PPRB Petition for Relief MAGIC Procedure
This document provides step-by-step instructions on:

(1) How to submit a request to PPRB for approval to procure services through an
RFP or RFQ and,

(2) How to publish the approved RFP or RFQ to the procurement portal after
PPRB approval.

Unless statutorily exempt, this process must be used by State Agencies to procure personal and
professional service contracts through an RFP or RFQ. The agency will create the request using
the OVAR RFx type. Upon PPRB approval, OPSCR will approve the request, but the agency
must complete steps to create the RFP or RFQ and issue it to the procurement portal. If the
process is correctly completed, the agency will have two RFx numbers, one that begins with
3180000000 and one that begins with 3120000000.

Submit Petition for Relief to OPSCR
1. Enter User ID and Password to log in to MAGIC:,

https://portal.magic.ms.gov

1 Having password problems? Please
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3 " - Py - Y
y 5 o oDvemmet mrigon &g Lkadoran

Ussssrg's Aoputabity Sysen f o

User* |

Password *

Log On
MAGIC is the Mississippi Accountability System

for Government Information and Collaboration
initative.

If you need access or additional information
please go to the hitp:'ms.gov/magic website.




2. Select the “Procurement” tab at the top.

Home

Overview

VIISSISSIpPI

View Help

Employee Self-Service Procurement

Universal Worklist Identity Management

3. Make sure “Procurement Work Center” is selected.

Home

Employee Self-Service Procurement Suppliers Self-Set

Overview I Procurement Work Center I Reports SRM Administration SuUs

4. Select the “RFx’ under the Strategic Sourcing > Create Documents header.

Strategic Sourcing

Create Documents
RFx

B Taooration Report

Contract Management

Create Documents
Contract
Contract Download Report

Workflow

Workflow is a tool to help automate complex business processes whi

Universal Worklist
The Universal Worklist is a tool that allows you to manage tasks fron
alerts and handle notifications.

Utilities

All utility functions can be found here for Procurement.
Advanced Search



5. Select RFx Type OVAR, then click Continue.
Select RFx Type

Select the type of RFx you want to create
RFx Type RFx Type Description @
IFBD Invitation for Bid

MNBID Megotiated Bid

OVAR Owersight Appv Reqgst
OVEX Owersight Exempt
PREQ Procurement Request

RFIN Req. for Information
RFPR Request for Proposal
RFQF RFQ - Formal [*]

Enter External Number |:|

Continue to Page 4.



REXx Information

Make sure the RFx Information > RFx Parameters tab is selected. Enter the following data
elements:

Identification:

a) Smart Number: Enter Name of Agency
b) Type: Should autofill “Oversight Appv Request”
C) Publication Type: Restricted RFx

Dates:

d) Start Date: (not required)

e) Surrogate Bid Entry Deadline: Friday following anticipated PPRB meeting
f) Opening Date: Friday following anticipated PPRB meeting

0) Bidder Submission Deadline: Friday following anticipated PPRB meeting

Event Parameters:

h) Major Procurement Category: PERSONNEL SERVICES NON-IT
)] Sub Procurement Category: PERSONNEL SERVICE - NON-TECHNOLOGY
) Request Type: RFP or RFQ AUTHORIZATION REQUEST

" RXinformation | Eddes | fems | Mot sndAtiachments | Weght sndScores | Approval | Tracking |

RFsParameteors  Quitins  NomsdAleoens | TabeBdemln  Snopss Usr-Smcfleddis

Identification Event Param eters
it Curendy: w3
V] Smert Mumber & External Target Vale UsD
Type: Oversight Appy Regst Detailed Frice Information: MoFice [+
Froduct Category: [ B Follow -On Document; Rurchas e Order o Contract
Publication Type: n Bidder Can Change RFx Responses: 0
Allow Multiple RFx Res ponses for Esch Company: [ |
Lo Dis plsy Weighiing to Biders: nl
Purchasing Organization: |StatE of Miss issippi- Purchasing |ﬁ| R e e |ERSDNNEL SERVICES NOWTT | '|
Furchasing Group: |DFA GEN AIRCH L Sub Rocurement Category: |FERSONNEL SERVICE- NON-TECHNOLOGY | +|
S Requsst Type: |RFP- AUTHCRIZATION REDUEST] ™ |
Start Date: | [F (12000080 |
* Surrogate Bid enty Deadine: (20171221 || [1200:00 AM_ | R L e oia o |
Electronic Res ponses Only: 0
Opening Date: [2omnzzn [[[o33500Pm | Document Buder Doc Type: RPN |7
End of Binding Feriod: Confidential Document: 0
Vald From/ To: | |E| = | |ﬁ|




Add Items to the REX

a) Select the Items tab, then under “Item Type” click dropdown to select “Product
Category” from list.

RFX Information * Bidders Notes and Attachments © Weightsand Scores © Approval ¢ Tracking

i
| Detae | Add Line ][ Ada susine  [{7][71] cut | cony | Peste , | Deiete [ Export]
B Lig Number temType [ temType |  OptionType PoditD  Descrpfon Lot

(| Naterial v

b) Under the “Description” column, enter a short description of the service (40 characters

or less). Then, under the “Product Category” column enter the NIGP Code for the
service you are trying to procure. (For help finding a code, use the attached excel
spreadsheet).

n' Noes an Atachrerts | Wegts andScres | Approral | Tracr |

" Bidder Can AddNew fems | _
{1l Cut [ Copy || Paste . || Delete || Export || Export2 for fun |

temType OpionType  RoductlD | Descrition Lot Alow RFe Response Modficaton | Froduct Category
Rroduct Category REP Authorizlion for Consultanis | C 91802

Add “State of MS Vendor” to the RFx

a) Click on the “Bidders’ tab.
b) Enter “3102012942” in the “Add Bidder by Company ID” field. Click the “Add”
button.

y

// 4 RFx Information Notes a

Add Bidder by Company ID: 3102012942 | Add




c) The Bidder, “SoMS” should be displayed. Click the “OK” button to confirm.

T |-
R Cgmemon e Compmy 0 DUNS. Busmsss P ) Covir |

Add Notes and Attachments to the REx

a) Click on the ‘Notes and Attachments” tab. Click “Add” > “Synopsis Description”

b) Synopsis Description (required) — This should be a short concise description of 80
characters maximum. It should begin with: “RFP/RFQ Solicitation
for...Services.”

a. Note: This will become the public description for this solicitation when the follow-on RFx
is created.

RFx Information !l' Bidders k Items

|!Add‘|['.lgar

| Header Tendering text
I—| Item Tendering taxt
| Intemal Mote
Synopsis Description |

Radhvonal Cortact o [

c) Add “Attachments” by selecting . You must upload the completed
and executed Petition for Relief Form.

mmnmum} Budersk tems

. Clear

Assigned To  Category Text Preview

- ————
| Add Atiachment || Edit Description || Versioning . || Delete | Create Qualification Profile |

| =1
Assigned To Category Description File Mame Version Processor

[T Tha takia Anss Anl Fantsin sme Asts



d) This document should only be visible internally to OPSCR and the agency submitting
the Petition for Relief;
a. Make sure the box that indicates “Visible Internally Only” is checked.

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

File: | || Browse... |
Description: | |

* Assign To: (GeneralData |/

Vigible Internally onty: Keep thiz attachment internal

Attachments can be in any file extension. However, it is normally best practice to
use common file extensions such as pdf, xIsx, or doc.

e) The Description field is a short description of the attachment; it can be edited by

f Edit Description 3

clicking the “Edit Description” * button.
SAMPLE ATTACHMENTS:
w Attachments
| Add Attachment H Edit Des cription || Versioning 4 || Delete | Create Qualification Profile
Assigned To Category Description Version Processor
Document Header Standard Attachment Reguest for Proposal (RFF) 1
Document Header Standard Attachment Petition for Relief 1

*You can submit your entire procurement, but unless you previously requested a Pre-Review, it
will not be reviewed by OPSCR.

Submit the Petition for Relief

-I:heck
Publish the RFx by clicking [LCheck | first to ensure there are not any errors and to confirm
that the Petition for Relief has all relevant information populated and attached, then click

the button. The Publish button is only visible in “Edit” mode. After properly submitting,
the status should change to “Awaiting Approval”.



Aaency Level Internal Approval
The RFx may require Agency Manager Approval BEFORE Oversight (PPRB) approval.

a) Log into MAGIC and in the “Home” screen click “Universal Worklist”.

_t‘l'j;*‘; H F l[_]" Mississippi Accountability System for Government Informati

History Fawvorites View Help

= = | B

Home: Employee Self-Service Procurement e-Grants General Applications

Dv&wiwl Universal Worklist Ildentitj.r Management

P Home = Universal Worklist - Universal Worklist

E. Subject

Approwve BFx Mumber 3130000

b) Click “Approve RFx Number 3180000000 i

Approve RFx : 3180000

c) Click “Approve” e e , complete the approval process, then click the

“Approval” tab, you should see “Open (No Decision Made)”” with the OPSCR analysts
names listed. If you do not see the OPSCR analysts names, complete the approval
process at the agency level.

and Attachments |'/ VWveights and Scores

Header Approwval Note

onda Washington:Shai

z==s End

Status Processor

Recalled

Document Rewvised kett
Approced icbler
I Open (Mo Decision Made})

Alicia Coleman:Catoria Martin:l ashonda Washington;Shandra Fowsler Thn!ﬂDsun'TenEtr

Once the Agency Buyer Manager has approved the OVAR and submitted it by the deadline,
OPSCR will review the request and place it on the PPRB agenda for consideration at the next
monthly board meeting.

ONCE THE PETITION FOR RELIEF IS APPROVED by OPSCR
CONTINUE TO PAGE 9

****The submission is not complete until the Petition for Relief is uploaded to the DEA
OPSCR Contract Portal, located at: https://contracts.dfa.ms.gov/. ****
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AFTER PPRB APPROVAL
Follow-on REP/RFQ Creation from an Approved OVAR
Once the Petition for Relief is approved by PPRB, a follow-on RFP/RFQ can be created from the

OVAR.
a.) Click “Create Follow-on RFx” from your OVAR document

Tl

s 6

|E§}H ﬂ H T.”... .. P EmnriﬂPm = ” o
Smart Number 1701-13-R-OVAR-00001  Type Oversight AppvReqst  Status Pubished

Number 3130000801

K wou oreate a follow -on RiFEc, the
cunrent RIFx w ill e clos ed
Swubmitted FFx res pons es w ill b=
closed and no longer accepied

c.) Select “Create”

Select from the follow ing trans acton types :
Trans action Ty pe Dveascr ipticn
- RFPR Reguest for Propos al




REx Information

Make sure the RFx Information > RFx Parameters tab is selected. Change the following data
elements:

Identification:

a) Publication Type: Public RFx

Dates:

b) Start Date: Date in the future

C) Surrogate Bid Entry Deadline: Date in the future

d) Opening Date: Date in the future

e) Bidder Submission Deadline: Date in the future (there should be at least 30 days
between the “start date” and the “submission deadline”)

| 4 | £ |* : | 4
/i RFX Information H Bidders | fems ©  Notes and Attachments lf Weights and Scores l” Approval © Trackng ‘
. | | | |

AFPuametws | Cwstive | NoesaiAmimenls | TEdnem | S | LUserSpeced S
Identification

Name: \CMBBBGZESU 08/08/2018 16:05

Type Qversight Appv Raqst

Product Category: _

Publication Type: Public RFx v

Organization

Purchasing Organization; \State of Miggizsippi - Purchasing ||

Purchasing Group: 1130 OVSIGHT PSCRB |7 Show Wembers
Dates

Start Date: e B0, |

* Syrogal Bidery Deadine: 10052018 B9 [1200:00am |

onsants B [eonopm |

—3
| | 5

Opening Date:

Valid From/ To:

10

Event Parameters

Currency:

Target Value: Uso
Detailed Price Information: ﬂ
Fallow-On Document. Purchase Order or Contract

Bidder Can Change RFx Responses: O

Alow Hutipke AFx Responses for Each Company: |

Digplay Weighting to Bidders: U

* Wajor Procursment Category: | | '|
* Sub Procurement Category: | | V|
* Request Type: | v

| * Bidder Submizsion Deading:

Document Buikder Dac Type: ZRFK_ANEND ﬂ
Confidential Document: 1



Add Actual Bidders and Publish the RFP/RFQ

d.) Click on the “Bidders” tab. Enter ALL vendors according to the relevant product
category code.

RFx Information

| Bidders ltems & Notes

e.) Click “Search for Bidders” and choose “From Internal Directory”

/ RFX Information J’ Bidders |’ kems | Neotes and Attachments | Weights ar

w Bidder Owverview
Add Bidder by Gompany ID: | || Add | | | Search for Bidders 4 | | | Sen
B C N Cor From Internal Directory |Q

f.) Make sure that the “View By” dropdown is set to “Bidders from Supplier Lists”

| Search for Bidders

The table lists all available bidders. You can fiter the results by selecting
fou can also enter values in the fitter rows.

View By: |Ei|:|1:|er5 from Supplier Lists | '|

Search by Supplier List

Humber: | |
Product Category: | ||
Purchasing Organization: | [
Created By: | ||
Bidders

g.) Enter your NIGP code in the “Product Category” field and click “Search”

Search for Bidders |

The table lists all available bidders. ou can fiter the results by selecting a value from the dropdown menu on the toolbar.
‘W'ou can also enter values in the fitter rows.
Wiew By: | Bidders from Supplier Lists [+] Hide Clue
Search by Supplier List
Mumber. I Descripton I
Product Category: [91802 7] Product I0: [ &l
Purchasing Organization: | 7] Suppiier: [ 7l
Created By | [a] Masimum Humber of s
Bidders

11



h.) Highlight the product category and click “Add Selected Bidders”

Search for Bidders E m
The table lists all available bidders. ¥ou can fiter the results by selecting a value from the dropdown menu cn the toolbar.
“ou can also enter values in the fiter rows.
View By: |Bic|ders from Supplier Lists |V| Hide Query
Search by Supplier List
Number: | | Description: | |
Product Category: [e1302 =] Product ID: [ =]
Purchasing Crganization: | | Supplier: | |
Created By: [ 7] Maximum Number of Hits: | 500 |
Bidders
E. Number Description Product Category Purchasing Organization ProductID  Supplier Number Created By
| 1000003572  91802-Serv Consul AudiVis 91302 SOMS
[[2sd Selected Bidders JJcancel |

NOTE: This will add all bidders registered to that particular NIGP code in MAGIC to
your RFx.

e.) Click on the “Notes and Attachments” tab and uncheck the box marked “Keep this
attachment internal”. The procurement document MUST be visible publicly.

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

File: | ||_Browse...
Description: |

* Assign To: [General Data | =]

Visible Internally only: || Keep this attachment intemnal

[OK]| Cancel

f.) Edit the “Synopsis Description” box to add a note that includes the original “RFx 3180000000 number

Add Synopsis Description

Synopsis Description: |Pursuant to PRRB Approval for RFx 3180000000, tis is & RFFIRFQ. to procure .. Services.

12
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g.) Publish the RFP/RFQ by clicking first to ensure there are not any errors
and to confirm that the solicitation has all relevant information populated and

attached, and then click on the button. The Publish button is only visible in
“Edit” mode. After properly submitting, the status should change to “Published”.

h.) To confirm your solicitation accurately published to the procurement portal, please go to
https://www.ms.gov/dfa/contract_bid_search/Home/Sell, perform a search for your
solicitation and ensure it is displayed correctly.

Congratulations, you have completed the RFP/RFQO submission process!!!
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