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These instructions are developed to provide you step-by-step instructions on how to create P1 requests. 
 
Select the desired option from the contents below for the instructions. 
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Create P1 Contract from Awarded RFX Response (State Agencies Only) 
 
This process will used if a State agency has created a competitive bid within MAGIC.  After all bid responses have been 
received electronically and/or the Buyer has entered all Surrogate bids (if accepted, per the specifications), a P1 contract 
will be created from the awarded bid response that will route to the Office of Purchasing, Travel, and Fleet Management 
(OPTFM) for approval. 
 
 
 
 

1. Using your User-ID and Password Log into MAGIC:  
https://portal.magic.ms.gov 

 
 

 

 

 

 

 

 

 

 

 

 

2. Select Procurement icon from the home page options.  

 

 

 

 

 

 

 

 

3. Select Procurement Work Center 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://portal.magic.ms.gov/
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4. Select the icon next to Strategic Sourcing 
 

         
 
 

5. 9ƴǘŜǊ ǘƘŜ wC· ƴǳƳōŜǊ ƛƴǘƻ ǘƘŜ άbǳƳōŜǊέ ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪ ά!ǇǇƭȅέΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀōƭŜ wC· ƴǳƳōŜǊ ǘƻ ƻǇŜƴ 
and display. 
 

                     
 
 

6. Click Responses and Awards
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7. Select and open the response that will be awarded. 

 
 
 

8. Click within the checkbox for the items that will be awarded; 

 
 
 

9. /ƭƛŎƪ ǘƘŜ ά!ŎŎŜǇǘέ ōǳǘǘƻƴ 

Note:  Please navigate to the Approval tab.  Agency approvals may be required. 
 

 
 

10. After all agenŎȅ ŀǇǇǊƻǾŀƭǎ ƘŀǾŜ ōŜŜƴ ŀǇǇƭƛŜŘΣ ǘƘŜ ǎǘŀǘǳǎ ǿƛƭƭ ǊŜŦƭŜŎǘ ŀ ǎǘŀǘǳǎ ƻŦ ά!ŎŎŜǇǘŜŘέΦ 

a. hƴŎŜ ŀŎŎŜǇǘŜŘΣ ŎƭƛŎƪ ά/ǊŜŀǘŜ /ƻƴǘǊŀŎǘΦέ 
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11. {ŜƭŜŎǘ ŎƻƴǘǊŀŎǘ ǘȅǇŜ ά/b¢wέ unless the contract is a Sole-Source.  If a Sole-Source, select contract type SOLC, 

and then click ά/ǊŜŀǘŜ /ƻƴǘǊŀŎǘέΦ 

 

 
 

12. ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊΣ ά/ƻƴǘǊŀŎǘ уу······ ǿŀǎ ƴƻǘ ŎǊŜŀǘŜŘ ŎƻƳǇƭŜǘŜƭȅέΦ  !ŦǘŜǊ ǘƘŜ ƳŜǎǎŀƎŜ 

ŘƛǎǇƭŀȅǎΣ ǎŜƭŜŎǘ ǘƘŜ ά/ƭƻǎŜέ ōǳǘǘƻƴΦ 

Note: Use the scroll bar to the far right and navigate to the last message. 

 
 
 

13. Navigate to tƘŜ wC· ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά¢ǊŀŎƪƛƴƎέ ǘŀō ǘƻ ŦƛƴŘ ǘƘŜ ŎƻƴǘǊŀŎǘ ǘƘŀǘ ǿŀǎ ŎǊŜŀǘŜŘΦ  /ƭƛŎƪ ƻƴ ǘƘŜ /ƻƴǘǊŀŎǘ 

Number to display the contract. 
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14. /ƭƛŎƪ ǘƘŜ ά9Řƛǘ άōǳǘǘƻƴ ǘƻ ōŜƎƛƴ ŜƴǘŜǊƛƴƎ Řŀǘŀ ƛƴǘƻ ǘƘŜ ŎƻƴǘǊŀŎǘΦ 

 
 
 

(1) Set the Valid From / To  contract effective dates by clicking the calendar icon        to  
open and display the calendar to select the desired dates. 

 
 
 
 
 
 
 
 
 
 
 
 

(2) In the window displayed, click the date to be populated. 
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(3) Enter the Target Value of request. Total EXPECTED spend throughout contract life cycle 

 
 

                           
 
 

 
 
 
 
 
 
 
 
 

15.  All line item data will replicate from the awarded RFx response.  The fields include but not limited to: 
 

a. Description 
b. Product Category 
c. Quantity 
d. Unit of Measure 
e. Target Value 
f. Price 
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16. If the Target Value for a given line is not known, set the Target Value on the line to the Target Value 

under the General Header Data section of the Overview tab.  

a. If the Quantity is unknown, then ensure that the Target Quantity is set to zero 

                           

 
 
 
Step Three: Header ï Additional Information 
 

(1) Click the Header, then Additional Information Subtab tab. 
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(2) Enter the following information on the Additional Information tab.  Fields with * are required fields. 
 

a) Request Type:  Use the drop down and select the appropriate value. 

 
 

b) Contract Category:  Use the drop down and select the value ñOPTFM P1ò. 

c) Contract Performance Location:  Use the dropdown and select the applicable county 

where the item/service is to be utilized (If there is more than one, select ñMultiple Locationsò 

or ñStatewideò or ñOtherò). 

d) Material/Service Type:  Use the dropdown and select ñCommodity (Non-IT)ò. 

e) Reference Contract Number:  Use this field to record an internal agency reference 

number if needed, this field can be queried upon via advanced search in SRM 

 

 

 

 

 

             
 

(3) Enter the following funding source information.  These fields are required for Transparency 
reporting. 

 
a) Stimulus Funded:  Select the appropriate value. 

b) Federal Funds Indicator: Select ñYesò if federal funds are used to procure the commodity.  

The system will default to ñNo.ò 
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If ñNOô, the contract does not require a Federal Fund % or Federal Amount (fields will be 

grayed out). Therefore, the State Fund% and Other Amount % must total to 100%. State 

and Other Amount fields must equal to the Contract Total Value. 

                                   
 
 
 

If Federal Funds Indicator is ñYES.ò 
 

a) A Federal Funds % or Federal Amount must be entered. 

b) Fed Grant Award Number, Fed Aid Number, and CFDA Number will also be 

required. 

c) Federal, State, and/or Other % or Amount must total 100% and amounts must 

equal Contract Total Value. 

 

                                         
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Must Equal 100% 

Must add up to Contract Total 
Value 
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(4) Enter the option Green Attributes information. 

 

a) Recycled Goods: Use the dropdown and select the applicable value (Recycled, No, 
Partial).  If ñPartialò is selected, the Recycled Good Percentage must be entered. 

b) Energy Efficient: Select the appropriate value. 
c) Green Technology or Products: Select the appropriate value. 
d) Manufactured in Mississippi: Select the appropriate value. 
e) Carbon Footprint: Free-text field for you to enter the appropriate value. 

 
 
 
 
 
 
 

 

 

 
 

Step Four: Notes and Attachments 
 

(1) Click the main Notes and Attachments tab. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(2) Click Add then Short Contract Description.  The description is a required field and can be up to 
60 characters in length.  Enter a brief description of the contract. 

 
a. The description must begin with one of the following phrases:   

 
 

¶ Bid Solicitation foré. 

¶ Sole source request foré 

¶ Research request foré 

¶ Exemption from state contract foré 

¶ Open purchase foré 

¶ Trade-In of Equipment with Purchase 
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(3) Click Add then Header Supplier Text.  Enter a detailed description of the items requested.   
 

   
  
 
 
 
 
 
 
 
 
 
 
  

(4) Internal Note and Item Supplier Text are optional fields and all notes will be displayed as seen 
below. 

 
   

 

 

 
 
 
 

 

(5) Select the  button to upload all required documents needed for approval. 
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(6) A small window will display; select the Browseé button to select a document from your computer. 
 
 
 
 
 
 
 
 
 
 
 

(7) Enter a description of the document to be added. 
 
 
 
 
 
 

 

 

 

    

   

(8) Documents must be marked internal or external and must be in compliance with MS Code 27-104-
155.  NOTE, if the box is unchecked, it will be visible to the public for Transparency requirement.   
a. Continue to select the Add Attachment button to upload all remaining documents such as the 

Contract, Bid Specs, Justification Letter and Bid Tabulation, advertisement, etc. 
 
 
 
   

 

(9) Select the OK button to return the file to the Notes and Attachment display.  
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 








































