How to Post an RFx Post Evaulation [[Dﬁ&[[}

Committee Report to Procurement
Portal

After proposals or qualifications have been evaluated, the evaluation committee shall prepare a
report evaluating and recommending the award of a contract or contracts. The report shall list
the names of all potential offerers who submitted a proposal or qualification and shall
summarize the proposals or qualifications of each offerer. The report shall rank offerers in order
of evaluation, shall recommend the selection of an offerer or offerers, as appropriate, for a
contract, shall be clear in the reasons why the offerer or offerers have been selected among
others considered, and shall detail the terms, conditions, scope of services, fees and other
matters to be incorporated into the contract. The report shall be available to the public at least
forty-eight (48) hours before the awarding of the contract.

The chief procurement officer shall publish a notice on the agency's website and the Mississippi
procurement portal summarizing the award of the contract, which shall include but not be limited
to, the nature, duration and amount of the contract, the name of the offerer and a statement that
the contract is on file and available for public inspection in the office of the chief procurement
officer.
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Step 1: Select RFIN (Request for Information) RFx Type

1.) Using your user-id and password, log into MAGIC at: https://portal.magic.ms.gov.

Having password problems? Please
| - L | dick on this ok for help...
i )
g
Missssipo's Reopuntabity Sysen o Govemnent formaion nd Coiborion
User™ |
Password ™
MAGIC is the Mississippi Accountability System
for Government Information and Collaboration
initiative.

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

2.) Select Procurement then Procurement Work Center

= = o =

Home Employee Self-Service Procurement Suppliers Self-Service

Overview Procurement Work Center Reports SRM Administration SUS Adn

3.) Select RFx under Strategic Sourcing

Lreate uments
RFx

% Strategic Sourcing

4.) Select RFIN as the bid type and then click Continue

Select the type of RFx you want to create

RFxType RFx Type Description |E|
MBID Megotiated Bid
OVAR Oversight Appv Reqst
OVEX Oversight Exempt
| PREQ . PTOCUTEmment mequest

RFIN Req. for Information

2l Reauestfor Proposal
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Step 2: Complete the RFx Information

1.) Enter the information noted below:

Field

Information

Major Procurement Category

Select Applicable Category

Sub Procurement Category

Intent to Award Notification

Start Date

Must be at least 48 hours prior to Award or
contract submission

Surrogate Bid Entry Deadline

First Thursday of the month

Opening Date

First Thursday of the month

Bidder Submission Deadline

First Thursday of the month

Create RFx
FFx Wi 5150000025 Srmawt Kby 113015 5 SFW 0000 Type Feg for i af oe | Stats in Pracess Crpaind On OGOS007S 113048 Crosied By Fozart Fuchar T
Humier of Supplns (1 Wi of Bems O Versien Ml TSI TN =T S raian Exipmal Version Ry
:'E;u' Cldn | Futiish || Swe i it || é-cp_n?n TFrirt l:‘l’ﬁn.in.__-l':‘hil'iﬂ |
I ﬁﬁm | Badoara Awes NOURE afed AllacFm dnds VR gihs ad Soees Apiaeal Tracking
FFa Parsnos Coaciong -t e Afachmests  Table Bxenaion  Payment | Seopns  CoanEpecified Sk
Iekatrifa e Evers Perameiens
Bmart Huriber 11 30-15:R: RAK D000Z Gy (= |
Bimart Rhammilier iy Exlarmal Tamgevalus 000 L=
FFs Hirrber 3150000030 Detailed Price ioematan i P -
FFiTeea R, 1o Infoeralian F o loweCn Discement Prafisa ke Cirdar o Conrarl -
Progurl ¢ magony ) Hidder Can Change R Resmensm -
Puithc aban Teoa Pusli Bix - Mlow MyBipie RF2 Responses for Each Compane |«
: 4 sl ary Wie ghling o Sdders:
(et ] Major Frocyremend Category, b
Puridasng Giganeatian Biate of Moammsppi- Pueshasieg |J i P Epimami e =
Pumtasng Gmin 1130 OWZIGHT OFTFM 7] Sbgw M m e
i Elchinni Reapiness Dl
Eart Diate T‘| 1300 00 am Carument B kar Gac Tipe IRF_SED =
Carddsnial Docurarnt
Elomeag a4 Erdy Damding - T 120000 am Loni i
Bidder Schmission Desding * 120000 3m l
Opening D * W 120000 am
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Step 3: Add Items to the RFx

1.) Select the Items Tab.

Overview | Header Items MNotes and Attac|

2.) Select Product Category from the Add Item drop down.

wllems
[ A tem a || Exercise Opton | Copy |1
Ling Numpet 1 1o e Humbe
Product Category
Add ftems from 5C
SoMS Internal Catalog

3.) Enter the Product Category from the original RFP/RFQ.

RFx Infarmation Bidders Items] Motes and Attachments © YWeights and Scares | Approval © Tracking

W ltem Overview
|v|RF% Rasponsa Reguirad for All ltems | |Bidder Can Add Mew Items |v| Allow RFx Response Modification | Bidder Can Change Quantities

add subline - |[§R][3E][ cut || Copy |[ Paste 4 || Delete |

Line Mumher Internal ltem Mumber  ltem Type Cption Type  Product D Description Lot Allow RFx Response hModification]  Product Category | Revi
- &I E 1 Product Category ] 21807

4.) Enter a short Description (40 characters or less) of the commodity/service awarded
beginning with RFP/RFQ Intent to Award.

RFX Information - Bidders ltems ' Motes and Attachments Weights and Scores ~  Approval Tracking

w ltem Ov erview
|v FFx Response Required for All kems || Bidder Can Add New tems || Allow RFx Response Madification || Bidder Can Cha
add Subline _ |[][48][ Cut ][ Copy || Paste 4 || Delete |[ Export |

E. Line Mumber temTy pe temType Option Type Froduct ID Description
« @E Outline Product Category RFRRFQ Intert to Aw ard
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Step 4: Add Bidders to the RFx

1.) Click the Bidders tab
2.) Click Search for Bidders
3.) Click From Internal Directory from the dropdown under Search for Bidders

RFX Information Bidders i ftems ©  Notes and Attachments =~ Conditic

w Bidder Overview

Add Bidder by Company D | | Add | | [ search for Bidders 4 | |
L, Frominternal Directory

EX Company Name

4.) Ensure that Bidders from Suppliers Lists is selected in the View By box.
5.) Enter the Product Category used from the Items tab and click the Search button.

Search for Bidders E m
The table lists all available bidders. Y ou can filter the results by selecting a value fromthe dropdow n menu on the toolbar.
in thy
View By: |B\dder5 fromSupplier Lists |V‘ Hide Query
Y

Product Category: Product ID: I =

Purchasing Organization: ] Supplier: _

Created By- I = VaximumNumber of His:

6.) When the vendors are returned, highlight the desired vendor(s). Multiple vendors can be
selected by pressing the Shift key when selecting them.
7.) Click Add Selected Bidders when the desired ones are highlighted.

EL  Number Description Product Category Purchasing Organization ProductlD  Supplier Nummber  Created By =
1000000438 03789 - AmusementVideoGanes 03789 SCMS
1000000442 01921 - Crops & Grain Berry 01921 SCMS
1000000443 01924 - Crops & Grain Bukw ht 01924 SCMsS
1000000444 01930 - Crops & Grain Corn 01930 SCMS
1000000445 01932 - Crops & Grain Cotton 01932 SCMS
1000000446 01941 - Crops & Grain Citrus 01941 SCMS
1000000447 01942 - Crops & Grain Fruit 01942 SCMS
1000000448 01947 - Crops & Grain Grapes 01947 SCMsS
1000000449 01950 - Crops & Grain Hops 01950 SCMS

Crops & Grain Melons 01953 SCMS -
| Add Selected Bidders | Cafcel |
|

8.) All vendors that have registered from the selected product categories will receive an email (if
one is entered in the system) that a bid opportunity is available.
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Step 5: Add Notes to the RFx

1.) Click the Notes and Attachments tab then click the Add button. From there, pick the
category of the type of note and attachment you would like to create.

RFX Information Badders ltems Notes and Anachments 1
w Notes
[ Add , || Clear |
Header Tendering tex o
hem Tendening bext iantasing Leat
Infermal hote
A= Descrption

Synopsis Descnption
Additional Contact Info

2) Listed below is a description and example text of some of the available options.

Header Tendering Text

This is a summary of the contract award. It will print on the RFx form under “Notice to Vendor”
section.

Synopsis Text (required)

This should be a short description of 60 characters or less that will appear on the procurement
portal.

Example text: RFP/RFQ Intent to Award for Consulting Services

Additional Contact Info

Enter a description of vendor contact information, i.e., 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.
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Step 6: Add Attachments to the RFx

1.) Click Add Attachments under the Notes and Attachments tab

RFxInformation -  Bidders | Iltems Notes and Attachments | Conditions |
w Notes

Assigned To  Category Text Preview
w Altachments

| Add Attachment || Efiit Description || Versioning . || Delete || Create Qualification Profile

Category Description File Name Version Processor c

[i] The table does not contain any data

2.) Attachments can be in any file extension. However, its practice to use common file
extension such as pdf, xls, or doc.

Click the Browse... button to locate the saved file on your computer. To have the document
visible to the vendor(s), uncheck the Visible Internally only box. When the file is selected,
click the OK

Add Attachment E X
boreny plond . i I igemittemsithorthend e | data or to an item
File: | H Browse... ‘
Description:
* Assign To: General Data ||
Visible Internally only: || Keep this attachment internal
|: ancel
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Step 7: Approve RFx Using the Universal Worklist

1.) The RFx will only require Agency Manger Approval. To add an ad hoc approval, click Add
Approver under the Approval tab.

1
RFX Information Bidders ltems Notes and Attachments Conditions Weights and Scores Approval Tracking

Current Status: Initial Header Approval Note

Current Process Step:

Currently Processed By:

Approval Process Data:  Download as XML

Follow Up: ["] Work Item to Requester at Process End

Header ltem

ptus

Add Approver 4 || R§move Approver

Process Step Status Processor Determination Processor I

SRM RFx Completion Open (No Decision Made) RFX Agency Manager Approval 1130_SRMBMG1

2.) Enter the appropriate Approver ID and click the OK button. If the Approver ID is unknown,
click the Search icon.

Add Approver E m
Approver ID: [ ]

Name:

Department:
Building:
Telephone Number:

E-Mail Address:

| Cancel

3.) If the Search icon is clicked, a list of users from that agency’s Purchasing Group will be
displayed. Click on the desired user and click the OK button.

4.) Once the buyer has selected the individual from their Purchasing Group as an Adhoc
Approver, the approver will proceed to the Universal Worklist. From there, click on the
appropriate work item. The document will open and when reviewed, the approver can
Approve or Reject the item.

5.) After all the information has been reviewed and attached, click the button to publish
the RFx. The publish button is only visible in Edit mode. Once the notice has been
published, it will display on the Procurement Portal on the Start Date and Time.
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