How to Process a P1 in
MAGIC
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*Mississippi‘s Acu!ﬁtahw Systemfor Governmentformton and Collboreon

These instructions are developed to provide you gbggstep instructions on howat create P1 requests.

Select the desired option from theontents below for the instructions.
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Create P1 Contract from Awarded RFX Response (State Agencies Only)

This process will used if a Stagency has created a competitive bid within MAGIC. After all bid respoagehen
received electronically and/or the Buyer has entered all Surrogate(lbidscepted, per the specificationsg) P1 contract

will be created from the awarded bid response that will route to the Office of Purchasing, Travel, and Fleet Managemer
(OPTFM) for approval.

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

Having password problems? Please
dick on this link for help....

User = |

Password *

Log O
MAGIC is the Mississippi Accountability System

for Government Information and Collaboration
initiative.

If you need access or additional information,
please go to the httpy/ms.govimagic website.

2. Select Procurement icon from the home page options.

|!j Ii,", H l {,_: Mississippl Accountability System for Govd

Heong wiew Hep

Home Procareme it Ge e @l Applications i witly Mavagement
ovaryla Un e rzal ikl t Kk vty Mavagemet

k Home = Ouemnkew

3. Select Procurement Work Center

History  Wiew Help
= r - . = —
Hame Procurement General Applications |dentity Management

Procurement Work Center I Reports  SUS Administration
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4. Select the icon next to Strategic Sourcing

K

Strategic Sourcing

Create Documents
RFx
Bid Tabulation Report

Ei
=
&

5 9y {SNJ
and display.

RFxs - All

Contract Management
Create Documents

Contract

Contract Download Report

Workflow

Workflow is a tool to help automate complex business processes whers
Universal Worklist
The Universal Worklist is a tool that allows you to manage tasks from r
alerts and handle notifications.

Utilities

All utility functions can be found here for Procurement.
Advanced Search
Search for existing shopping carts and other documents
Wiew Asset Validation Table
Display all the current assetwvalidations available.

iKS wC- ydzyoSNJ Ayidz2 (KS

[ Hide Quick Criteria Maintenance

Product Category:

Processed Since:

-
- L =

Submission Deadline I:El

Location:

oL O oL @=
al

<> 13160000110

Purchase Group:

)

Purchasing Organization: © 10000001 =]

Hem Product \ [u]]
Status:
RFx Type:
Supplier:
View: |[Standard View] [+] | [Create RFx. || Copy| | [Display | Edit || Delete | | [ Publish |[ Responses and
E. RFxMNumber Item Number Location RFxName Type Status RFx Category  Purchz
1130-15-R-IFBD-00017 IFBD Published State o

6. Click Responses aAdvards

Display RFx : 3160000110

RFx Number 3160000110

Smart Number 1130-15-RIFB0-00017 Type Imitation for Bid Status Published Created On 10/13/2014 12.55:19 Created By Robert Fulcher

Version Humber 2 Version Type Active Version External Version Number 1

Close Refresh Capy | [ Chec

Respanses and Awarfls | [ Comvert to Auction | [ Export | [ Print Preview | [ Questions and Answers (0 |

" RFxinformation  Bidders - hems - Notesand Amachmens < Condiions < Weights and Scores -~ Appioval - Tracking

| RFxPasameters | Questions

| Wotas ond Attachmonts | Conditions | Tablo Extension | Paymort | Synopsis | Lser Speciied Siatia

Time Zone CST

Humber of Suppliers 4

Humber of liems 3

Related Links ,

Identification
Smar Number

RFx Number
RFx Type:

Product Category-

Publication Typs:
Organization

Purchasing Organization
Putchasing Group:

Dates

Start Date:

Surmogate Bid Entry Deadiine: *

Opening Dats: *

Event Parameters.

1130-15-R4FBD-00017 Cumency. usD
[] Smart Number is Extemnal Target Value 0.00 USD
3160000110 Detailed Prics Information Price with Conditians
Imiitation for Bid Follow-On Document Contract
Bidder Can Change RFx Respanses: =
Public REx Allow Multiple RFx Responses for Each Company: ¥
Display Weighting to Bidders: [m]
State of Mississipgi - Purchasing
Document Builder Doc Type: ZRFX_AMEND
1130 OVSIGHT OPTFM Show Members P o
Bidder Subniission Deadiine Date: 10132014
0432004 | [01°08:00 pm Bidder Submission Deadine Time: * 01:20.00 pm

062372014 12.00.00 am

101372014 01.20.00 pm
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7. Select and open the response that will be awarded.

Responses and Awards

Halp
9 Days 10:32:20 Smart Number 1130-15-R4FBD-00017 Type Inwitation for Bid Status Published Number of Suppliers 4 RFx Number 3160000
Close Print Preview | | [Refresh| | [Create Follow-an RFx | [ Export | [ Questions & Answers ( 0 ) | [ Synopsis
Response Activity Response Comparison Surragate Bidding
Response Status  Company Name Bidder Hame Interd  Response Version  LastChangsd  Respanse on Bahaf
Submitted MS SCHOOL PUBLIC RELATIONS ASN MS SCHOOL PUBLIC RELATIONS ASH MS SCHOOL PUBLIC RELATIONS ASN > 1011372014 Actvated
Submitted ARCADIA PUBUSHING ARCADUA PUBLISHING ARCADIA PUBLISHING o] 101372014 Activated
INTELLITRACK INC INTELLITRACK INC INTELLITRACK INC > Activated
Submitted CRAIGENS GARAGE CRAIGENS GARAGE CRAIGENS GARAGE > 107132014 Activated
8. Click within the checkbox for the items that will be awarded,;
Edit Document: 6000000070
RFx Response Number 6000000070 RFx Name 1130-15-RIFBD-00017 Status Submitted Supplier Name MS SCHOOL PUBLIC RELATIONS ASN Target Value 000 USD  RFx Number 3160000110
Resd Oty
Rix Information ltems | Notes and Attachments Conditions Approval Tracking
¥ ltem Oveniew
[ Details ][ Add New - |[ Accept All | | [ Copy |[ Paste |[ Delete alculate Value
Line Number  Intemal ltem Number Description Accept] tem Type  Product ID Product Category  Product Category Description  Required Quantity ~Submitted Quantity Unit Price  Cumency Price Per  Total Value
- @B 1 School Agendas | (v [ Material SchoolEquipAgendasPl 500 500 EA  16.00 USD 1 8.000.00
- @B 2 School Blackboarde [vi [ Material SchaolEquipBlackboar 750 750 EA 2500 USD 1 18.750.00
- @e 3 School Books v [Wvaterial SchoolEquipBooksClas 1,000 1000 EA 5000 USD 1 50,000.00
9. /ft A0l GUKS a! OOSLIié¢ odzitz2y
Edit Document: 6000000070
RFx Response Number 6000000070 RFx Name 1130-15-RIFBD-00017 Status Submitted Supplier Name MS SCHOOL PUBLIC RELATIONS ASN Target Value 000 USD  RFx Number 3160000110
[Giose] | [Ressony
Rix Information ltems | Notes and Attachments Conditions Approval Tracking
¥ ltem Oveniew
Add New - |[ Accept All | | [ Copy |[ Paste |[ Delete | || [ Calculate Value
Line Number  Intemal ltem Number Description Accept ftemType Product ID Product Category  Product Category Description  Required Quantity ~Submitted Quantity Unit Price  Cumency Price Per  Total Value
- @B 1 School Agendas  [v  Material SchoolEquipAgendasPl 500 500 EA  16.00 USD 1 8.000.00
- @B 2 School Blackboards [ Material SchaolEquipBlackboar 750 750 EA 2500 USD 1 18.750.00
- @e 3 School Books [V  Material SchoolEquipBooksClas 1,000 1000 EA 5000 USD 1 50,000.00

~ 7

LILJX ASRX (K

68 /2yaNt O
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10. After all age® & |
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Display RFx Response 6000000070

RFx Response Number 6000000070

RFx Name 1130-15-R-IFBD-00017

[Intent to Award | [ Export |

Items ] Notes and Attachments

Supplier Name MS SCHOOL PUBLIC RELATIONS ASN Target Value 0.00 USD RFx Number 3160000110

| Print Preview | | [ Refresh | JCreate Contract | JPublish To Catalog | [ Undo Accegpt | | Synopsis

Rfx Information Conditions Approval Tracking

W ltem Overview

Add Nes || [ Copy |[ Paste |[ Delete | |/{ Calculate Value | |
Line Number Internal ltem Number Description Accept Item Type Product ID Product Category  Product Category Description  Required Quantity  Submitted Quantity Unit  Price  Currency Price Per  Total Value
- E&E 1 School Agendas v Material SchoolEquipAgendasPl 500 500 EA 1600 USD 1 800000
- @E 2 School Blackboards  [v] Material SchoolEquipBlackboar 750 750 EA | 2500 USD 1 18.750.00
- @'E] 3 School Books (v Material SchoolEquipBooksClas 1,000 1.000 EA 50.00 USD 1 50,000.00
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11.{ St SOG 02 y (i NInes$ thel odritdt ista/SbiBbwae If a SoleSource, select contract type SOLC,

A L oA

andthenclicki / NBI 4GS / 2y GN¥ OlG¢ o

Display RFx Response 6000000188

RFx Response Number 6000000182 RFx Name 1130-15-R-IFED-00071 Status Accepted Supplier Name SOUTHERN EYE CARE PC Targi
Close Print Preview Refresh tent i i =
Create Contract
: Select from the following transaction types:
Rix Information
Description Transaction Type Pariner Grouping Schema

General Data Conditions

- - BRICKS - Lease BRLE -
w Basic Data Purchasing (General) CNTR -
Bidder Contact Information Emergency Contract  EMEC h nse Infor
Supplier Name: SOUTHERN EYE CARE PC Cnir/Oversight Appr S0OLC - |
Contact Person Name: SOUTHERN EYE CARE PC SOUTHERN EYH )
E-Mail: |
Fax Create Contract || Cancel
Phone: 912-375-2518

12.¢KS F2tt26Ay3a YSaal3asS gAatt | LIISFENE &/ 2yaGNF OG yvy-
RAaLX eax aStSO0 (GKS a/t2aS¢ odzitz2y o
Note: Use the scroll bar to the far right and navigate to the last message.

Display RFx Response 6000000070
RFx Response Number 6000000070 RFx Name 1130-15-RIFBD-00017 Status Accepted Supplier Name MS SCHOOL PUBLIC RELATIONS ASN Target Value 0.00 USD RFx Number 3160000110

1D Please attach the necessary justification or contract that needs ta be posted to transparency under the Notes and Attachment tab
I Please attach an appropriate internal justification for this cantract

D Please enter Material/Senice type in additional Information

1) Enter Short Contract Description text under Notes and Attachment

Contract 8800002750 was not created completely — Display Help

Print Preview | | [Refresh | | [Intent to Award | [ Export | [ Create Contract | [ Publish To Catalog | [ Undo Accept | [ Synopsis

Rfx Information ltems | Notes and Attachments Conditions Approval Tracking

¥ ltem Overview

[ Details || Add New | | [ Copy |[ Paste |[ Delete | | [ Calculate Value | |
Line Number  Interal ltem Number  Description Accept ltem Type Product ID Product Category ~ Product Category Description  Required Quantity ~Submilted Quantity Unit Price Cumency Price Per  Total Value
- @m 1 School Agendas v Material SchoolEquipAgendasP! 500 500 EA  16.00 USD 1 800000
- @e 2 School Blackboards [  Material SchoolEquipBlackboar 750 750 EA 2500 USD 1 1875000
- @e 3 Schaol Books [V Material SchoolEquipBooksClas 1,000 1,000 EA 5000 USD 1 50,000.00

13. Navigate toK S C FYyR &aStSOG GKS a¢NIOlAy3Ae GFo G2 FAYR
Display RFx : 3160000110
RFx Number 3160000110 Smart Number 1130-15-R-IFBD-00017 Type Invitation for Bid Status Published Created On 10/13/2014 12:55:19 Created By Robert Fulcher Time Zone CST Number of Suppliers 1 Number of Items 3
Version Number 2 Version Type Active Version External Version Number 1
[[Check ] [ Responses and Awards | [ Create Follow-on RFx | [ Convert to Auction | [ Export | [ Print Preview | [ Questions and Answers (0) ]
RFx Information Bidders. Items. Notes and Attachments Conditions Weights and Scores Approval . Tracking ;
w History
View: |United States Dollar ||
Document. Name Document Number Back-End Document Number Status Date
RFx 1130-15-R-IFBD-00017 3160000110 Published 101312014
RFx Response -R-IFBD-00017 6000000070 Accepted 101132014
RFx Response -R-IFBD-00017 6000000071 Submitted 101312014

RFx Response -RAFBD-00017 6000000072 Submitted 10/13/2014
w— —
Central Contract -C-SOLC-00017 8800002750 Saved 10/13/2014 l
L —
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Display Cntr/Oversight Appr 8800002750

Contract Number 8800002750 Smart Number 1130-15-C-S0LC-00017 Contract Type Cntr/Oversight Appr Status Saved Supplier 3100012252 MS SCHOOL PUBLIC RELATIONS ASH ‘Contract Owner 10215 Robert Fulcher

Release lEmt lCnpy [ Check | [Refresh | [ Negotiate | [ Send E-Mail | [ Print Preview | [ Export |
ol

y
' Overview Header ltems Notes and Attachments Conditions Autherization Approval Tracking

General Header Data

Contract Number- 8800002750 Contract Name: 1130-15-C-80LC-00017
Contract Owner: 10215 Robert Fulcher
Supplier: * 3100012252 | MS SCHOOL PUBLIC RELATIONS ASN
Target Value/ Currency: 0.00|[USD
Valid From / To: = 101132014 |- [12/31/9999
Relsase Valus: 000/ UsD
Purchasing Organization: = | State of Mississippi - Purchasing
Basic Contract: O
Purchasing Group: * 1130 OVSIGHT OPTFM Show Members
¥ ltems
[ Details |[ Select . |[ Add Item . | Exercise Option || Copy || Paste || Duplicate || Delste || Assign Distribution | |
Line Numbsr  Item Category Option Type  Item Number Product ID  Description Product Category ~Targst Quantity ~Option Status  Unit  Target Value Prics Cumency Price Per Price Unit  Reference ftem Number
1 Normal 1 School Agendas 2 500 EA 8,000.00 16.00 USD 1 Ea 0
2 Normal 2 School Blackboards 73 750 EA 18,750.00 25.00 USD 1) Ea 0
3 Normal 3 School Books 78621 1,000 EA 50,000.00 50.00 USD 1| EA 0

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

Overview Header | ltems | Notes and Attachments ¢ Conditions

General Header Data

Contract Number: 8800002750

Supplier- * 3100012252 MS SCHOOL PUBLIC RELATIONS ASN

valid From / To: * [10/13/2014 | m]honsmms !ﬁ!‘] I

Purchasing Organization: * State of Mississippi - Purchasing (=]}

(2) In the window displayed, click the date to be populated.

valid From / To: * [10/13/2014 | - [10/13/2015 [
« ¢ October2014 » » -
: ot
Purchasing Organization Mo Tu We Th Fr Sa Su Ic

1

40 12.12|3|4]58 I
44167 (8|9 |10[11|12[

w ltems 42 15 16 17 18 19

[Detalis | selecta [ Aca| ** 22! 222 24 25 26 gagery
44 27 28 29 30 31

line Numher item (Ca .. Br  Prodiu

Purchasing Group: *

Revised July 1, 2015
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(3) Enter the Target Value of request. Total EXPECTED spend throughout contract life cycle

Change Cntr/Oversight Appr 8800002750

Contract Number 8300002750 Smart Number 1130-15-C-50LC-00017 Contract Type CntriOversight Appr Status Saved Supplier 3100012252 WS

" Overview Header - ltems ¢ MNotes and Aftachments Conditions  © Authorization Approval Tracking

General Header Data

Contract Number 8800002750 Contract Name: [1130-15-C-80LC-00017 |
Contract Owner: 10215 Rober Fulcher
Supplier: = 3100012252 M3 SCHOOL PUBLIC RELATIONS ASH
Target Value/ Currency: 76,750 00 IUSD )
Valid From / Te: = [10113:2014  [3]- 101132015 [
Release Value 0.00/ USD
Purchasing Organization: * \Slate of Mississippi - Purchasing ||
Basic Contract [l
Purchasing Group: = [1130 OVSIGHT OPTFM [3] show Members

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

Description
Product Category
Quantity

Unit of Measure
Target Value

~0o0Tp

Price
Overview Header | Items - Notes and Attachments - Conditions -  Authorizaton | Approval -  Tracking
General Header Data
Contract Number: 8800002750 Contract Name: 1130-15-C-SOLC-00019
Contract Owner: 10215 Robert Fulcher
Supplier: * 3100012252 | WS SCHOOL PUBLIC RELATIONS ASN
Target Value/ Currency: 76,750.00| | USD
Valid From / To: * 10/13/2014 - |10M13/2015
Release Value: 0.00| usD

Purchasing Organization: * |State of Mississippi - Purchasing
Basic Contract: O

Purchasing Group: * 1130 OVSIGHT OPTFM Show Members
w ltems
[ Details | select « || Add Item . || Exercise Option |[ Copy || Paste |[ Duplicate |[ Delete |[ Assign Distribution | |

Line Number Item Category Option Type Item Number Product D  Description Product Category Target Quantity Option Status  Unit Target Value Price 1
1 Normal 1 RPN
2 Normal 2 School Blackboards ;¢ 754 EA 18,750.00 25.00
3 Normal 3 School Books 1.00 EA 50,000.00 50.00
4 Normal 4 School. Agendas 50 EA 8.000.00 16.00
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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

Overview Header | Items | Notesand Attachments -  Conditions -  Authorization -~ Approval ©  Tracking

General Header Data

Confract Number: 8800002750 Contract Name: [1130-15-C-SOLC-00019 |
Contract Owner: 10213 Robert Fulcher

Supplier: * 3100012252 MS SCHOOL PUBLIC RELATIONS ASN I
Target Value/ Currency: 76,750.00 JUSD

Valid From / To: * [10r13r2014 | - [10/113/2015  [iF| | i [a)

S . Release Value: 000 UsD

Purchasing Organization: * | State of Mississipp - Purchasing =] ]
Basic Contract: O

Purchasing Group: * [1130 OVSIGHT OPTFM [E7] show Members

w ltems

| Details || Select 4 || Add ltem 4 | Exercise Option |[ Copy || Paste || Duplicate || Delete |[ Assign Distribution | |

Line Number Item Category Option Type Item Number Product ID  Description Product Category || Target Quantity JOption Status Unif§ Target Value || Price
1 Normal -1 School, Agendas 78502 EA 76,750.00 | 16.00
2 Normal - 2 School Blackboards 78515 EA 76,750.004 25.00
3 Normal - |3 School Books 78520 EA 76,750.00 § 50.00
4 Normal v 4 School, Agendas 78502 EA 76,750.00 § 16.00

Step Three: Header i Additional Information

(1) Click the Header, then Additional Information Subtab tab.

Create Cntr/Oversight Appr 8800001161

Contract Number 8800001161 Smart Number 1130-14-C-SOLC-00052 Contract Tyg

e i et 7| (] [

Overview tems | Notes and Attachments ¢ Conditions ¢ A

General Header Data

Contract Number: 8800001161

Supplier: * I~ |

Valid From / To: = [04/24/2014  |E3| - [04/23/2015 B

Purchasing Organization: * |State of Mississippi - Purchasing ||j\

Purchasing Group: * | DFA OVSIGHT OPTFM |7 Show Members

—_—r—
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(2) Enter the following information on the Additional Information tab. Fields with * are required fields.

a)

Regeest Typa: *
Contact Codegory: *

Agency ! Board Approv al

FOMPETITIVE AFX

reay

-
Coantnat |

A

STATUTORY EXEMPTIONS

SOLE 30uRCE

Agenzy / Bosrd Aggrove!

Agency | Boasd Aggrovel Date
Fed Grast Award Numbder *

Fod Ald Number *

EMENT REQUEST (RF

PROVAL REQUEST
COMPETITIVE RFX

EMERGENCY

OFA APFROVED OPEN PURCHASE ORDERS B
CFOA Mumbec™® QUOTES
Stenulus Fundes: *

b)
c)

wher e
or

d)

the i
NSt at ewi
Material/Service Type: Uset h e

Contract Category: Uset h e
Contract Performance Location: Use the dropdown and select the applicable county
tem/ servi
iOt her 0)
dr op do wnCoranmodity @NentlTgac t
Reference Contract Number: Use this field to record an internal agency reference

de o

COMPETITIVE PURCHASING AGREEMENTS v

drop

or

down an

ce is

t o

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

d select

be uti

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

t he

i zed

i

Cverview Header ltems | Motes and Aftachments | Conditions | Authorization | Approval | Tracking
Basic Data ‘Condition Exchange Rate Thresholds Distribution Motes and Attachments ‘Cutput Additional Infermation Pay
w Additional Information
General Contract Attributes MaterialiService Type: * [COMMODITIES - MONAT) ||
Reference Contract Mumber: P-Card: ~ Yes (s No
- PE VE RE -
Request Typs: (COMPETITIVE REX [l contact Performance Location: * [aMiTe =]
.k PTEM-P1 -
ExiEs EHETR |O TEM | l Wendor Congressignal District:
Owversight Approval: * Mo Yes
Agency / Board Approval: l:lz‘
Document Builder Doc Type: ZC‘IT_O:'T_\IE
Agency / Board Approval Date:
Total Renewsals: l:l
Fed Grant Awsard Number: * 1224564
Renews|s Exersized: l:l
Fad Aid Mumber: * 1234564
Buy Cn Bahalf: |
CFDA Number: * [10.406 [ *][a1B2C3] |
Stimulus Funded: * T es (s Mo
Federal Funds Indicator: < Yes (O Ne
State Fund %: * 20.00
Cther Amount %: *
Federal Amount: * 2.500.00
State Amount: * 45.000.00
Other Amount: * 2.500.00
Contract Total Walus: * 50,000.00

(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: Sel ect
system wi l

T

he

ifnYeso if
def aul t t

o i

Revised July 1, 2015
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I'f ANOG6, the

cequitet arFederal Fuddo%e os Fedeoat 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.

Stimulus Funded: Yes [+ No

Federal Funds Indicator: ~Yes (®No

State Fund %: = | 90.00|
|Federal Funds %:

Other Amount %: = | 10.00]

Federal Amount:

State Amount: | 45,000.00/

Other Amount = [ 5,000.00]

Contract Total Value: = | 50.000.09:
fFeder al Funds 1 ndi

cator i s AYES.

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.

\

(0]

c) Federal, State, and/or Other % or Amount must total 100% and amounts must
equal Contract Total Value.

Fed Grant Award Number. * 1234564

Fod Ad Number:. = 1234564

CFDA Number. * 10557 |w 122
Stimulus Funded. * Yes (e No
Federal Funds Indicator * Yes No

State Fund %: *
Federal Funds % *
Other Amount %: *

State Amount: *
Other Amount. *
Contract Total Value: =

90.00
5.00
5.00

45.000.00
250000
50.000.00

Must Equal 100%

L e S
[ regerst amoonnt o oo

Must add up to Contract Total
Value

Revised July 1, 2015
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(4) Enter the option Green Attributes information.

a)

b)
c)
d)
e)

Recycled Goods: Use the dropdown and select the applicable value (Recycled, No,

BN

Partial). | f APartial o i s

Energy Efficient: Select the appropriate value.

S

el ected,

Green Technology or Products: Select the appropriate value.
Manufactured in Mississippi: Select the appropriate value.
Carbon Footprint: Free-text field for you to enter the appropriate value.

Green Attributes

Recycled Goods: [ I=]

Recycled Goods Percentage:

Energy Efficiency: Yes
Green Technology or Products: © Yes

Manufactured in Mississippi: ~ Yes

* Mo
* Mo

* No

Carbon Footprint:

Step Four: Notes and Attachments

(1) Click the main Notes and Attachments tab.

Create Cntr/Oversight Appr 8800001161

Contract Number 8800001161 Smart Number 1130-14-C-SOLC-00052 Contract Ty

Release Check | | Print Preview Import

Overview Header ltems Notes and Attachments Conditions A

‘General Header Data

Contract Number: 6800001161

Suppier: = -
Valid From / To: * [0ar24r2014 | - [04/232015 [

Purchasing Organization: * \Slale of Mississippi - Purchasing |\

Purchasing Group: * DFA OVSIGHT OPTFM |59 Show Members

t he

Recycl ed

(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:

=A =4 =4 -4 -4 4

Bi
So

d Solicitation for
le sourcerequest for é

Research request for
Exemption from state
Openpur chase foré
Trade-In of Equipment with Purchase

D

contract

Revised July 1, 2015
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e Suppler Text
ntemal Motg

Header Suppler Text
Rem Supplier Tex!
Internal ote

Short Contract Description
Catalog URL

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

Add a || Clear

Document Header Header Supplier Text Exemption from state contract for 2 new fleet automoblie. ..

(5) Select the button to upload all required documents needed for approval.

P B Ry e e N N

[Ada o | Clear

Ii Document Header Header Supplier Text Exemption from state contract for 2 new fleet automoblie...

I Add Attachment [ Edit Description Create Qualification Profile

Revised July 1, 2015
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Add Attachment

Here you can upload an attachment. You have to assign it to e\trmmwt general data or to an item

(6) A small window will display; select the B r o w s leutton to select a document from your computer.

File: [C:Wsersicgsa9448\Deskto] Browse_ |
Description:

Assign To: * u

Visible Internally only: [ "] Keep this attachment internal

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

Add Attachment

Here you can upload an attachment. You have to assign it to either the document general data or

File: [Ci\Users\cg538448\Deskto| Browse... |
lﬁcrmtmnt |Bid Tabulation Form 1

Assign To: * u

Visible Internally only: [ Keep this attachment internal

el

(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.

Visible Internally only: | | Kgep this attachment internal

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

Add Attachment

Here you can upload an attachment. You have to assign it to either the document general data or to an item

File: [C-\Users\cghi9448i\Deskto| Browse...
Description: [Bid Tabulation Form |

Assign To: * (General Data ||

Visible Internally only: [ Keep this attachment internal

Revised July 1, 2015
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