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These instructions are developed to provide you step-by-step instructions on how to create P1 requests and
how to modify a P1 contract within MAGIC.

Select the desired option from the contents below for the instructions.
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How to Process a P1 in MAGIC

System Logon and Navigation to P1 Request Screen

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

-

Having password problems? Please

L] dick on this link for help...

%

g o=
7 Wessppis Acopuacity Syt o Gemment frmaion and Colatorakn
s l

N User™ |
Password *
Log O

MAGIC is the Mississippi Accountability System
for Government Information and Callabaration
initiative,

Ifyou need access or additional infarmation,
please go to the hitp:/ims.gov/magic website.

2. Select Procurement icon from the home page options.

T .Y .
[ = ) Mississippi Accountability System for Gove
L AL in ]

Heon Wew Help

Home Procareme it Ge ke @l Application: i witly Mavageme it

Cvarylawy Unbersal okt b iy Manageme vt

Home = Ok nkew

3. Select Procurement Work Center

E M E E

Hame Procurement General Applications

Identity Management

Procurement Work Center I Repors SLS Administration

4. Select Contract under Contract Management

Workload Redistribution [l
'y

Strategic Sourcing
Create Documents

BFx

Bid Tabulation Report

B, Contract Management
L@ Create Documents
Contract

JEE Workflow
Warkflow is 3 tool to help automate complex business processes where more than one user is
1= i
involved,
Universal Worklist

Thi Univarsal Worklist is a tool that allows you to manage tasks fram multiple sources. You can
manage your tasks, recelve alarts and handle notifications
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How to Process a P1 in MAGIC

Five Steps to Create P1 Request

If you created a CNTR contract from an RFX Award, you are not required to submit a P1 Request.
There are 5 steps to complete when creating the P1 Contract:

Step One: Contract Type

Select the SOLC - CNTR/Oversight Approval Contract type from the list click start:

Select Contract Type
Close |

Select the type of contract you want to create

Contract Type Contract Type Description Partner Grouping Schema
BRCT BRICKS Construction

ERLE BRICKS — Lease

CNTR Purchasing (General)

L N AR

Cntr/Oversight Appr

atewide Lontrac! T DTS TRIBUTOR C I D stbater Pos

Enter External Number:l:l

Step Two: Overview

Supplier Information

Before starting to create the P1 Request, check to see if the supplier has been set up in
MAGIC.

Use the search icon with the Supplier field and search for the supplier to be certain it is there.

If the supplier is still not found, it is possible that the vendor is not registered yet within
MAGIC.

The supplier should be contacted and asked to complete the online supplier registration
process or the Buyer can register on behalf of the supplier.

https://sus.magic.ms.gov/sap/bc/webdynpro/sapsrm/wda e suco sreg?sap-client=100#

Create Cntr/Oversight Appr 8800001161 b

Commat Mumtet SOOI At Warshoe T IACSOUCANAT  Comtnel Typs Carthmntight Arp St b Py

T 3
Unlhotm e Ctngpry Cpmm e Este e U PrasciCasey Dnopes lepiOiwy DawSma lat o Tepe Ve Casecy PreePr Pueimt Fecs mibam [T —— |
- - e e 2 us0 L) HXBON
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How to Process a P1 in MAGIC

(1) Search for a Supplier by clicking the search icon in the Supplier field
|

Create Cntr/Oversight Appr 8800001161

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

- Overview T Header } ltems } Notes and Attachments r Conditions " )

General Header Data

Contract Number: 8800001161
fsosoie - E—
Valid From / To: = (042472014 [T -[04/23/2015 ||
P QOrganization: * \Slale of Mi: ippi - Purchasing |[:I\
Purchasing Group: * | DFA OVSIGHT OPTFM |5 show

(2) A Supplier search window will open; enter the vendor’s name in Last Name, First Name,
or both and click

Supplier: All Valuss

| = Hide Filter Griteria

Busincss partnor = =
Search tamm 1: o | | =

: : 2%,
Mame 1iast name: B [ DREAM iHC =
Pl 2/First name | =
E-Maill Address = | =
[=TETES <> | -3
Sreator < | S
Logieal System < [ (= ]| =t
nausiry seclor < | =l =
PCard co < | | =
Purch Crganization: Bl [STATE OF MISSISSIPP - PURCHASING | =
Purch. Org. 10 =] [C 10000000 =
Country Key: <= | | =
Region. < | | -3
FPostal Code: = | =
City < | =5
Sireet = | (=3
Bullding Code < | | o>
[~] Restrict Number of Value List Entries To | 500 |

e

(3) The search results will appear. Click the cell to highlight the supplier and clicklex.

— Ly Limel
100000016 DREAM INC us MS 90208 JACHSOH 10

MO S2are Helps:Supoies v

! [ox ICau(d'

(4) The system will populate the supplier in the field on the Overview tab.

Overview I Header ' Iltems | Notes and Attachments ' Conditions |

General Header Data

Contract Number: 8800001180
Supplier: * [£100000016 || DREAM INC I

walid From / To: * [0ar30/2014 [ - [04729/2015 [

Purchasing Organization: * [State of Mississippi - Purchasing 7]

Purchasing Group: * |DFA OVSIGHT OPTFM [EF| Show Members

4 Last Updated: 8/18/2014



How to Process a P1 in MAGIC

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

Overview I Header | Iltems. ' Notes and Attachments ' Conditions |

General Header Data

Coniract Number: 8800001180

Supplier: * [3100000016 DREAM INC

Valid From / To: * [CEEESEEY =] |\ua.rzgfzu15 ||E|I

Purchasing Organization: * |State of Mississippi - Purchasing =]

Purchasing Group: * [DFA OVSIGHT OPTFM 7] show Members

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

Valid From / To: * 0473072014 Y - 04282015 |
LLI | April 2014 L 2

Purchasing Organization: * e e e e m)
Purchasing Group: * Lo 1| |45 6 )
15 7 8 8 |10 11 42| 12
vm : | 18 14 15|18 17 1% 18 20
Safect IE w21 22 23 24 25 26 | 2T m‘ Dupl
el 18 | 28 29“ v
Line Number  kem Ca ., . Br Product |

(7) Enter the Target Value of request. (Target Value is the total expected spend throughout
contract lifecycle.)

Overview | Header | Rems Notes and Aftachments Conditons | Authorization Approval Tracking |
d | | ! | |

General Header Data

Canlract Nurrder BE00001218 Contract Name: 1130-14-C-S0LC-00315
Contract Cwner 13183 Mty May
Suppeer; * 3100000015 (Y] DREAM B
. ] } ITargm Valuel Currency 50.000.00| [USD  [P)) I
Vamd From/ To. = 0an0z014 m - A2WIMS m
a . Release Value 0.00) usD
Purchasing Organization: * | Stale of Mesissippi - Purchasang )

Basic Confract
Purchasing Group. * DFA GEN PURCH (7] Show Members

(8) Click the Iltems Tab.

Overview I Header | ltems | Motes and Attachmenis Conditions
General Header Data
Contract Mumber: &800001180
Supplier: * 13100000016 DREAM INC
valid From / To: * [0arz0/2014 || - [04/29/2015 I

e Item Category — Should always equal Normal

e Product ID (optional) — Should be entered if there is a specific product (11 Digit
NIGP code)

5 Last Updated: 8/18/2014



How to Process a P1 in MAGIC

(9) Search for the item Product Category by clicking the search icon

¥ ltems

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

Line Number Item Category Option Type Item Number Product|D Product Category Description Tart
Mormal - |

(20) A window will open. Enter a Description with asterisks (e.g. *automobile* to define

the search) and click Start Search

Search Product Category

Display As: [Hierarchy [=]

Mote: Placeholder search with * is possible. Search ignores upperlowercase spelling.
Product Category ID: [ |
I [*automonbile] |

[m]

Description:

Logical System: [

|v| Restrict Mu
[ Start 5earch |

mber of Value List Entries
Reset |

(12) The search results will appear. Highlight the product to be added to the line item and

click OK.

¥ Search Product Category

| Display As:

Product Category 1D:
Description

Laogical Systam:

[+ Restrict Flumber of Value List Entries
| Start Search |[ Reset |

Itemn Detail 0 Unsaved data will be lost

[Hierarchy

Mote: Placeholder search with * is possible. Search ignores upperflowercase spelling.

[*automobile=

[ ]

500

Description

Category ID

Expand All Collapse All

Logical System

~ Material Group Logical System for REA - .. RIMATCLASS. ..
s Lrooo
Automobiles 07006 REACLMNTI100 I
. T o/o0
= AutoSchil-All Terran o7102 REACLMT100
= AutoSchl-Ambulances 07103 REACLMNT100
= AutoSchil-Station Wag O7F 104 REACLMTA10O0
= AutoSchil-Polic & Sec o7105 REACLMT100
= AutoSchl-Bus Chas o7114 REACLMT100
= AutoSchl-Buse Complt ov711s5 REACLMT100
= AutoSchi-Small Veh oO7116 REACLMNT100
= AutoSchil-FPrisoner Tr orF117 REACLMTI100
= AutoSchil-Electric Pe av120 REACLMT100
= AutoSchi-Motorscootr 07153 REACLMNT100
= AutoSchil-Motor Homes 07155 REACLMT100 n

(12)

The system will add the selected product category to the line item.

wltems

[ Details |[ Select

|[ Add Item 4 || Exercise Option |[ Copy |[ Paste || Duplicate || Delete || Assign O

Line Number Item Category Option Type

Normal v

Item Mumber

Product ID | Product Category

Last Updated: 8/18/2014
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How to Process a P1 in MAGIC

(13) Enter a brief Description of the item(s) being requested for purchase and the
guantity.

:|| Paste || Duplicale || Delete | Assign Distribution | |

nber Product IDEsChpwOT - J Product Category fTarget Quantity | Option Status  Unit  Target Value Price Cu
Fleet Vehicles 07006 3 EA 50,000.00 25,000.00 USC

(14) Enter the number of Units being purchased. This is a free-text field or you can
search using the icon within field.

]| Paste || Duplicate || Delele | Assign Distribution | |

nber ProductID Description  Product Category Target Quantity Option Statu§  Unit  Jarget Value Price  Cu
Fleet Vehicles 07006 2 EA 50,000.00 25,000.00 USC

(15) Enter the Price of the items being purchased. This is a required field.

Step Three: Head

(1) Click the

]| Paste || Duplicate || Delete || Assign Distribution | |

nber Product D Description Product Category Target Quantity Option Status  Unit  Target Value Price u
Fleet Vehicles 07006 2 EA 50,000.00§ 25,000.00 L

er — Additional Information

Header, then Additional Information Subtab tab.

Create Cntr/Oversight Appr 8800001161

Contract Number 8300001161 Smart Number 1130-14-C-SOLC-00052 Contract Ty|

Rafeass

Overview ] Header ltems Notes and Attachments Conditions A

General Header

Contract Number: 8800001161

Supplier: I = |

Valid From / To: * [04r24/2014 A7) - [04/23/2015 [

Purchasing O : = | State of ppi - P =]

Purchasing Group: * |DFA OVSIGHT OPTFM |EF] Show Members

(2) Enter the following information on the Additional Information tab. Fields with * are

required

a)
b)
c)

fields.

Request Type: Use the drop down and select “Approval Request”.

Contract Category: Use the drop down and select the value “OPTFM P1".
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
“Multiple Locations” or “Statewide” or “Other”).

7 Last Updated: 8/18/2014
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How to Process a P1 in MAGIC

d) Material/Service Type: Use the dropdown and select “Commodity”.

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.

~ Qverview Header Iltems Motes and Attachments Conditions Autherization Approval Tracking
Basic Data Caondition Exchange Rate Thresholds Distribution Notes and its Output Payment Account Assignment D
w Additional Information
Senice Type: = [EQUIPMENT [+
Reference Contract Number. l:l P-Card: T Yes  (® Mo
[t IR : Contract Performance Location: = HINDS hd
Contract Category: © OPTFM-P1 - ETER Distict
Agency | Board Approval
Oversight Approval: * No Yes
N =
Fed Grant Award Number: = Toral Renewals :l
Fed Aid Number. :5;;:‘2‘:;‘:”‘5“ I:I
T = a—

CFDAMumber. *

Stimulus Funded: * Yes @ MNo

Federal Funds Indicator * Yes No

State Fund %: *
Federal Funds %: =
Other Amount %: = 5.00
Federal Amount. *
State Amount: =
Other Amount: =
Contract Total Value: =

(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 “Yes” if federal funds are used to procure the
commodity. The system will default to “No.”

If “NO’, 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.
Stimulus Funded: Yes (s/No
Federal Funds Indicator: ~Yes (= No
State Fund %: = 90.00
|Federal Funds %: 0.00
Other Amount %: = 10.00/
Federal Amount: 0.00
State Amount: = 45,000.00
Other Amount = 5,000.00
Contract Total Value: = 50,000.00
8
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How to Process a P1 in MAGIC

If Federal Funds Indicator is “YES.”

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.

Fed Grani Award Numbar: = 1234564

Fad Asd Bumber = 1234584

CFDW Muimbr = 10867 |=]|123

Shimulus Funded = Yes (= ho

Federal Funds indicator * Yl Ha

State Fund %: = 50,00 |

Fders! Funds %: = . Must Equal 100%
Oiher Amount %: = 500 I

S RO 09000 Must add up to Contract Total
Cither Amount = 250000 Value

Contract Total Value, = S00000.00 -

(4) Enter the option Green Attributes information.

a) Recycled Goods: Use the dropdown and select the applicable value (Recycled,
No, Partial). If “Partial” 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.

Green Attributes

Recycled Goods: I:El

Recycled Goods Percentage:

Energy Efficiency: Yes * No
Green Technology or Products: Yes (s No

Manufactured in Mississippi: “'Yes (& No

Carbon Footprint:

9 Last Updated: 8/18/2014
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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-S0LC-00052 Contract Tyj

Check | | Print Preview Import

" Overview Header ¢

ltems [ Notes and Attachments (§ Conditions A

General Header Data

8800001161

I |

(0472472014 | -[04/23/2015

Contract Number:

Supplier: *

Valid From / To: *

1]

Purchasing Organization: * \State of Mississippi - Purchasing

]

|5 Show Members

Purchasing Group: * ‘DFA OVSIGHT OPTFM

JE—

How to Process a P1 in MAGIC

(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.

Ovevew | beader | fems o NolssandAftachments | Condfons | Abormion | Appoval | Trackng |
¥ Noles.
—
poller Tex Te Preview
e Suppler Ten

I Snort Contract Descripton
]

(3) Click Add then Header Supplier Text. Enter a detailed description of the items
requested. The description must begin with one of the following phrases:

Bid
Sol

Cverview

¥ hoies

Solicitation for....
e source request for...

Research request for...

Exemption from state contract for...
Open purchase for...

Trade-In of Equipment with Purchase

teader  Mems| | Notesandattachments | Condfions | Auorizton

N‘.Idl | Add a | Clear |

Header Supplier Text

Ted Preview

Rem Supplier Tex
Internal Note

Short

-

Contract Description

Catalog URL

10

Approval

Trackng |

Last Updated: 8/18/2014



o

&

|
1
3

WHEIC |
{ Pe———) How to Process a P1 in MAGIC

—

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

Oveﬂ-l&wt a-ugangr[ nems

T
| Assigned To Category Text Preview
Document Header Header Supplier Text Exemption from state coniract for 2 new fleet automaobiie.
Document Header Shar Contract DEscpiio New DFA ;

(5) Select the button to upload the P1 Listing Form

" overview f Header t ltems )W[ Conditions i Authorization f Approval f Tracking |

Fier setings
Assigned To Category Text Preview
Document Header Header Supplier Text Exemption from state contract for 2 new fleet automoblie...
Document Header Short Contract Description New DFA Fleet Automabiles
[ Add Attachment [ Edit Description |[ Versioning « |[ Delete || Creale Qualification Profile | Filter Settings

(6) A small window will display; select the Browse... button to select a document from your
computer.

Here you can upload an attachment. You have to assign it to ef general data or to an item
File: [CUsersicgs3044810eg [ Browse... |

Description: P1 Request to Purchgg
Assign To: * General Data u
Visible Internally only: D Keep this attachment internak

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

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

File: |C\Users\cg530448\Desk| Browse.. |
Description:

Assign To: * Ceneral Daz |

Visible Internally only: i TKeep this attachment internat

> Cancel| -

11 Last Updated: 8/18/2014
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How to Process a P1 in MAGIC

(8) This must be External so uncheck the checkbox so that the document visible to other
users (uncheck the Visible Internally only check box).

Visible Internally only: [ ] Kkep this attachment internal

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

Add Attachment =B

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

File: |causersicg530448\DesK Browse... |
Description:

Assign To: * [General Dala [+

Visible Internally only: [ Tkeep this attachment internak

ek =

(10)  The system will display the added document to the table below (change screenshot)

1 S— 1 1
Ouerview | Header | lams Notes and Attachments ~  Comfitions | Aulborimfion | Approval | Tracking |

[widetes Ol
A a || Clear | Fier Setings
Assigned To Calegoy Ted Preview
Documen! Header Hegider Supphier Ted Emepiltion from stale contract for 2 new Need aulomobiie
Document Heager Shon Contract Description Hew DFA Fleet Automobiies
Add Attachiment | Edil Descrplion i Versioning » " Detele | Ciente Cualificalion Prafi Fiter Sattings

caa L Lo Siade i e helle wicenan cob Cmcelid i il (aaacad
I Document Heacer  Standand Attachment  £1 Request io Purchass Form PO _Tampa Load fie st 1 (] ] s 54 MMIS0ATS 052072014 I

(11) Select the Add Attachment button to upload the Internal Justification for the
purchase request such as Bid Specs, Justification Letter and Bid Tabulation etc.

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

File: [c:Users\Ladhur)\Desktop|| Browse.. |
Description: |Ven|:|nr Quote |
Assign To: General Data [«

| Visible Internally onhy: Keep thiz attachment internal I

12 Last Updated: 8/18/2014
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(22) A small window will display; select the Browse... button to select a document from
your computer, change the Description: to Internal Justification.

Add Attachment = E3

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

File: Chlsersicg539448\De: Browse...

Description: Internal Justification
Assign To: * General Data | w |
Visible Internally only: {lv| Keep this attachment internal

(13) Ensure the Visible Internally only check box is checked.
Visible Internally only: [ keep this attachment inferna

(14) Once all the information is entered click OK.

Step Five: Release for Approval

(2) Once all required information has been entered, select Release to send the
contract through approval.

(2) Approvals can be displayed by selecting the Approval tab.

| Autnorization Bpproval | | Tracking |

Header Approval Note

3) The Commodity Oversight Approvers are required to approve all SOLC Contracts.

] )
Cveiview | Meager | Rems | Nolesand Atachments | Condboms | AuTorizanon Approval  Travng

Curtent St Active Header Approval Note
Curren! Process Slep. SR Contract Appreval

Currenlly Processed !h David Crandord, \Wikam Beard

Agpeoval Process Data. Downkad 25 00,

Follow Lip Work Bem jo Requester at Process End
Header | nem
Heater Approval Status
Apprin [ v Semngs
Sequence  Frocess Siep Status Frocessor Desssmination Processor Recened On  Processed O Foraarded By L1
+ 001 SRMContractApproval Open (No Decsion Mase)  CTR Commodry Dversight 1 Approval  [Tid Cramipic oliam beard  05/26/2014 145443
[¥]

13 Last Updated: 8/18/2014
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How to Modify a P1 Contract

A P1 may need to be modified for any number of reasons such as appropriate attachments were not
attached.

(1) To edit a released contract for modifications, search for the contract and select the Edit
button to make the necessary changes.

Display Cntr/Oversight Appr 8800001180

Contract Number U000 18 (Chismge Verion) Smart Number 1130-14-C-50LC-00302
Close : Lv_r' Check | [ Refiesh | [Send E-hsi | [ Print Preview | [ Export

ovarview | Heacer L Motes and Attachments Conatons Aushore

Caneral Haader Data

Contract Mamber BB0O0001180 T
T

Supplier. * FID00000TE | CREAN NG

il Erom ( To. = 04A0ZOTd | - DaFaEos

Purchasing Organizsan = Stale of Missasippl - Purchasing

Purchasing Group: * DFA GEN PLRGH

- e

L DUSaks f Scie :
Line Number  fiem Cafegory  Option Type  flem Mamber  Product D Proguct Categary  De-
A Narmal 1 auic

(2) The system will require the Buyer to enter a Header Reason code, Modification Type and
Modification Description.

(3) There are three different reasons to select when modifying a contract. The system will require
a reason for the changes by displaying hard error messages:

a) Internal Modification: A modification that does not affect the terms and conditions of
the contract (i.e. Adding an internal note)
b) External Modification: A change that affects the terms and conditions (i.e. change of
price, adding an attachment, change of validity dates).
c) Oversight (Emergency/Catastrophic): Not applicable: does not apply to P1
Requests
(4) Select Header tab and select a reason code (ex. Used “External Modification”)

Change Cntr/Oversight Appr 8800001170

Contract Number 8300001170 (Change Version) Smart Number 1130-14-C-S0LC-00301 Cor

[Close| | [Read Only | | [Release |[Save | [Chock | [ Lock | [ Close Contract | [ Print Preview | [ Expont

Cvanview m Homs Notas and Attachments Condstions Autharization
Basic Dot ofidition xfhange Rate T Diistributi Mates and c

w Bagic
Idantification

Contract Numbar EBOOOD1170

Contract Narme 1130-14-C-SOLC-00301

Contract Type Crits/Ovorsight Appr

Basic Contract: L

ConSdantial lat Canfidantoal -

Reason Code. = =

Distribute Contract to Catal
Internal Modibcation

Organization External Modication
Purchaging Organization: = [| | Oversight (Emargancy/Catastrophic) 7

Putchasing Group = DFA OVSIGHT OPTFM [9] Shew Memiers
FM Posting Date. = 47282014

Dates

Valid From / Ta: = Da282014 i) - (042772015 5]

Alert Expitation a0) Day{s)

Contract price lack
Selective Reloase Status Standard Frocessing

14 Last Updated: 8/18/2014



How to Process a P1 in MAGIC

(5) Select External Modification and the system will update the Smart Number to a new
version.

Change Cntr/Oversight Appr 8800001170

Cantract Number BB00D011T0 (Change Viersion)  Smart Numbar 1130-14-C-SOLC-00301-VI01

D The Moddcation Typs on the Addeicas! information 138 & rquisd

D Modification Descriction on the Addticasl Information tab i requied o
Ciove | | [ Read Oely | [ o | Check | Lock || Close Contiact || Prict Prevew || Exparn

Ovoriew ' “Wender | kems | Metes and Attachmerss | Conditions | Atharization
Basic Dala  Condtien |~ Exchange Rite Theuchokds | Distrintion | Notes and Attachmests o

 Basic

Identification

Contract Namber BE00001170

Contract Name: 1130 14-C-500 C-0030 1001

Conlract Typs CnbtQversight Appr

Basic Contract

Confdsntint ™ I

Distribute Contract

Organization

Purchasing Orgasization. = | Stato of Mississipp - Purchasing fa)
Purchasing Group. = DF A C IGHT OFTFM [n) Sh
M Posting Date: = 04/28/2014

Davtes

Vabd From / To: = /R0 ) - |22 E
Aot Exgiation 50, Days)

Contract price kack
Saloctie Relaase Status Standuid Processing

(6) Depending on the reason code the Smart Number may or may not change. The diagram
below shows the reason for modifying the contract as external, note the smart number now
includes a version number of (v001). This number will increase every time the contract
modification reason is “External”.

Change Cntr/Oversight Appr 8800001170
Contract Number 8800001170 (Change Version) Smart Number 1130-14-C-30LC-00301-V001

@ The Modification Type on the Additional Information tab is required - Display Help

D Modification Description on the Additional Information tab is required - Display Help

[Read Only| | [Release | [ Save | [ Check |[ Lock | [ Close Contract | [ Print Preview | [ Export

Overview _° Header ltems | Notes and Attachments | Conditions | Authorization

‘ Basic Data = Condition | Exchange Rate Thresholds | Distribution | Motes and Attachments | (

* Basic
Identification

Contract Number:
Contract Name-
Contract Type:
Basic Contract:
Confidential:

Reason Code: =

8800001170
[1130-14-C-SOLC-00301-V001
Cntr/Qversight Appr

m]

[Exdternal Modific ation N

Distribute Contract to Catalog™ g

Organization

Purchasing Organization: *

Purchasing Group: *
FM Pasting Date:

Dates
Valid From / To: *

Alert Expiration-

Contract price lock:

Selective Release Status:

|State of Mississippi - Purchasing ]

[DFA OVSIGHT OPTFM [5] Show Members
[04/28/2014 [ - [04/27/2015 [

Day(s)

]

Standard Processing
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How to Process a P1 in MAGIC

(7) If Internal Modification is selected, the Smart Number does not update.

Change Cntr/Oversight Appr 8800001170

Contract Number BE00001170 (Change Versian) Smart Numbar 1130-14-C-50LC-00301 Con

B The Type on the tab s required  [hs
B Madification Description an the Add 1 1ab is required - [

[Close | | [Read Only | 122 |[ Save | [ Check | [ Lock | [ Close Contract | [ Print Previaw | [ Expon
Oveniew ' Header ]I ltams Nates and Asttachments Canditions Autharization

Daslc Data | Condition Rate i HNotes and €

 Basic

Identification

Contract Number 8300001170

Cantract Namea: 1130-14-C-S0L.C-00301

Contract Type: Critt/Orversight Appr
Basic Cantract

Confidental. b -
Reason Code: - friernal Modication -

Distribute Contract to C. w

Organization

P g Org = [Suate of i - g D

Purchasing Group: * DFA OVSIGHT OPTFM | Show Membars
FM Posting Date. = 04/2872014

Dates

Valid From / Ta: = 04/28/2014 _|T'| 0472772015 i

Alert Expiration 90| Day(s)

Contract prica lock

Selectve Release Stetus Standard Processing

(8) Make the necessary modification such as attach documents etc.

(9) Select the sub tab Additional Information tab from the Header tab to provide additional
reason. On the Modification Type field , a dropdown will display for a reason to be
selected. In Modification Description field, enter a reason.

Overview m Hems Notes and Aftachments Conditions Authorization

Hasic Data Condition Exchange Rate Thresholds. Distribution Notes and Attachments Chutput ALt
“w Additional Information
General Contract Attributes Service Type: * EQUIPMENT INSPECTORS
Reference Contract Number.
P-Card. Yes * No

Request Type: * Approval Request = Contract Performance Localion. * [MULTIFLE LOCATION =
Contract Cateqory: * OPTFM-P1 = fendor C District:
Modification Type: * CORRECTION - .

: e Dversight Approval Ho e Yes
Modification Description. * Enfer a free ted for reason| . SEHT OPT il

Agency | Board Approval

F PSR Y S i —" =1

Total Henswals

(10) Select the Check button to make sure there are no errors displayed. If there are none,

select the Release button trigger approval through workflow the same approval
chain.

Note If the RFX is created within the MAGIC system, the agency must attach the RFX Form
to serve as the confirmation of receipt that the bid was posted to the MAGIC Bid Board as an
internal attachment. IF the RFX was created outside of the MAGIC system, the agency or
external entity must attach the receipt of confirmation received from MPTAP as an internal
attachment.
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How to Modify a Rejected P1

1. Navigate to the Universal Worklist.

| ) L\ - -
L H [ |_1." Mississippi Accountability System for Government

HEDr Wkw Hzlp

= = =

Home P roca reme it G ke 131 Applicatons b ity Manageme ot
omar ey Ui w ke r£ 31 N TKIE T W nhy MENageme st

Home = Ouwenkew

2. Click on the applicable contract link to open the document.

Ovenizn | UniversalWorkdst | dznly Managzrent

How to Process a P1 in MAGIC

[ Conntcommectio o proider Debils

M N | MiBchs | SPliellds | Toding

S0 NewandnProyesa Tests (/L) v Sebdadinien v Al v D st AAE
I o sailae Py 7| ) Dwde (S 4
I ROBERT RALCHER Yesterdy legum lew
ROBERT RLCHER ki llegam lew L
Bobby Roech Ji3 A lediom New
ROSERT FALCHER 2 liedum New
| Rz Clianme version of ool Mumbes B00000911 ROSERT FALCHER Jull, Mediom New
| Revise Conlract Numizer 80001135 ROBERT RLCHER Jm 4 llegam lew
] Vion Syt mBaM lkam e
ROBERT RLCHER Jmd A llegam lew
|| o Conta e AT IISFRFAR s =t =Agenciss r=sad =g Uy 20,3044 lisfum lew
3. Click the Edit button.
Accept / Proceed Cntr/Oversight Appr 8800001242
Contract Number 8800001242 Smart Number 1711-14-C-50LC-00002 Contract Type Cntr/Oversight Appr Status Awaiting Approval Supplier 3100024321
pr—
[Close | | | Release |[ Save | Edit || Check | [Accept | [ Print Preview | [ Delete |
//ﬁ " Header } ltems } Notes and Attachments ©  Conditions } Authorization Approval ¢ ' Tracking
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et How to Process a P1 in MAGIC

4. An Additional Information message will appear; Click OK.

5. Make the necessary changes to the contract and click Proceed.
- Once Proceed is selected, the P1 will be released for approval.

ATHALL-B00 C-00002 !
104 | Bggetiunte
' [ @[
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