submitted.
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Also note the file attachments that will be with the email.
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As described in earlier sections, these attachments can be opened or saved on a local workstation.
Bid Notification
When a vendor user has submitted a bid for the vendor organization, a confirmation email will be received. Again, this email will be sent to the solicitation email address that the state has in the system for the vendor.
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The Bid Notification email indicates the Event ID, Event Name, Bid ID (multiple bids can be entered) and Date the bid was posted. The URL to log into the state system is also available.
The email will also have a pdf file attachment with the bid details.
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Event Cancelation

In the case where a Solicitation Event is cancelled, an email will be issued to the vendor organization.
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The Event Cancellation notification will list the Event ID and Event Name. No file attachments will accompany this email.
Event Edited

When a Solicitation Event has been edited – without a new Round or Version – an Event Edit email will be issued.


NOTE: New Rounds or Versions indicating an amendment has been issued will be communicated by a “New” Event Invitation email.
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The Event Edited has the same basic information as the original Event Invitation email.
Also note the file attachments will be re-sent reflecting the edited Event changes.
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Non-Award Notification
When a vendor organization has bid on a solicitation Event and not been awarded, a Non-Award Notification email will be issued.
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The Non-Award Notification displays the Event ID and Name. No file attachments will be sent with this email.

Award Notification
When a vendor organization has bid on a solicitation Event and been awarded, an Award Notification email will be issued.
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The Award Notification email will contain basic solicitation Event information, plus Award Details.

NOTE: The Award Notification does not replace the state issued Purchase Order signed by the State Purchasing Director.
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