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Pursuant to Miss. Code Ann. § 25-61-9(7), as amended, for all procurement contracts
awarded by state agencies, the provisions of the contract which contain the commodities
purchased or the personal or professional services provided, the price to be paid, and the
term of the contract shall not be deemed to be a trade secret or confidential commercial or
financial information , and shall be available for examination, copying or reproduction as
provided for in the Mississippi Public Records Act of 1983, as amended.

Any party seeking a protective order for a procurement contract awarded by state agencies
shall give notice to and provide the reasons for the protective order to the party requesting
the information in accordance with the Mississippi Rules of Civil Procedure. The notice and
reasons for the protective order must be posted on the Mississippi procurement portal for a
minimum of seven (7) days before filing the petition seeking the protective order in chancery
court. Any party seeking a protective order in violation of Section 25-61-9(7) may be barred
by a state agency from submitting bids, proposals or qualifications for procurement for a
period not to exceed five (5) years.
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Step 1: Selection of RFx Type and Parameters

1.) Enter your User-ID and Password at https://portal.magic.ms.gov.
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2.) Select Procurement.
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Home Employee Self-Service Procurement

Overview Universal Worklist ldentity Management

3.) Select Procurement Work Center.
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Hestory  Fawarites  View Help
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Home Employes Sef-Service Procuremant Supphers Self-Service
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4.) Select RFx under Strategic Sourcing
|

Strategic Sourcing
2 ocuments

10 Tablation Report

Contract Management
Create Documents

Contract

Contract Download Report

My

Workflow
Workflow is a tool to help automate complex business processes whert
Universal Worklist

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

Bl

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

&
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5.) Select Bid Type (RFIN) then click Continue

Select the type of RFx you want to create

RFx Type RFx Type Description | =

IFBD Invitation for Bid ]

NBID Negotiated Bid

OVAR Owversight Appv Regst

OVEX Cwversight Exempt

PREQ Procurement Request
RFIN Reg. for Information

RFPR Regquest for Proposal

RFQF RFQ - Formal

=

6.) Inthe RFx Information > RFx Parameters tab, enter the following data elements:

Data Element

Information

Start Date/Time

Advertisement Notice Start Date/Time

Bidders Submission Deadline
Date/Time

Must be a minimum of seven (7) calendar days from
Start Date/Time.

Opening Date/Time

Same as Bidder Submission Deadline Date/Time

Surrogate Bid Entry

Will automatically default seven working days from

Submission Deadline/Time

Bidder Submission Deadline Date/Time.

Create RFx
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7.) Enter the applicable Major Procurement Category: Commodities and enter the Sub
Procurement Category: Protective Order Request.

Create RFx
FFExHumiser 3150000025 ‘Smant Runsher 11301 5 FSF 20000 Typse Resg for Invdarmad o S v Frocess Crwated Om OGOS207E 113548 Cruainal By Rocan Fuhar T
Humber of Supplings 11 Fammbsr of Bems Wi sien Mrmdnn Wersinn Typs At Yarsan Eurt mrmal Viersiomn R sy
[Eai | [teta] | [Pbieh | S| [ it || Bt | {Frink Fravs | [iaan |
m Eadmara s HDEE A Alla P B VYR EITH i Sioees Appiavd | Trackng

RFxPuramosees | Geasioss  holes aed Afachmests  Table Edendion  Payment | Seopms  LsersSpeofied Bt
Iekainl i iirin Evers Parmmerines
g 1130-15-R-FFIH- 00002 Cairny =
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Step 2: Add Items to the RFx

1.) Select the Items Tab

QOverview Header Notes and Attacl

2.) Click the Add Item button and select Product Category from the drop down.

Add Hem 4 ]| Exercise Opbjn || Copy |[ |

Product Category
Add items from 50
S0MS Intemnal Catalog | |

|

3.) Enter the Product Category from the original bid invitation.

RFs Infarmation Y Biddars - Notes and Atachments Y \Weights and Scotes r Anproval r Tracking ‘

|
| Detals || Add Line s | Add Suiine - [{H[JE] cut | Copy || Paste 4 || Delete |

Line Mumker  Intemal lterm Mumber  [tem Type Option Type  Product!D Descripion Lot Allow RFx Response Modification]  Product Category | Revi

NERRE ot Pl

4.) Enter a short description (40 characters or less) of the commodity/service awarded preceded
with Protective Order for...

H:--’-"."-'-?*'-‘-.-'i" : -"i'ﬂ-ﬁ"n m iﬁh’ﬁ:ﬂ'ﬂ'”% i fﬁ'“-‘"ijﬁ*ﬁ“‘%ﬂl 4 5-';1:‘9'."'.‘: '."Jal'-'@"‘ﬁ'-'-!
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Step 3: Add Bidders to the RFx

Bidders added to the RFx will allow visibility of the request.

1.) Search for appropriate bidders to add to the RFx by clicking on Bidders tab.

At a minimum, add all bidders responding to the original solicitation that led to the contract
award the vendor is seeking to protect from disclosure.

2.) Click and select From Internal Directory which appears in the dropdown
3.) Ensure the search view is by Bidders from Suppliers Lists.

4.) Enter the Product Category (same Product Category from the items tab) and click the

button.

Search for Bidders o x|

The table lists all available bidders. You can filter the results by selecting a value from the dropdown menu on the toolbar.

Wiew Ely:l Bidders frorn Supplier Lists | - | Hide Cuery

Search by Supplier List

Mumber: ’—| Description: I:l
I Product Category: 1 Product ID:
Purchasing Organization: g Supplier:
Created By: _ Maximum Number of Hits:
Bidders.
E' Mumber Description Product Category  Purchasing Organization Product ID Supplier Number Created By [a
1000000180 00505 - Abrasives Eq & Tools 00505 S50MS
1000000191 00514 - Abrasives Clothfiber 00514 SOMS
1000000182 00521 - Abrasive Sndblst Mtl 00521 SOMS
1000000183 00528 - Abrasives Sandblast 00528 SOMS
1000000194 00542 - Abrasives Wheelstone 00542 SOMS
1000000185 00558 - Abrasives Tumbling 00556 SOMS
1000000198 00583 - Abrasives Compounds = 00583 SOMS
1000000197 00570 - Abrasives Pumice 00570 SOMS
1000000188 00575 - Abrasives Recycled 00575 SOMS

4 - Abrasive Wools 00584 SOMS -
dd Selected Bidders [Cancel |

5.) Once the search results have been returned, highlight selections. If multiple selections are
needed, use the shift key and select additional lines.

6.) Then, click | Add Select=d Biddes 14 a4 your selection(s). This will ensure that all the vendors who
have registered for particular product categories will be informed of a notice via email (if an
email address is maintained for the vendor).
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Step 4: Add Notes and Attachments to the RFx

This section must include the notice to and reasons for the protective order which must be
provided to the party requesting the information in accordance with the Mississippi Rules of Civil
Procedure.

1.) Add appropriate Notes and Attachments at the header level tab. This can be done by clicking on
the Notes and Attachments tab and clicking the Add button. A dropdown list will appear.

| Close | | Publish || Save || Chedt || Export || Print Preview | | Imp:}rt|
RFx Informaticn Bidders Itemns i Motes and Attachments ‘Conditions Weights and Scores Approval Tracking
w Notes E
=
Assigned To Category Text Preview

2.) The text that should be added is indicated below:

Header Tendering This is a summary of the Protective Order Notice. It will

Text print on the RFx form under “Notice to Vendor” section.
Synopsis text This should be a short description of 60 characters or less
(required) that will appear on the procurement portal. Example text:

Protective Order Notice for Consulting Services

Additional Contact Enter a description of vendor contact information, i.e.,

Info who/where objection letters and/or questions related to the
notice should be submitted. It will print on the RFx form
under “Additional Contact Info” section.

3.) Add Attachments by clicking on the Add Attachment button.

RFx Infarmation Bldders Itemes I | Notes anﬂ"ﬂi'a'n'hm.'nt':' II Conditions
- MNotes
| Add 4 || Clear |
Assigned To  Category Tex Preview

Category Description Flle MName Yersion Processor (=

[i] The table does not contain any data
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4.) In order to have the document visible to the vendor(s), uncheck the box that indicates Visible internally only

Add Attachment E m

Here you can upload an attachment. rou have to assign it to either the docurment general data ar to an item

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

Assign To: * ’mﬂ

Yisible Internally anly: I [ Keep thizs attachment internak I

Attachments can be in any file extension. However, the best practice is to use a common file extension such
as pdf or doc, because the vendors receiving notice may not have the appropriate software for viewing.

Step 5: RFx Approval

There is a single level of agency manager approval available on the RFx. If the agency does not have the
approval level set, the document will “System Approve”. However, if additional approvals are required, this can
be done using the ADHOC Approver functionality.

Note: All approvals must be applied to the RFx prior to RFx Start Date/Time.

1.) To add an ADHOC approver, click the Approval tab.

RFx Information |  Bidders & Hemz |  MNotes and Attachments |  Condiions | Weightz and Scores Approval Tracking

——— |

2.) Select Add Approver

Header flem

Header Approval Status

|
e ProcEss Sep SlEius Pricessar Debermination Processod Recenad On

= 0 Automatic Appravad Orpan (Mo Decision Mage) SYSTEM Sysbem
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3.) Enter the Approver ID or search by clicking the search icon.

Add Approver E m
Approver ID: I =]

Hame:

Department;
Building;
Telephone Number:

E-Mail Address:

4.) A list of users from that agency’s Purchasing Group will be displayed. Click on the desired user
by highlighting the line and select the OK button.

identification Humber of Agent | Reviewer [PD-Org. ID): All Values =] E3
b Show Fitter Criteria Personal Value List Settings

User Name = Lastname First name E
=

Not shown for security purposes.

=2

Once the buyer has selected the individual from their Purchasing Group as an ADHOC Approver,
the approver will proceed to the Universal Worklist and click on the work item. The document will

open and once the document has been reviewed, the appropriate decision can be made,
“Approve” or “Reject”.

Haader Item

Header Approval Status
| Add Appeaver , || Remove Approver |
Sequenr:e Process 5!&1] Leve| Siahus Siaius Processar Delerminabon Processorn (=3

= oo SAM RFx Approval Vakd (Can be Saried) Gpen (Ho Decrsaon Made) ADHOEC ol Lo
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) o Publish _ )
5.) Publish the RFx by clicking on button after you have confirmed that the notice has all
the relevant information populated and attached. The publish button is only visible in “Edit” mode

6.) Once published, the RFx will display within the ADHOC approvers Universal Worklist.

ChEnnE m Idenlity K ragemenl

Home = linfema Wonisl = Ursversal Workist

|_'a T ISk af lems ahown ere Goikd be outdansd. \Walng for updase

Tashs 118/ 120) Aleris Holiteagons SAFgMce Nailk Trarking

Show [ ow and In Progress Tasks (1107 120; ST RFE L w | Al -

i | From Gent Dae v Prioity
AR AECHmisr 180000650 SRMBUYERDS Hov 2, 2015 Madium

Once the notice has been approved, it must display on the MS Procurement Opportunity Contract
Search Portal on the Start Date and Time for a minimum of seven (7) days.

Step 6: Attaching Protective Order Documents to the Awarded Contract

Once the contract has been awarded and the vendor requests a protective order, the agency
must attach the petition seeking the protective order in chancery court document to the awarded
contract for Transparency visibility.

W Allachments
Add Atachment || Edit Descaption || Versioning || Deiste
Assgned To Categary Descriphon Varsion Processoe ‘izdhle intemally only
Dopcumend Heater Standarg Aflachment Protetive Qnoer Pediiion 1 [

If the protective order request is granted by the chancery court, the agency should perform an
external modification to the contract and attach a copy of the protective order as an external
attachment for Transparency.

Aad Attacrenent || Edil Description || Versaning , || Delee |
Assigned To Categary Descripion Werson Processor Visibie iemally anly
Document Haader Standard ARachmeant Profecinvg Deder Grapisd 1 ]

If the Protective Order Request is denied, the agency must attach an unreacted copy of
the contract for Transparency purposes.
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