How to Process a P1 in
MAGIC

These instructions are developed to provide you step-by-step instructions on how to create P-1 requests.

Select the desired option from the contents below for the instructions.
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Document types to process P-1 Purchase Requests (State Agencies)

OREQ- Oversight Request
e  Multiple awards from a single bid solicitation (RFx)
e Trade-in of Equipment with Purchase
e Exemption from procuring state contract items

SOLC- Sole Source
e All Sole Source awards

CNTR- Purchasing General
e Single award from a bid solicitation (RFx)
e Copier/mailing equipment rental agreements

EMER- Emergency
e Emergency purchases greater than $50,000

SOLE (PO) - Oversight Approval
e Open Purchase Orders

EMEC (PO) — Emergency PO
e Emergency purchases less than $50,000

Document types to process P-1 Purchase Requests (Universities)

OREQ- Oversight Approval Request
e Multiple awards from a single bid solicitation
e Trade-in of Equipment with Purchase
e Exemption from procuring state contract items

SOLC- Sole Source
e All Sole Source awards

CNTR- Purchasing General
e Single award from a bid solicitation
e Copier/mailing equipment rental agreements

EMER- Emergency
e All Emergency purchases

Please use following link locate required attachments for all P-1 request types:
http://www.dfa.state.ms.us/Purchasing/PurchasingTools/ElectronicP-1Process.html
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Create a P-1 Contract from Awarded RFX Response (State Agencies Only)

This process will used if a State agency has created a competitive bid within MAGIC. After all bid responses have been
received electronically and/or the Buyer has entered all Surrogate bids (if accepted, per the specifications), a P-1

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

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

Having password problems? Please
i dlick on this ik for help. .

t

5 _ .
7 Missssppis AcountaitySysem ix Gowemment frwation and Colaoralin

¥

L 7
Nl User ™ |
Password *
Log On
MAGIC is the Mississippi Accountability System
for Government Infarmation and Collaboration

initiative.

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

2. Select Procurement icon from the home page options.

i!J Lr"": H I |..‘; Mississippl Accountability System for Gove

HeEDng wiew Hep

Home Procareme it Ge ke @l Applications i wityy Makagement
ovarylag Unhe rzal ikl K witiy Makagement

Home = Ouenkew

3. Select Procurement Work Center

E M E E

Home Frocurement General Applications |dentity Management

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

ﬁ Strategic Sourcing

Create Documents
REx
Bid Tabulation Report

Contract Management
Create Documents

Contract

Contract Download Report

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 assetvalidations available

Ei
Workflow
W g Workflow is a tool to help automate complex business processes wher

5. Enter the RFX number into the “Number” field and click “Apply”. Click on the applicable RFX number to open
and display.

RFxs - All

[ Hide Quick Criteria Maintenance

Product Category
Processed Since: (I
Submission Deadline I:El

Location: o .
My RFx
Name of RFx [ |

< (3160000110 | | ]
Purchase Group [ =
Purchasing Organization: @
Item Product: [ [l
stus R
Supplier =

View: | [Standard View] [+] | [Create RFxa | Copy] | [Display || Edit || Delete | | | Fublish |[Responses and

EL RFxMumber Item Number Location RFxName Type Siatus RFx Category  Purche
1130-15-R-IFBD-00017 IFBD  Published State o

6. Click Responses and Awards
Display RFx : 3160000110 b

AFx Number 3162000110 Sman Humbes 1130-15-RIFB0-00017 Type Imitation for Bid Status Publshed Created On 10112014 122518 Created By Ricbert Fulcher Time Zone C5T Humber of Suppliers £ Nusmber of homs 3
Varskon Humber 2 Vemion Type Actve Version Extornal Version Humber 1

| Clesn | | [Reftwsn | | [ Copy |[ Chec || Comwent 1= Auction | [ Export || Frnt Fraview | [ Guestens and Asswers (81| Feelated Linka

WFxinioemation’| Dedes e | Notesaed Altxhmems | Condeons | Weightnand Scoms | Apgroml | Trackeg
e S it Gt s e

Idantification Event Parameterns
Senart Humbar H13A5-RIFBO-00017 Cumency: ush
(] Smart Mot is Extomal Target Valss 000 USD
FiFx Hufribsr Tiengo011e Ditaied Pric Wifoimaben Prics with Candtions
FFx Typa: nctaticn for Bd Fallow-On Document Cartsact
Product Catagory Bidder Can Change AFx Responses: ¥
Publication Type T Allow Multiphe RFx Riesporses foe Each Company. &)
Dhugday Winghling 1o Biddara [
Organization
Purchasing Deganization State ol Messriaipp - Pachasng
= LR Document Bukder Doc Type: ZRFX_AMEND
e Shen Memtars
Purchasng Grour 130 OVEIGHT OFTFM & e 2 ;
Datus Endder Scbeminnion Dusding Dals: = g
Sraet Dmte 0 01.08:00 pm Bidder Submission Onading Time: = 12000 pm

Surogate Bid Ertry Deadline. = | 1023200 |[1700.00 am

Opesing Date. = WG |[01:20:00 pm
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7. Select and open the response that will be awarded.

| [Poct Praawr | | [Rinsh] | [Ceoato Fotowon Rfx | [Expon | [Guastins & Anawees (1) | Synapss |

[lose] | [RondOny | it revo ] | [ Ghec ]t v Ao e S Exor

1000 EA 6000 USD

9. Click the “Accept” button

Note: Please navigate to the Approval tab. Agency approvals may be required.

| {  SchoolEquipBlackboar | 750
R[] s (F Mater 78520 | SchoolEqupBookaCias 1,000

1000EA 5000 USD 1 0000

10. After all agency approvals have been applied, the status will reflect a status of “Accepted”.
a. Once accepted, click “Create Contract.”
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11. Select contract type “CNTR” unless the contract is a Multi Award. If a multiple vendors are being awarded,
select contract type “OREQ”, and then click “Create Contract”.

Display RFx Response 6000002160
RFx Response Number G000002160 RFx Name 1130-16-R-NBID-00011 Status Accepted Supplier Name SAMSUNG ELECTRONICS AMERICA, INC. Target Value 0.00 USD Rl

is

Rfx Information tems Motes and Attachments Conditions Approval Tracking

General Data Caonditions Motes and Attachmients Cuestions Payment Synopsis

w BasicData

Bidder Contact Information Create Contract m
Supplier Name SAMSUNG ELECTRONICS AMERICA, INC 10:42
Contact Person Name: SAMSUNG ELECTRONICS AMERICA, INC. SAMSUNG ELECTRONICS AMERICA, INC Select from the following transaction types: ) _ Hey
E-Mail WCROWE@SEA SAMSUNG COM Description Transaction Type  Partner Grouping Schema |+ 0500
Fax B59-402-9266 | BRICKS - Lease BRLE - ELECT
Phone: B859-685-T806 . I Furchasing {General} CNTR -

Event Parameters _l Emergencytantan: ENEG = ment
Process Type: QuaT Oversight Request OREQ B | e
Validity Period = | Cntr/Oversight Appr S0LC ant
Currency United States Dallar [ Create Contract || Cancel | .
Detailed Price Information Price with Conditions (s
Follow-On Document Contract

TargetValue of RFx in Criginal Currency 0.00| USD o
TargetValue of RFx in Selected Currency: 0.00) USD 1By
TargetValue of RFx Response: 0.00) UsSD | .

12. The following message will appear, “Contract 88XXXXXX was not created completely”. After the message
displays, select the “Close” button.
Note: Use the scroll bar to the far right and navigate to the last message.

Display RFx Response 6000000070

HFx Response Number 8000000070 HFx Hamup 113016 RFED-D001T Status Accepted Supplier Hame M2 BOHOOL PUBLIC RELATIONS ASH Targed Value 000 USD REx Numlser 3160000110
1
D

D Ploace enter MaterialiSanice typs in additional Information

altach the nece

ary pistification ar conlract that neods o be pasted to transgaency wnder the Notes and Altachmont b

altach an apgopnate miermal pstlication b tes contract

WD Frtar Shoet Contract Deseription taxt under Motas and Atachmant

E Contract 8800002750 was not created completely  Display Help

Refresh [inten to Award | [ Expont | [ Create Contract | [ Pubiish To Catalog | [ Undo Accept | [ Synopais |

ems Motes and Attachments | Condtions | Approval | Tracking

Details [} Add Mew . (| Copy || Paste || Delete [ Calculst :
Line Number  Interral Rem Number  Descrption Accept Iem Type  Product 1D Product Calegory  Product Category Descnpbon  Requied Quanbily  Submited Quanlly  Und Brce  Cumency  Price Per  Tolal Value
B = [ School Agandas v Material SchoalEquipAgendasP! 500 S0 EA 1600 USD 1 B000.00
. ﬁﬁ 2 School Blackboards [ Matenal SchoolEquipBtackboar 750 750 EA 25.00 UsD 1 18.750.00
. a|. 3 School Books [ Matenal T SchoolEqupBooksJas 1,000 1,000 EA 5000 USD 1 50,000 00

13. Navigate to the RFX and select the “Tracking” tab to find the contract that was created. Click on the Contract
Number to display the contract.
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RFx Mumber 3160000110 Smait Number 1130-15-R4FB0-00017 Imatation e B Status Pubhished Created On 10/132014 125519 Creatud By Rober Fulchar Tine done CST Hurmber of Suppliens 1 Humbur of Hema 3
Wersion Number & Version Type Acte Version Exturnal Humber 1

[Edt] [ Cioae Febush | | [ Copy | [ Check | [ Responses and Awards | | Create Fallow-on R || Comvent to Auchion | [ Expor | | Print Prewew | | SGuestions and Answers { 0

RFxihmation | Biders | Mems | Motos and Aftachments | Condtions | Weights and Scores |

Miew |United States Dollar ||

Docurment Name Decument Namber Bach-Erd Documant Number Status Dt

RFx TI30-15-RFRO-0001T 2160000110 Publishad WA

RAFx Response 1130-15-R4B0-00017 EO0000007T) Accepted RTGE AT

AFy Raspanas 1130-15-R-FB0-00017 ED000005 T Submatad T

RFx Responie 1130-15-RFB0-00017 SOMM000T Satenited 10132014
— —

Cantnl Contrazt 1130-15-C-50LC-00017 EE0000ITE0 Lwad HTAI0
—

14. Click the “Edit “button to begin entering data into the contract.

isplay Cntr/Oversight Appr 8800002750
Contract Humber 8800002750 Smart Humber 1130-15.C-50LC-00017 Caontract Type Cntr/Oveesight Apgr Status Sawd Supplier JO012053 ME SCHOOL PUBILIC RELATIONS ASN Contract Owner 10215 Hoben Fulchar

[Coss] ."“"==-Z%I[c!i.s!s.ll“MII.WII'ME“HI['W'MH'EW[

Ganaral Hoadar Data

Contract Number B800002750 Conract Nome: 1130-15-C-50LC-00017
St Contract Owner: 10215 Robert Fulcher
Suppher. = 300012252 | ps SCHOOL PUBLIC RELATIONS ASH — st
Target Value! - 100] |

Valid From / To = WY |- 1aee it Ve Clinwcy o

. Rutease Value: 0.00] U0

ing Ovganization: = | State of - Purchasing

Purchasing Group: * {1130 OVEIGHT OPTEM | Show Mambary

[ Details || Sotect . [ Add tom . | Exorcise Option | Copy | Paste | Dupsicate | Delete | Assign Distribunan ||

Lne ombws ke Cotogry OptonType MamMomber Product D Dracipion _ Procuct Cetgry Toge Qunty Opton Stm Uk Torge Vab Pice_ Gawncy Prica P Pace Urk_ Rfecsrce e Mumbar
WE  Homal i ) 50 CEA B0 16O0USD 1B
J;_ Hosrnal 2 750 EA 1875000 25,00 USD

|a Hosmal 3 School Books 71520 1,000 EA 5000000 5000 USD 1Ea 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.

-." Header l’ Items f Notes and Attachments f Conditions I

General Header Data

Contract Number: 8800002750

Supplier: * 3100012252 |[F| MS SCHOOL PUBLIC RELATIONS ASN
Valid From / To: * [101132014 | ]|1U!131‘2{]15 I8
Purchasing Organization- * |State of Mississippi - Purchasing 3]

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

Valid From / To: * 101132014 |- [1013/2015 [
LA | Qctober 2014 LI

Purchasing Organization: * Mo Tu We Th Fr Sa Su :E
- E

Purchasing Group: * 40 129 130 1 |2 3 4 | 5

8 9 10 11 12

41 5 7

|Detalls Il Select s Il Add 43 20 21 22 23 24 25 26 Paste @
= = 44 27 128 28 30 1 1 2 =
| lina Numhar  temca .. — — — - = Prociu
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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 8800002750 Smart Number 1130-15-C-SOLC-00017 Contract Type Cntr/iOversight Appr Status Saved Supplier 3100012252 MS

" 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 MS SCHOOL PUBLIC RELATIONS ASH
Target Value/ Currency: 76,750 00 IuSD )
Valid From/ To: = [10132014 @3- 10132015 [
Release Value: 0.00| USD
Purchasing Organization: * ‘Slate of Mississippi - Purchasing ||
Basic Contract (|
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:

a. Description
b. Product Category
C. Quantity
d. Unit of Measure
e. Target Value
f. Price
Overview Header | Items | Notes and Attachments | Conditions 1 Authorization ‘ Approval +  Tracking
General Header Data
Contract Number: 8800002750 Contract Name: 1130-15-C-SOLC-00019
Contract Owner: 102153 Robert Fulcher
Supplier: * 3100012252 | WS SCHOOL PUBLIC RELATIONS ASN
Target Value/ Currency: 76,750.00 USD
Valid From / To: * 10/13/2014 - 10/113/2015
Release Value: 0.00 usD

Purchasing Organization: * State of Mississippi - Purchasing
Basic Contract: 0O

Purchasing Group: * 1130 OVSIGHT OPTFM Show Members
w ltems
| Details \\ Select H Add ltem M Exercise Option || Copy || Fas’.s'il Duplicate I\ Delete || Assign Distribution | |

Line Number Item Category Option Type Item Number ProductID  Description Product Category  Target Quantty Option Status  Unit Target Value Price |
il Normal 1 —Sthool_Anendas all B4 800000 385001
2 Normal 2 School Blackboards  7p5- 5 754 EA 18.750.00 2500
3 Normal 3 School Books 7852( 1,001 EA 50.,000.00 50.00QL
4 Normal 4 School, Agendas 78502 50 EA 8,000.00 16.00 L
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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

= = C 1 - | | = - -
Overview Header | ltems 1 Notes and Attachments | Conditions | Authorization | Approval | Tracking |

General Header Data

Contract Number: | 8800002750 Contract Name: | 1130-15-C-SOLC-00019 |
Contract Owner: 10215 Robert Fulcher

Supplier: * 3100012252 E MS SCHOOL PUBLIC RELATIONS ASN I
Target Value/ Currency: 76.750.00[JUSD  [[F

Valid From / To: * [101a2014 [ - [1013/2015 [T | I |

ez - Release Value: 000 ysD

Purchasing Organization: * |Slale of Mississippi - Purchasing |[j||
Basic Contract: |

Purchasing Group: * [1130 OVSIGHT OPTFM 53] show Members

wltems

| 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 J Target Quantity JOption Status  Unif§ Target Value § Price
ul Normal > School, Agendas 78502 EA 76,750.00 | 16.00
2 Mormal - |2 School Blackboards 78515 EA 76,750.00 4 25.00
3 Normal -3 School Books 78520 EA 76,750.00 4 50.00
4 Normal w4 School, Agendas 78502 EA 76,750.00 ) 16.00

Step Three: Header — 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 Header 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—

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

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

L
a %= L
Aeszan Typa FOMPET ITTVE BF S |
Contmct Category. * M, —
FTA i ART NG "
Agency ¢ Board Approv al STATUTORY EXEMPTIONS
SOLE SOUSCE n
Aae=zy ' Bosd deeroval
PROCUSEMENT REQUEST (RFX N
Agascy | Bawrd dggraval Dale ARPROVAL BIOUEST L
Fad Gramn Lawrd Wumsar ASAIPETITHVE RFx
]
Fad Aid Numbes * EMERGEMNCY
OF. APPROVED OPEN PURCHASE ORDERS B
CFDa Mumser * CREOTES

Stistlus Funded: * COMPETITIVE PURCHASING ABREEMENT S e
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b) Contract Category: Use the drop down and select the value “OPTFM P-1".

c) 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”).

d) Material/Service Type: Use the dropdown and select “Commodity (Non-IT)".

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

Overview - Header ltems Motes and Aftschments Conditions Authorzation Approval Tracking

Basic Data ‘Condition Exchange Rate Threshalds Distribution Motesand Attachments Output Additional Information Pawy

¥ Additional Information

EEIEE S Material/Service Type: * [COMMODITIES - uON-AT) |
Reference Contract Number: Y— ~ Yes (s No
Request Type: * [comPETITIVE RFxX [=] Comtedt Pertormanes Locaiom = [AMITE = I
S @l © |O:'T:\.1-:" |'| Wendor Congressional District:
Owversight Approval: * No Yes
Agency / Board Approval: I:lz‘ _
Document Builder Doc Type: ZC‘IT_O:'T_“I:
Agency / Board Approval Date:
Total Renewals: l:l
Fed Grant Award Mumber. * 1224564
Renewals Exercised: l:l
Fed Aid Number: * 1234564
Buy On Behaslf: |
CFDA Number: * [10-406 [=][A1B2cq] |
Stimulus Funded: * “'Yes (s No
Federal Funds Indicator: s¥es ( MNo
State Fund %: * o000
Federal Amount: * 2.500.00
State Amaount: * 45.000.00
Other Amount: * 2.500.00
Contract Total YWalus: * 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: 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.

Revised April 15, 2016
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Stimulus Funded: Yes (& No

Federal Funds Indicator: Yes (s No

State Fund %: = [ 90.00|
Federal Funds %: 0.00
Other Amount %: = ' 10.00
Federal Amount: 0.00
State Amount: = 45,000.00
Other Amount = 5.01}0.00:
Contract Total Value: = 50,000.00/

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 Grant Award Number: = 1234564

Fod Asd Mumber, = 1234504

CFDA Mumber: = 10567 |we)|123

Stimulus Funded = Yes (= Mo

Federal Funds Indicator * Yes Ha

State Fund %; = 2000 |

Federal Funds % = E00 MUSt Equal 100%
500

Criher Amount % = I
L e I

E RO -l Must add up to Contract Total
= Z2.500.00

S Mmous: Value

Contract Total value: = E0.000000

(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:E

Recycled Goods Percentage:

Energy Efficiency: Yes (= Mo
Green Technology or Products: Yes (s No

Manufactured in Mississippi: ~Yes (s 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-S0LC-00052 Contract Tyj

| [oleace | Sae | [Edit ] Ghecle] [ Print Prevow | Expor | Tpor

/Mf' Header } fems || Notes and Attachments Conditions f A

General Header Data

Contract Number: 8300001161

Supplier. * I = |

Valid From / To: * 0472412014 - (042312015 |

P O - = [State of P ]

Purchasing Group: * [DFA OVSIGHT OPTFM [3] show Members

(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:

e Bid Solicitation for....

e Sole source request for...

o Research request for...

e Exemption from state contract for...

e Open purchase for...

e Trade-In of Equipment with Purchase

Contons ] Autorzaton "[ ol | Tnm|

e suppler Text Tex Preview
H Rem Suppliet T 5 :

| el o .
i Shor Contract Description |

Catabg WRL

(3) Click Add then Header Supplier Text. Enter a detailed description of the items requested.

Ovendm! ml["lm , mm}mm'[mw[ nmmg|

i b i el

CHET

| Heacer SuplerTed |
ﬂ Nem Supplier Tex |
Internal Note
Snart Contract Descriplion 12

Rome




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

Overview f Header t

! Conditions i Authorization f Approval

Assigned To Category Text Preview
Document Header Header Supplier Text Exemption from state centract for 2 new fleet automeoblie..
| Document Header Shor Gontract Description ‘New DFA Fleet Automobiles

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

Oven.'iewl' I—EadBrI' ltems

Conditions i Authorization f Approval k Tracking |

Filter Settings
‘ Assigned To Category Text Preview
Document Header Header Su pplier Text EXEI'TD“DH from state contract for 2 new fleet automoblie. ..

New DFA Fleel Automobiles

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

Filter Settings

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

Add Attachment

Here you can upload an attachment. You have to assign it to ei‘thWt general data or to an item

File: C:\Users\chSQMS\Deskth Browse... I
Description:

Assign To: * (General Data_ |

Visible Internally only: || Keep this attachment internal

e

(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

Eile: |CWUsers\cgh39448\Deskio| Browse... |
I%crintion: |Bid Tabulation Form | I
==
Assign To: * Genera Dala [
Visible Internally only: | Keep this attachment internal

Revised April 15, 2016
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(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 o x|

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

File: [C\WUsers\cg539448\Deskic| Browse... |
Description: |Bid Tabulation Form |

Assign To: * ﬂ

Visible Internally only: | "] Keep this attachment internal

[ Cancel

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

Overview Header ~ Items ° Notes and Attachments ’ Conditions ©  Authorization | Approval = Tracking

w Notes

[7dd <] Ciear |

Assigned To  Category Text Preview

Add Attachment || Edit Description || Versioning 4 || Delete || Create Qualification Profile
| | | 94| | |

Assigned To Category Description File Name Version Processor Visible
Document Header  Standard Attachment  Bid Tabulation Form  INO77490_Transparency Website Issue.msg 1 [ ]

Revised April 15, 2016
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Step Five: Release for Approval

1) 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.

¢ Authorzation approval | Tracking

Header Approval Note

3 The Commodity Oversight Approvers will approve P-1 requests.

ATS—
ovenaw Heager | Rems Noles and Afachménts | Conabons ALEOn Approval Trateng

Curtent Stats Actie Header Approval Note
Current Process Slep.  SRM Coniract Approval

Currenll Frocessed By, Dava Crantor Wikam Beant

Agpeoval Process Dt Download 25 9,

anlp 1 \'b'lem?ﬂR.“qm’PfﬂlnMﬁﬂfM
Header Rem
Heater Appraval Status
Sequence  Frocess Step Status Processor Dessmination Processar Recened On  Processed On  Foraarded By L1
001 SRMCOMIactApgroval Open (o Decaion Made) CTR Commodny Oversigni 1 Approval [ Cranis Wikin Beaid 052872014 145443
a

Revised April 15, 2016
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How to Create a Manual P-1 Contract Request (incl. Trade-in)

This process should be used by Universities or Agencies that do not create their RFx’s within the MAGIC system.

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

f
X 3 Having password problems? Please
§ dick on this link for help...
%
1" 'unmswmnswumm-m—mmcxm
i !
N Uger |
Password *
MAGIC is the Mississippi Accountability System
for Government Information and Collaboration
initiative.
If you need access or additional information,
please go to the http:/ms.qovimagic website,
2. Select Procurement icon from the home page options.

L v ; = :
Wby H I |..: Mississippl Accountability System for Gove

HEDn Wkw Help

=

Ge e @l Applkations K iy MAkagement

Home Procarement

Cvarvlav

Unke rzal okl t I w ity Marageme st

Home = Ouemkw

3. Select Procurement Work Center

Histary

E M E E

Hame Procurement General Applications Identity Management

Procurement Work Center I Reports SUS Administration

4, Select Contract under Contract Management
=] Workload Redistribution i
Sd

Strategic Sourcing
Create Documents
BFx

BIAT o0 R

Contract Management

Create Documents
Contract

Workflow

Warkflow is a tool to help automate complex business processes where more than one user is
invalved,

Univarsal Warklist
The Universal Warklist 15 @ ool that allows you 10 manage 1asks Tom multiple sources, You can
fmanage your tasks, recelve alens and handle notifcations.
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Step One: Contract Type

Select the applicable contract type, then click “Start”.

Select Contract Type

[[ Star
Select the type of contract you want to create
Confract Type Contract Type Description Partner Grouping Schema
BRLE BRICKS — Lease
CNTR Purchasing (General)
EMEC Emergency Contract
¢ oRen Oversight Request
SOLC Cntr/Oversight Appr
] SWCT Statewide Contract

Enter External Number:

Step Two: Overview

Supplier Information

Before starting to create the P-1 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.

ZCTR_DISTRIBUTOR CTR_Distributor_PGS

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/ ight Appr 161
e Comtrncs Typs CrtOharset Agpr Statn b Pracis
- o | € it P | x| g | P

TOmRE | Hesde | bama | fictes st Mtachrerts | Condom | Ashoumon | Apmal | Trckeg

frtrmt it ESONE I Cortract M

— )
—

Target Vit Crarey o[
e From 1 Ta =

[ (L)

Puachiing Crpasiration: * 31

Purchaung Grsp * DFA TV

e

o b 2 | Fren

o S i ey [ e e el oS )y ) e P

i 0 w 00180

Dettrénton  Bhoch Lical Senstry

&
o
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1. Search for a Supplier by clicking the search icon in the Supplier field
|

Create Cntr/Oversight Appr 8800001161

Contract Number 8300001161 Smart Number 1130-14-C-S0LC-00052 Contract Ty|

~ Overview r Header ” ltems } Notes and Attachments )’ Conditions ” o

General Header Data

Contract Number: 8800001161
fsuesic - —
Valid From / To: * [04/24/2014 |- 04/23/2015 [T
Purch o] n: * [State of M ppi - Purchasing =]}
Purchasing Group: * |DFA OVSIGHT OPTFM |7 Show Members

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

Supplier: All Values

— Hide Filter Critenia

Business partner: <[ =
Search term 1: o[ ] =

e =
Namc 1dast namc: Bl [DREAM INC ] =
Mame ziFnst name. O | ] =
E-Maul Address: 1 ] =
DuNs: ) — >
creaitor: ) E— -
Logical System: <[ o =
Industry sector: <[ = =
PCard co.- < =
Purch. Organization: == [STATE OF - PURCHASING | &>
Purch Org 1D =l =
Country Key: P =
Region: <[ ] >
Postal Code. > 1] =
City: < | | 2>
Street: < | | =4
Building Code: ) — =

[+] Restrict Number of Value List Entries To 500

Start Search eset

3. The search results will appear. Click the cell to highlight the supplier and click o<,

S lanel
00000015 DREAM NC us M5 e JACKSON o

Mare ] 2] v

»
B=
[]

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

overview I Header ' ltems ' Motes and Attachments ' Conditions |

General Header Data

Contract Number: 8800001180

Supplier: * 5100000016 [(9] DREAM INC

Valid From / To. * [04/30/2014 | - |04/29/2015

Purchasing Organization: * [State of Mississippi - Purchasing [l

Purchasing Group: * |DFA OWSIGHT OPTFM ||j| Show Members
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5. Setthe Valid From / To contract effective dates by clicking the calendar icon to |
open and display the calendar to select the desired dates.

Qoverview I Header | Items | Notes and Attachments | Conditions '

General Header Data

Contract Number: 8800001180

Supplier: = [3100000016 DREAM INC

Valid From / To: * [oas30/2014 | [04r20/2015 ||

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

Purchasing Group: * [DFA OVSIGHT OPTFM |57] show Members

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

Valid From/ To: = Damorzng iy - [oamsnms i

LL I | April 2014 PoM -
Furchasing Organization. * Wo Tu 'We Th R Sa Sl |
Purchasing Group: * 14 1|2 |3 & |5/|6f ol

15 7 | & | § [109% |42 12|

w llems | 16 14 15 16 17 1819 20 |
Spjact IE 17 |21 |22 |23 |24 |25 | 26 | 27 Paste || Oupl

St 18 | 28 29 .

Line Number Rem Ca 4, : Br  Produc |

7. Enter the Target Value of request.

—————sy 1 1
overview Header Rems. Motes and Aftachmenis Conditions | Authorization Approval Tracking |

General Header Data

Conlract Nurrber BBO0001218 Conlract MNarme 1130-14-C-80LE-00315
Contract Owner 13183 By My

Suppeer. * 3100000016 Y] DREAM INC

. : ITsrgen.rsm.-cunem- 50,000.00||USD DI
Valid From/ Ta. * canziia i - [Camscos |

- Release Value 0.00] usp
Purchasing C = [State ol b - Puichz fa]
= Basic Conlract

Purchasing Group. * DFA GEN PURCH | Show Membsers

8. Click the Items Tab.

Overview I Header | ltems | Notes and Attachments Conditions

General Header Data

Contract Number: 8800001180
Supplier; * F100000016 DREAM INC
Valid From / To: * [04s30/2014 [ - [04/29/2015 [

e Item Category — Should always equal “Normal”
e Product ID (optional) — Should be entered if there is a specific product (11 Digit NIGP code)

9. Search for the item Product Category by clicking the search icon

¥ ltems
| Details || Select . || Add ftem . || Exercise Option |[ Copy |[ Paste || Duplicate || Delete |[ Assign Distribution | |

Line Number Item Category Option Type Item Number ProductID  Product Category  Description  Targ
Normal - [

Revised April 15, 2016
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10. A window will open. Enter a Description with asterisks (e.g. *automobile* to define the
search) and click Start Search

Search Product Category E H

Display As: [Hierarchy [+]

Mote: Placeholder search with * is possible. Search ignores upperflowercase spelling.
Product Category ID: [ |

Description: I|*automobile*1 ﬂ
Logical System: [ 7]
|| Restrict Number of Value List Entries

[ Start Search || Reset

11. The search results will appear. Highlight the product to be added to the line item and click OK.

e Display As: [Hierarchy [=]

Mote: Placeholder search with * is possible. Search ignores upperflowercase spelling.
Product Category 1D [ |

Description [*automobile® |
Logical System [ | [
[+| Restrict Mumber of Value List Entries 500

| start Search |[ Reset |

Item Detail 0 Unsaved data will be lost
Expand All Collapse All

Description Category 1D Logical System =1
~  Material Group Logical System for REA ... R3MATCLASS. ..
= Automobiles [airgele =] REACLMNT100 I
R=ie:sp=iu) orTon
- AutoSchl-All Terran ovF102 REACLMNT100
AutoSchl-Ambulances oF103 REACLMNT100
=  AutoSchil-Station Wag OF 104 REACLMNT100
-  AutoSchl-Polic & Sec o7T105 REACLMNT100
- AutoSchl-Bus Chas oF114a REACLMNT100
- AutoSchl-Buse Complt o7115 REACLMNT100
- AutosSchi-Small Veh o716 REACLMT 100
- AutoSchi-Prisoner Tr o717 REACLMNT100
- AutoSchl-Electric Pe o7120 REACLMNT100
- AutoSchi-Motorscootr 07153 REACLMNT100
- AutosSchi-Motor Homes ov1565 REACLMTI00 n
12. The system will add the selected product category to the line item.

w ltems

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

Line Number Item Category Option Type Item Number Product!D §| Product Category

Mormal -

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

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

nber Product Iy Description | Product Category arget Quantity | Option Status  Unit  Target Value Price Cul
Fleet Vehicles 07006 5 EA 50,000.00 25,000.00 USC

Revised April 15, 2016
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14. If the quantity is known, enter the Target Quantity and the Unit of measure.

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

nber ProductID Description  Product Category| Target Quantity | Option Status | Unit | Target Value Price Cul
Fleet \ehicles 07006 2] EA 50,000.00 25,000.00 USC

If the quantity is unknown, then ensure that the Target Quantity is set to zero.

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

]| Paste || Duplicale || Delete || Assign Distribution | |

nber Product D Description  Product Category  Target Quantity Option Status  Unit  Target Value Price | Cul
Fleet Vehicles 07006 2 EA 50.000.00§ 25,000.00 USC

16. The Target Value of each line on the P-1 needs to be completed. 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.

Overview } Header ¢ Items ¢ Notes and " Conditi i ation [ Approval ¢  Tracking
General Header Data
Contract Mumber: 2300002740 EITRE ST [1130-15-C-50LC-00018 ]
Contract Cwner: 10215 Robert Fulcher
Supplier: * SHAMROCK MEATS INC
rTanget Value/ Gurrency: 50.000.00 ]
Wallid From / To: & [oavivzo1a [ - [oevis201s [
Release Value: 0.00] USD
Purchasing ization: * [State of Mississippi - Purchasing =3
Basic Contract: m|
Purchasing Group: * [1120 OVSIGHT OPTFM & Show Members
W Items
Ex=rcize Option || Copy || Paste || Duplicate |[ Dedete |[ Assign D:smbuhon#'
Line Mumber Item Category Option Type  Item Mumber FProduct I Description  Product Gategoryll Target Quantity Option Status  Unit fTarget Value
1 Normal -1 Bread 37515 o EA 50.000.00| 1.5
z Normal -2 il 24545 o I EA £0,000.00
3 Normal -2 Butter 35010 o EA 50.000.00
4 Normal -4 Eges 25021 o EA 50.000.00 | _0.58

Trade-in of equipment with purchase
17. Line items for trade-ins must list the following separately:

Iltems being purchased must list:
o Description of the item(s) being purchased.

e Quantity of item(s) being purchased. If there are a group of items, Target Quantity
should be “0”

e Target Value should be the total amount of items being purchased
e Unit of Measure

e Price of purchased items. If there is a group of items with different prices, the price should reflect
HOH'
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Overview Header © Items Noles and Attachmenis =~ Conditions ©  Authorization Approval ©  Tracking

General Header Data

Contract Number: 8000000002 Contract Name: ‘1 130-16-C-OREQ-00004
Contract Owner: 32316
Supplier: * .
Targei Value/ Currency. | 45,000.00/[USD 9]
Valid From / To: * [04115/2016 [ - [0411472017 [
) Release Value: 0.00 usD
Purchasing Organization: * |State of Mississippi - Purchasing [l
Basic Contract: I
Purchasing Group: * | 1130 OVSIGHT OPTFM (7| Show Members
w tems

| Details || select 4 || Aad ftem 4 || Ever

Option |[ Copy || Paste || Duplicate || Delete || Assign Distribution | |
Line Number Item Category ~Option Type  Item Numbe il

1 MNormal bt |

Purchased ltem 12022

2 Normal w2 Trade-in amount ($25.000) 12022 2 EA

ltems being traded must list:

e Description of the equipment being traded. Must include trade-in value within description
Quantity of item(s) being traded. If there are a group of items, the Target Quantity should

[ )
be “0”
e Target Value — must be “0.00”
e Unit of Measure
[ )

Overview Header ltems | Noies and Aftachments. Conditions Authorization | Approval |  Tracking

0.00/12,500.00

Price of traded items. If there are a group of items, the price should reflect “0”

L

General Header Data

Contract Number: 8900000002 Contract Name: [1130-16-C-OREQ-00004
Coniract Owner: 32316
Supplier. * [m]
Target Value/ Currency: | 45,000.00|[UsD [
Valid From / To: * [041152016 [ - (04142017 [
Release Value: 0.00 usD
Purchasing Organization: * [State of Mississippi - Purchasing (=]
Basic Contract: O
Purchasing Group: * |1130 QVSIGHT OPTFM \\ Show Members
W liems

| Details || select s |[ Add ltem . || £

1 |[ Copy || Paste || Duplicate || Delete |[ Assign Distribution | |

Line Number ltem Category Option Type ltem Number Description Product Category Product D  Target Quantity Option Status  Unit  Target Value Price

: | Normal - 1 =1t e 42009 o [

da0nn oo oo con oo |

2 Normal w2 I Trade-in amount ($25,000) 12022 o EA

0.00 12,500.00

Note: The total amount of items being purchased must equal the Target Value on the Overview Tab

as seen below.

* overview Header ftems Notes and Attachments Conditions Authorization Approval Tracking

General Header Data

Contract Number: 8900000002 Contract Name: ‘ 1130-16-C-OREQ-00004
Contract Owner: 32316
Supplier: * [m]
I Target Value/ Currency: \ 45,000.00 USDI m
Valid From / To: * [0an5z2016 [ - [0an4/2017 [T i
Release Value: 0.00/ usD
Purchasing Organization: * |State of Mississippi - Purchasing [u]]
Basic Contract: ]
Purchasing Group: * |1130 OVSIGHT OPTFM \| Show Members
W ltems.

[ Details || select || Additem | E

tion |[ Copy | Paste |[ Duplicate |[ Delete || Assign Disiribution | |

Line Number Item Category Option Type Item Number Description Product Category ProductID Target Quantity ~Option Status
45 Normal -1 Purchased ltem 12022 2
2 Normal - 2 Trade-in amount ($25,000) 12022 2

Revised April 15, 2016
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EA
EA

Target Value
45,000.0

0.04

Price
22,500.00 L

12,500.00 L
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Step Three: Header — Additional Information

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

Create Cntr/Oversight Appr 8800001161

Contract Number 8800001161 Smart Number 1130-14-C-S0LC-00052 Contract Ty}

Overview } Header ltems Notes and Attachments Conditions A

General Header

Contract Number: 8800001161

Supplier: = I« |

Valid From / To: * [04r242014 || -[0423/2015 [

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

Purchasing Group: * DFA QVSIGHT OPTFM (7] Show Members

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

f)

9)
h)

)
)

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

ey

Aagons Type: * ECMPETITIVE RFX

Cantmmy |
Commct Category: * =

Agency ¢ Board Approval
Agwnzy | Bossd hpesval

3}

STATUTORYT EXEMPTIQNE

SOLE SOuUmCE i
SROCUREMENT RECUEST RFX L
hgiecy | Bowd dpprovil Date! |, pepeusn poaugst

Fad Grw=t dward humzar * COMPETITWE RFE

Fad &id Numbes * EMERGENCY

OFA APPROVED OPEN PURCHASE ORDERS B
CFDA Mumtar * CIOTES
Buistdus Funded. * COMPETITIVE PURCHASING ADREEMEMNT S I

Contract Category: Use the drop down and select the value “OPTFM P-1".

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”).

Material/Service Type: Use the dropdown and select “Commodity (NON-IT)

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

Revised April 15, 2016
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Cveriew 4 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 Confract Atiributes Material/Service Type: * [COMMODITIES - oN-T) ||
Reference Contract Number: P-Card: ~Yes (& No
. # -
=g lCOMPETITNE alat Contract Performance Location: * |AMITE |' | I
.k -
CemiEn C [oPTFM-P1 =] Vendor Congressional Distict. ||
Oversight Approval: * Mo Yes
Agency / Board Approval: I:lz‘
Document Builder Doc Typa: ZGNT_OPT_NEG~ |
Agency / Board Approval Date:
Total Renawals: l:l
Fed Grant Award Number. * 1234564
Renews|s Exervizsad: l:l
Fed Aid Number: * 1234564

CFDA Number: *

Stimulus Funded: *
Federal Funds Indicator:
State Fund %: *
Federal Funds %: *
Other Amount %: *
Federal Amount: *
State Amount: *

Cther Amount: *

Contract Total Value: *

[10.408 [=][a1B2C3 |

" Yes (e Mo

s« Yes (Mo

2000

5.00
250000
45.000.00
2.500.00

S0.000.00

Buy Cn Behalf:

0

(3) Enter the following funding source information. These fields are required for Transparency

reporting.

b) Stimulus Funded: Select the appropriate value.
c) Federal Funds Indicator: Select “Yes” if federal funds are used to procure the commaodity.
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]

Revised April 15, 2016
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If Federal Funds Indicator is “YES.”

d) A Federal Funds % or Federal Amount must be entered.

e) Fed Grant Award Number, Fed Aid Number, and CFDA Number will also be
required.

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

Fed Granl Award Humber: = 1234564

Fod Asd Mumber = 1234584

CFDA Number ™ 10567 =) 123

Stimulus Funded. = Yes (= MNo

Federal Funds indicator * Yes Ha

State Fund %; = 20,00 |

Federal Funds % = 500 Must Equal 100%
500

Criher Amount % ~ I
L L T o

S B -l Must add up to Contract Total
= 2500000

SRS/ Jumats: Value

Contract Tolal Value: = E0.000000

(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: :El

Recycled Goods Percentage:
Energy Efficiency: " Yes (e No
Green Technology or Products: © YeS  (® No

Manufactured in Mississippi: ~Yes (s No

Carbon Footprint:
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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-SOLC-00052 Contract Tyj

\ Greci] [P Preven | Expor

M‘ Header k Item } Notes and Attachment f Conditions f A

General Header Data

Contract Number: 6800001161

Suppir * —

Valid From / To: * [04r242014 || - [04/232015 [

Py o = [State of ppi - P =

Purchasing Group: * [DFA OVSIGHT OPTFM |E3] Show Members

(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:

e Bid Solicitation for....

e Sole source request for...

o Research request for...

¢ Exemption from state contract for...

e Open purchase for...

e Trade-In of Equipment with Purchase

v | feaser | tems | Nos nd e

Conttans ] Autorzaton "[ ol | Tmm|

ai |

FEroLpple Te Te Pt
[ T -

| el toe
| Shon Contra! Descrpton |

Catabg IRL

(3) Click Add then Header Supplier Text. Enter a detailed description of the items requested.

Oum‘! rm:["lm m}mm'[ww[ Tacg |

e i danam

ot e

reate SuplerTet. |
H flem Supplier Tex |
| Inemal Note

Short Coniract Description

Fome

Revised April 15, 2016
26



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

below.

Overview r Header t tems

Assigned To Category Text Preview
Document Header Header Supplier Text Emmil)ﬂ from state contract for 2 new fleet automoblie.

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

Conditions I Authorization f Approval k Tracking |

Overview r Header t ftems

Filter Settings

Assigned To Category Text Preview
Exemption from state contract for 2 new fleet automoblie...

SRR R LU

Add Attachment [f Edit Description || Versioning . || Delete || Create Qualification Profile Fiiter Settings

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

Add Attachment

Here you can upload an attachment. You have to assign it to eithe; general data or to an item
File- [CWsersicg539448Deskid | Browse.. |
Description: Bid Tabulation Form
AssanTo: * (General Data_ ||
Visible Internally only: | Keep this attachment internal
e

(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\WUsers\cg539448\Deskto]| Browse. . |
I Description: |Bid Tabulation Form 1

Assign To: * Genera Data_|v.

Visible Internally only: [ Keep this attachment internal

27



(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: [ | KEep 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

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

Overview Header © ltems Notes and Attachments ] Conditions = Authorization ©  Approval | Tracking

W Notes

[Add 1 Clear]

Assigned To Category Text Preview

w Attachments

| Add Attachment || Edit Description || Versioning 4 || Delete || Create Qualification Profile |

Assigned To Category Description File Name Version Frocessor Visible
Document Header Standard Attachment Bid Tabulation Form  INO77490 Transparency Website lssue.msg 1 {1

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

Revised April 15, 2016
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Step Five: Release for Approval

(1) 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.

¢ Authorzation approval | Tracking

Header Approval Note

3) The Commodity Oversight Approvers are required to approve all P-1 Requests.

ovenaw Heager | Rems Noles and Afachménts | Conabons ALEOn ‘Approval Trateng

Curtent Stats Actie Header Approval Note
Current Process Slep.  SRM Coniract Approval

Currenlly Processed Dy, D3via Crantor Vmam Bears

Appeoval Process Data: Download a5 X

Follow Lp [ Work em o Requester at Process End

Header R

Header Approval Status.

Sequence  Frocess Step Status Frocessor Dessrmination Processor Recened On  Processed On  Foraarded By L1
+ OO0 SRMConictApgroval Open (o Decsion Mase|  CTR Commadny Oversigni 1 Approval [ Craniais Wam e 05282014 145443
o
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How to Modify a P-1 Contract

A P-1 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 BE00001 150 (Change Verssan) Smart Number 1130-14-C-S0LC-00302

Ciase | i |>;|_l' Checx | [ Refresn | [Send E-nai | [Frint Preview | [ Expan |

1
Overview = Header Rems. Motes and Aftachments. Conditions. Authoriz

General Header Data

Cantract Mamber BE000011E0 <
<

Supplier: * 100000016 | DREAM NG

Valid From / To, * 0473072014 047292015 i

Purchasing Organization. * S2ate of Missisippl - Purchasing g

Purchasing Group: * DFA GEN PLRCH g

W e

[ Detais |

Ling Humber  ftem Category  Option Type  Rem Mumber  Product D Proguct Category  Des
iL Narmal 1 aute

(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 P-1 Requests

(4) Select Header tab and select a reason code (ex. Used “External Modification”)

Change Cntr/Oversight Appr 8800001170

‘Contract Number 8800001170 (Change Version) Smart Number 1130-14-C-S0OLC-00301 Con

[Retaass |[Save] [ Chack] [ Lock] [ Gioss Contrac | [Prin Prevew] [Export.

Overview /I Header Iltems © MNotes and Attachments =~ Conditions | Authorization

Basic Data Cohmon Ex!\ange Rate Thresholds Distribution Motes and Attachments C

w Basic
Identification

Contract Number 8800001170

Contract Name: |1130—M‘LC'SOLC'DDEUW

Contract Type: Cntr/Oversight Appr

Basic Contract: O

Confidential: [Not Confidential [~

Reason Code: * hd

Distribute Contract to Catalos
Internal Medification

Organization External Modification

Purchasing Organization: + [l |Oversight (Emergency/Catastrophic) ]

Purchasing Group: * DFA OVSIGHT OPTFM how Members
FM Posting Date: * 04/28/2014

Dates

Valid From / To: * [04/28r2014 [ - [04/27/2015 @]

Alert Expiration: Day(s)

Contract price lack [m}

Selective Release Status: Standard Pracessing
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(5) Select External Modification and the system will update the Smart Number to a new version.

Change Cntr/Oversight Appr 8800001170

Contract Number 8800001170 (Change Varsion) Smart Number 1130-14-C-S0LC-00301-V001

1D Tha Moddeation Typs on the Addeisnsl Information 138 & mquired - [
W Modiication Description on the Additionsl Inforrmstion 1ab is required — [

[Ciose | | [Foead Only|

[Save | [ Eheck | Lock | [ Close Contract | [ Print Prevew | [ Expon

Ovendew Header Rems Mates and Attachments Conditions Authorization

Basic Data  Condition

Exchange Rate Theesholds | Distribution | Netes and Aftachments ¢

- Busic

Identification

Contract Namber 8300001170

Contract Nama: 1130-14-C-500L C-00301-v007

Conlract Type Ot Overight Appr

Basic Contract

Confidentinl Li=t Cophaose ol L=

Riason Code: = [Exteinal Modbeation = I
Distnbute Contract

Organization

Purchasing Orgarization: = [State of Mesissipp - Puschasing 3]
Purchasing Growp: = DF A OVSIGHT OFTFM o Shan Ms
M Posting Date: = 0472872014

[
alid Fram / To: =

At Expiration

Contract price lock
Salectie Relaase Status

(6) Depending on the reason

the reason for modifying the contract as external, note the smart number now includes a version

zEpiuw - [agrend 5

90 Dayfs)

Standard Processing

code the Smart Number may or may not change. The diagram below shows

number of (v001). This number will increase every time the contract modification reason is “External”.

Change Cntr/Oversight

Contract Number 8800001170 {Change Version)

Appr 8800001170
I Smart Number 1130-14-C-SOLC-00301-V001 I

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

1B Wodification Description on the Additional Information tab is required

Display Help

Read Only Release Check Close Contract || Print Preview Exﬁ:m

Owverview .~ Header ltems © MNotes and Attachments |

Conditions |

Authorization

‘ Basic Data | Condition | Exchange Rate Thresholds | Distribution | MNotes and Attachments = C

¥ Basic

Identification

Contract Number: 8800001170

Contract Name: [1130-14-C-SOLC-00301-v001
Contract Type- Cnitr/Oversight Appr

Basic Contract: (]

Confidential- [Ngt Confidential =]

Reason Code: * External Modificatior =]
Distribute Contract to Catalog T

‘Organization

Purchasing Organization: *  [State of Mississippi - Purchasing =]
Purchasing Group: * |DFA OVSIGHT OPTFM 7] Show Members
FM Posting Date: * 04/28/2014

Dates

Valid From / To: * [04/28/2014 [ - [04727/2015 |
Alert Expiration: Dayis)

Contract price lock: (m]

Selective Release Status: Standard Processing

Revised April 15, 2016

31



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

Change Cntr/Oversight Appr 8800001170

Contract Number 8800001170 (Change Version) Smart Humber 1130-14-C-SOLC-00301 Cor

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

Export

Overview .~ Header Items = MNotes and Attachments | Conditions | Authorization

‘ Basic Data =~ Condition | Exchange Rate Thresholds | Distribution | Notes and Attachments | C

* Basic

Identification

Contract Number: 8800001170

Contract Name: [1130-14-C-SOLC-00301

Contract Type: Cntr/Oversight Appr

Basic Contract: O

Confidential:

Reason Gode: * irtema Modincation B o

Distribute Contract to Cataleg: 10 1=

QOrganization

Purchasing Organization: * [State of i - Purchasing [a]}

Purchasing Group: * [DFA OVSIGHT OPTFM [E7] Show Members
FM Posting Date: * 04/28/2014

Dates

Valid From / To: * [04728/2014 || - [04/27/2015 |

Alert Expiration: Day(s)

Contract price lock: O

Selective Release Status: 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
Basic Data  Condition  Exthange Rate Thresholds | Distribution | Notes and Aftachments | Cutput

Act
w Additional Information
General Contract Attributes Service Type: * EQUIPMENT INSPECTORS |
Reference Coniract Humber:
P-Card. Yes * No
Request Type: * Approval Request = Conltracl Performance Location, ® | MULTIPLE LOCATION =
Contract Cateqory: * OPTFM-P1 - fendor C District:
Modification Type: * CORRECTION -
VEEROn TYPe oversignt Approval No @ Yes
Modification Description. * Enter a free texd for reason| - BT T OPT T
Agency | Board Approval ==

Total Henswals

¥ PSR T S i —" -

(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.

Revised April 15, 2016
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How to Modify a Rejected P-1

Oveview

)

1. Navigate to the Universal Worklist.

;l ;"', :--1 [ | ,_: Missis
HEtons s Help
1= = =

G ke @l Applications b ity Masageme st

ippl Accountability System for Governmeni

Procarement

U rsgl nborkliet

Home = Ouenikew

Cvarylayy e ntty Marageme st

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

UniversalWorklist  Idenfty Nanagement

Full Scree

ShW: New andinProgress Tt (44/44) v SelectaSubiew.. v Al v Creale Task % B8
‘T]‘Subjed ‘ | ‘From ESenIDate lPriorWy IN | ‘Duenate ‘Stams H
et Decision /Adjust Number 8300001242 I ROBERTFULCHER Yesterday Medium Hew
Aceept Decision / Adist Purchase rder Number 4000002633 ROBERT FULCHER Jul22, 2014 Medium New L
Aoprove Contract Number 8800001233 Bobby Roach Jul3, 2014 Medium Hew
Revise Shopping Cart 1000003051 with Value 5.500.00 USD ROBERT FULCHER Jul2, 2014 Medium New
|| Revise Change version of confract Number 8800000911 ROBERT FULCHER Jult, 2014 Medium Hew
|| Revise Canfract Number 8800001183 ROBERT FULCHER Jun2d 2014 Medium Hew
rove e Changes fo Supplier 3102000032 DBA Sharetha PreProd Workfiow System Junt3,2044 Medium Hew
|| Accept Dacision / Adjust Purchase order humber 4000002470 ROBERT FULCHER Jun3, 2014 Medium New
|| Approve Contract Number 8200014035 USER.EAD.cn=vernon campbel ou=users,ou=dfa,ou=agencies,dc=ead,dc=pre May 20, 2014 Medium New
[ Annrruia Channa vareinn af rantract Niimhar 290004920 Mirhaal Tanart Mav 7 044 Madinm Maw =
3. Click the Edit button.
Accept / Proceed Cntr/Oversight Appr 8800001242
Contract Number 8800001242 Smart Number 1711-14-C-30LC-00002 Contract Type Cntr/Oversight Appr Status Awaiting Approval Supplier 3100024321
—
[Close | | | Release |[ Save [ Edit || Check | [Accept | [ Print Preview | [ Delete |
el
Header | Items l[ Motes and Attachments ©  Conditions | Authorization l[ Approval Tracking
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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 P-1 will be released for approval.

Contract Number: 8800001242 ConractName: [ 1711-14.C-80LC-00002
R : ‘Target Valuel Currency. 5086320((UsD 9]
S T - AT vy |0
. Pe— ; RelesssValie [ 0m0[uso

; G BasicCortact [

F gGroup:© PSP Gen Purch 15 Show blembers.

Revised April 15, 2016
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How to Create an Open Purchase Order P-1 Request (State Agencies ONLY)

Start the transaction using the menu path or transaction code.

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

-

£ Having password problems? Please
i dicicon this lik for help...
i i
o o
/7 sssishofttit Sgen Coenme ivaon e ot
.

i 7
N User™ |
Password *
Lag On
MAGIC is the Mississippi Accountability System
for Government Information and Collabaration

initiative.

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

2. Select Procurement icon from the home page options.

L v
W H I |,:.: Mississippl Accountability System for Gove

HeEDng wiew Hep

=

Procarement

= =

Ge ke @l Applications i wityy Makagement

s

Home

Cvarylawy Uk rzal okl t e ity Maragemet

Home = Ouenkew

3. Select Procurement Work Center

C M € E

Harre Procurement General Applications |dentity Management

Procurement Work Center I Repors SUIS Administration

Select Purchase Order Type

Revised April 15, 2016

35



Select the type of purchase order that you want to create.

Purchase Order Type Purchase Order Type Description Partner Grouping Schema
EMER Emergency PO -
PO General PO -

4. Click E[to select Sole Source PO.

5 ciox [ Start.

Create Purchase Order

u-—a--m o Sastan ""-I Totst rean) § 00 VIO

[Gowr] (Bowe] (6] [Come] | [Frveiowvwwr] | ---_

« = ' . . ' : )

6. As required, complete/review the following fields:

Create Purchase Order

Revised April 15, 2016



_ e wo0000et o Order Type Soie Sowrca PO Baaton | ocument Oute 11210014 TetwV 0 ui0
| [Friewe] | [Goa] [Epet] [(Tpot ] (o ] [Sysiem htormaton | [ Croste Wiomory Snapaner |

7. Click [Addtema]

Create Purchase Order

| i

Cotrate o e acdes Duta Naste b Seppier

8. Click Add Limit ftem

o The limit item can also be used for Blanket POs to set aside a specified amount of funds for a period of time.

Add Limit Item

Revised April 15, 2016
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Add Limit Item =1 E3

ttem Number: i ]

Configurable tem Number: | ]

Description: [ |

Product Category: [ @

Required: [Between [w]|[017212014 [ -| ]
Value Limit: l 0.00/[USD | [] unimited

Expected value: [ 0.00][UsD |

Tax Code: D

9. Asrequired, complete/review the following fields:

| Add to tem Overview || Cancel | .

Add Limit Item
Add Limit item E m
tem Number: 1 |
Configurable tem Number: | ]
Description: |Auto Repair Parts| |
Product Category: l [u]
Required: [Between | w| 0172172014 | T
Value Limit: [ 0.00/[USD | [ Uniimited
Expected value: l 0.00|[UsD |
Tax Code E
— | Add to tem Overview || Cancel | .

10. click ﬁlto search for the Product Category.

Revised April 15, 2016
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Search Product Category
Search Product Category E ﬂ

Display As: |Hierarchy |v]

Note: Placeholder search with * is possible. Search ignores upper/lowercase speliing.
Product Category ID: || ]

Description: [ l
Logical System: I Tﬁl
[V Restrict Number of Value List Entries

| Start Search || Reset |

11. As required, complete/review the following fields:

Search Product Category E m
Display As: [Hierareny =]
MNote: Placeholder search with * is Search ig case
Product Category ID: L ]
Cescription: [*auto~ ]
Logical System: [ | ]
[+ Restrict Number of Value List Entries [ S00]
Item Detail 0 Unsaved data will be lost
Expand All Collapse Al
Description Category ID Logical System =
 Material Group Logical System for ... R3MATCLASSREACL... =]
» Air Equip.Parts. Supp 03500
~ Auto-acc busesiruck 05500
= Auto-airbagsiauto 05502 TEACLNT100
= Aulo-air condn parts 05504 TEACLNT100
= Awutc-security dev 05505 TEACLNT100
= Autc-Auto top carr 05506 TEACLNT100
= = Awuto-beRts/child rst 05508 TEACLNT100
= Auto-Brake Adj 05510 TEACLNT100
= Autc-bug screen 05511 TEACLNT100
= = Auto-camera 05512 TEACLNT100
= Autc-car seats 05513 TEACLNT100
= Auto- chainss trac 05515 TEACLNT100
= Auto-consoles/police 05518 TEACLNT100
: = Auto - cnsl access 05517 TEACLNT100 =
i
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13.

Click * Auto-air condn parts

Search Product Category

Search Product Category @ m
Display As: |Hierarchy [w]
Note: Placeholder search with * is possible. Search ignores upper/flowercase speling.
Product Category ID: l l
Description: [auto” |
Logical System: | [ull
[V Restrict Number of Value List Entries
| Start Search || Reset |
Item Detail 0 Unsaved data will be lost
Expand All Collapse Al
Description Category ID Logical System |
¥ Material Group Logical System for ... R3MATCLASSREACL... u
» Air Equip,Parts,Supp 03500
¥ Auto-acc busesitruck 05500
] = Auto-airbags/Auto 05502 TEACLNT100
| «  Auto-air condn parts 05504 TEACLNT100
= Auto-security dev 05505 TEACLNT100
[ = Auto-Auto top carr 05506 TEACLNT100
: = Auto-belts/child rst 05508 TEACLNT100
| * Auto-Brake Adj 05510 TEACLNT100
= Auto-bug screen 05511 TEACLNT100
o = Auto-camera 05512 TEACLNT100
: » Auto-car seats 05513 TEACLNT100
|| = Auto- chains& trac 05515 TEACLNT100
= Auto-consoles/police 05516 TEACLNT100
: = Auto - cnslaccess 05517 TEACLNT100 n
[ox] a5

14. ciick [oK],

Add Limit Item

Revised April 15, 2016
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Add Limit Item =1 E3

ttem Number: i |
Configurable tem Number: | |
Description: | Auto Repair Parts |
Product Category: |05504 (3] Auto-air condn parts
Required: [Between [w]|[017212014 [ -| T
Value Limit: | 0.00/[USD | [7] Unimited
Expected value: [ 0.00//usD |
Tax Code: l:
| Add to fem Overview || Cancel | .
15. Click Required: EI
Add Limit Item
Add Limit item =] E3
tem Number: K |
Configurable tem Number: | ]
Description: |Auto Repair Parts |
Product Category: |05504 (9] Auto-air condn parts
Required: Between | w|[01/21/2014 | T
Between
Value Limit: Onwee 0.00/(uSD | [7] uniimited
Expected value: From 0.00|/usD |
Tax Code: E
— | Add to tem Overview || Cancel | .
16. Clickon

Revised April 15, 2016
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Add Limit Item

Add Limit Item =] E3
tem Number: " |
Configurable tem Number: | |
Description: |Auto Repair Parts |
Product Category: |05504 |[:—,| Auto-air condn parts
Required: lon (vl (01212014 ]
Value Limit: [ 0.00|[USD | [ Uniimited
Expected value: | 0.00//usp |
Tax Code: E
| Add to tem Overview || Cancel | .

17. click Eto view the calendar.
Add Limit Item
=] E3

Add Limit Item

18. click 3.

Revised April 15, 2016

. e 2 ]
Mo Tu We Th Fr Sa Su
tem Number: 1 1(30|31| 1| 2|3 |45
Configurable tem Number: 2|6 |7(8|9(10(11]12
3 .13 14 15 18 17 18 19
Description: |Au10 Repair Part, 4 20 @m 23 24 25 28
5|27|28|29|30(31|1]| 2
Product Category: :05504 c|(|3|4|5|6|7|8|89
Required: On w | |01/21/2014 |iiE|
Value Limit: [ 0.00/[USD | [] Uniimited
Expected value: l 0.00/USD |
Tax Code: E
— | Add to tem Overview || Cancel | .

42



Add Limit Item

Add Limit Item =] E3
item Number: 1 |
Configurable tem Number: | |
Description: |Auto Repair Parts |
Product Category: |05504 (9] Auto-air condn parts
Required: (on  [v][EESE [
Value Limit: [ 0.00|[USD | [ Uniimited
Expected value: | 0.00/USD |
Tax Code: E
| Add to tem Overview || Cancel | .

19. As required, complete/review the following fields:

Field R/OIC
Value Limit: Required
Add Limit Item
Add Limit Item =] E3
ttem Number: i |
Configurable tem Number: | |
Description: | Auto Repair Parts |
Product Category: |05504 |9 Auto-air condn parts
Requkac: [on [w][01312014 [
Value Limit: l 750.00) (USD | [ Uniimited
Expected value: [ 0.00][UsD |
Tax Code: u
- | Add to tem Overview | | Cancel |

20. click |Addtoltem Overview
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Create Purchase Order
St Nemar [SH0ATI) NSNS 10N | -

[ Smart Nombar & Dxternat

| [iiee] | (Soct] (o) (Swer] (I] (v sibmmsi | (Sucts Sumary Saapo

21. click Eto search for a supplier.
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Supplier: All Values

| = Hide Fiter Criteria Settings
Business partner: O | | »
Searchterm1: O | | P
Search term 2: o l ] <
Name 1/ast name: < | | 4
Name 2Firstname: < | | P
E-Mai Address: < | | &@
ouns: Y — >
Creditor: o [:] &
Logical System: ¥ 4
ndustry sector: O 4
PCard co.: o :] ®
Purch. Organization: B8] | STATE OF MISSISSIPPI - PURCHASING | &
Purch. Org. ID: & [0 10000000 ] =
Country Key: ] >
Regon o[ >
scose: O[] ®
cy: o | @
Street: Q| ] o
Building Code: Q| ] Lo
[v] Restrict Number of Value List Entries To
|_Start Search || Reset |
More Search Helps| Supplier [+]

22. Asrequired, complete/review the following fields:

Field

Name 1/last name:

Revised April 15, 2016
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Supplier: All Values

| = Hide Fiter Criteria Settings

Business partner: o |:] @
Search term 1: o [ ] ®
Search term 2: o l ] ®
Name 1/lastname: < |*auto* ] ®
Name 2/First name: < | [ 2
E-Mail Address: O | | &
DUNS: o[ 1] o
Creditor: o : &
oaspon. O >
Industry sector: o @
PCard co.: o :] ®
Purch. Organization: B8] [STATE OF MISSISSIPPI - PURCHASING | &
Purch. Org. ID: & [0 10000000 ] P
Country Key: O[] >
Region: Q[ ] >
Postal Code: o[ 1] >
City: <o I ] 2
Street: Q| | P
Building Code: Q| ] Lo
[ Restrict Number of Value List Entries To
[u_Start Search || Reset |
More Search Helps| Supplier [+]

!

23. Click [ Start Search

Revised April 15, 2016
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Supplier: All Values

e it
S Unat came M CaiT0r
L T
e ke <
[T o
Crognsr °
Loges Sywem D o
Pty sacer O s )
LT o
LY W staror - PRCmALNG
Mok Ong © . o 1ooc0o0
Cowntry Ky °
Begen o
Pontal Coce °
[ o
et o
Pusir g Cote <
E)
Bafurer . Name
0000000 BCCT CLNTON AUTD SLEWLY NG
| IMIM0  CRELLY AUTCMOTNE ST0MES RC
'm ORELLY AUTOMOT NG
| 30000043 ORTLLY AUTOMO™N
| IM20000M CRELLY AUTOMOTAVE NG
| 00NN AUTOZONE USSESEN N
] AyTozcee
INCOOMNE  TRCALL AJTUAMATION COSPOSATON
it Lawrch meys Tuieee I

N

e 3

55555555]

55355885{

Posts Code Coy

e =1 ]
a1 patd NGO
AP0 ST iLous
o Ak

lad il lem

b 112 L]
sy wCConD
i RATTR M)

e
200 CUNTON BLVD
2393 PATTERSON

ITHG saCenia 06 LAST
AL DO AVARE VY

LRI CA R AL
2003 ITT AVENE SUET 0

24. Click

Supplier: All Values

Seame iaal rame
a1 el s
e dsirens

Lapa Tyviem
ety i
aton

T

Qo

-
o
o
o
<
<@
<
<

BTATE OF

etk Ong ©

O 100000

-
-
o
o
°
°
<
o

BOC CLNTON AYTD WY

oRpLLY

OMELLY AUTOMOTMVE T
ORELLY AUTOMO™VE N
CEELLY AUTONOTVE N

AgToziee

AYTOIONE

TRCALL AT OMA TION {OSPOEA TON

to select the supplier.

D000 DDDBD O

o 3

535535'5]

55355885'

Post Code. Cay Srest

b L=t I CUNTON R VD

Y Batd ms

317000 stuove

o Lam 27X A Y 00 LAST
Xl wCCons 1452 DELAMASE AT
M I

a4l ==l (R

ol A TTE L 005 ITTR ANVTN SUET B
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STATE OF EESEAET . PUEBCRALNG
STATY OF WELELEW . PACRALNG
STATE OF SESNAIT . PECRALNG
STATE OF SIS . S LG
STAT] OF WA . BGCeA NG
STATE OF MESEAIT . ECRALNG
STATE OF WESESET . PSR LN
STATE OF EESEAET . PUECRALNG

R
STATE OF MESELPR . MRCRALING
STATT OF WELELEV . BGTRALNG
STATE OF WEAEAEW . PURCRALNG
STATE OF MESELIN . MRCRALNG
BTATE OF WESESET . PUECRALNG
STATE OF MESELIN . ARCRALNG
STATE OF MESESPR . AECRALNG
STATY OF MESEAP . MECRALNG

*
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Create Purchase Order

e Nt S8 S A
[ St Nmter & Lxternl

Vaterw v O
jm- e v 8
- v v 8
mg L)
11- vt v 0
. 'n--.
i -0
Matew v §
3 -
Total Vatos (Nat)
Totat Vaive (Srons)

. S . S - -——-— -

5000 l.‘”_ |
=S
o =
$000 un::_ i
- me

(o) (5os] [Gns] | [Poiiovier] | [Sioct] (Gyas) (Spmn] (k) (Syviom wibemudus | [ wcts Somsry Saapuned |

26. cjick [Detais_

Create Purchase Order
=x
Watew w §
o
—_I'.

™ =
L] I.'_ﬂ
-

deits Bagas Femn
e o £°5

(- [T
—L m el
[T

27. Click | Account Assignment
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Create Purchase Order
| Oster || Sawe || Cove | | | oot e | | | Coech || tapen | | gt || Pk || Systmm moemanon || Crese Mamery Seagenst |

B Ve v 8 so00 cowd
i Ve et 0000 000 w0 |
| Vaew = so00 o0 w0

i | e ¢ *-0 |
! Materat v 8 : Lad s |
’ ._.. il L Ll |
I W v | baed e |

Veiew ~ 8 | o0 L

. M v 8 1 | | eme o0

| [Poeirees] | [Gct] (Gopen) (o] (3o [Syatem ieemation | (€
9

28. Asrequired, complete/review the following fields:

Field
Assign Number / 0001

Create Purchase Order

R/O/C

Required

 Purchase Order Mumber MOS00041  Purchase Order Type fom Sowca 0 Sisten Wocems  Docume
Bt ey -
a ot 0 90 T [ [

(Gr] (o] [Goma] | [Rotowew’] | [Goak] [Erpmn] (] (o] [Syviom imaien | [Ervee Wamery Somponer |

» By s C

D ST

| Emeroms Gptem |
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Create Purchase Order

[ Smant Number is External
Purchase Order Nusber (4600000771 _|
Corresponding Novaton Purchase Order. | ]
echase O e L
Organization
Purchasing Organczation: [State of ool - $
Purchasing Group [OF A GEN PURCH D] show Membery

[ Detams | Asa . | Sense-uar | cat | Coar |

_ 75000|usD
_750.00] USD
000/ uso

0.00| uso | Calculat

_'. Requester 45584 Sheery Bennight

™ Suppler 3102000143 QRfLLY AUTOMOTIVE STORES INC
|+ Service Agent

|+ Goods Recpient Freen Sherry Bennght

|+ Shi-ToAddress s SuS

| = invoice Recipient

| * Locaten 18 MS DEPT FINANCE § ADAISSTRATION

Order | [Save | [Ciose| | [PrintPreview | | [Check | [Bwont] [import | [Park ] [ System nformation | [ Create Memory Saspahot |

30. Click Number / Invoice Recipient field

Revised April 15, 2016
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Create Purchase Order

[ Smant Number s External Total Valse (Net) [ 7000 uso
Purchase Order Nusber Total Valoe (Gross): [ 7s00/uso

LY

Corresponding Novaton Purchase Order: | |

TOrder | [Save] [Cose | | [PrmtPreview | | [Check] [Export | [impon | [Park | [System miormaton | [ Creste Memory Snapahot |
o

31. Click uto search for the invoice recipient.

Revised April 15, 2016

51



Business Partner Number: All Values

Business Partner Number: All Values

Business partner:
Search term 1:
Search term 2:
Name 1/last name:
Name 2/First name:
DUNS:

clo:

Postal Code:

City:

District:

Street:

Building Code:
Floor:

Room Number:
Country Key:
Region:

| ~ Hide Fiter Criteria

o[ ]

|

O |

Settings

O |

O |

o[ ]

o[

-

O

O |

O |

o |

O ]
-
o[ |
o[ ]

[V Restrict Number of Value List Entries To

| Start Search || Reset |

AIAR VAR VAR VR VAR VAR LR L T L LT L R LR L L

32. As required, complete/review the following fields:

Field

clo:
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Business Partner Number: All Values

Business Partner Number: All Values

Business partner:
Search term 1:
Search term 2:
Name 1/last name:
Name 2/First name:
DUNS:

clo:

Building Code:
Floor:

Room Number:
Country Key:
Region:

| ~ Hide Fiter Criteria

| I

|

O |

(5]
X

‘

O |

O |

o[ ]

¢ (1130

-

O |

O |

O |

o |

O ]
-
o[ |
o[ ]

[v| Restrict Number of Value List Entries To

| Start Search || Reset |

33. Click [ Start Seareh

LRV VIR R IR R R R R I B R L R
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Business Partner Number: All Values

Busincss Partner Number: All Values

!-Mﬂl«aﬂﬂl

g

COO0OCOCOOCOOCEOCOO O OO
0000033300003 0300

[+ Restrict Number of Valoe Lint Entries To | 00

[[Ssearcn][Reset]
Name of Org s Country  PostalCode cty Street
| SoMs us %205 JACKSON PO BOX 247

34. Click Jto select the invoice recipient address.

Business Partner Number: All Values

Business Partner Number: All Values
[+ ¥ice Flter Creera

| Busress partner

COOCOOCOCOCOCEOCOCO O OO
g
4000000050300 00000

v Restrict Number of Value Lint Endries To 500

| (S 5earch ] Resat ]
Name of Org s Couwry PostaiCode  Cty Streat
[] sous us %208 JACKSOM PO BOX 267

35. Click 9K].
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Create Purchase Order

[ Smart Number is External Total Value (Net): [ Twouso =
Purchase Order Number: (4600000771 | Total Valoe (Gross): T
Comoaponting Nevetcn Perchese Onder: [ ] P o
Purchase Order Type: [Genarsi PO e L (=

Order] [Save ] [Cone] | [PritPreview | | [ER8SK] [Gpent] [impon ] [Purk] [ System niormaton | [ Create lemery Snagatat |
- | D

36. Click [ Check]

Create Purchase Order

»

Parchase Order Bumber #O0000041 Trve o Sy Document Date $9210014 Tkl Valoe (Groan) 75050 V50 Semart Buemiber
1 [rter wuncty ona parar of tyge e Bacpent -
“h““.” T purThane order BTe T SE0T MEECHR] mEy rOrY B° BERChewed d

| [Fettees]

4 Poutng Cete *
e . K

T

au TEn s o 5]
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37. Click Notes and Attachments

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

Add Attachment =E
Here you can upload an attachment. You have to assign it to eit] general data or to an item
File: |C\Usersicg539448\Desktq| Browse . |
Description: Bid Tabulation Form
AssignTo. * General Data ||
Visible Internally only: ["] Keep this attachment internal

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

Add Attachment =B

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

[C:\Usersica5394481Des|
I-?:scriptiom: [P1 Request to Purchasd
Assign To: * General Data | w
Visible Internally only: [ Tkeep this attachment internak

(3) 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: [

Keep this attachment internal
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(4) Select the OK button to return the file to the Notes and Attachment display.

Add Attachment El m

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

File: |Cr\Users\cgs39448\Deskto| Browse. . |
Description: |Bid Tabulation Form |

Assign To: * (General Data_ [

Visible Internally only: | | Keep this attachment internal

" [oK][Cancel]

5) The system will display the added document to the table below

[Add Attachment || Edit Description || Versioning 4 || Delete || Create Qualiication Profle |
y D File.

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

48. ciick [Cheek_
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Create Purchase Order

. -....“_, - . _Mf...:“:--- S e e A L — A= Bs -5 A s w1 ) e S = et Y

1 Purchans trter a SECument rumtar MO000004T 8 ot

) (5] [Cone] | [Fothwmer] | [Shaca] (Ermoet] (o] [Fork] [Sysem mibrmation ] [ rusie mary Snapont |

49. Click [Order
Display Pu

Lte st Custgent Adsenco Cutpt Bugon 4008 va
Seton | ] © e | 3

. TC

(1) et s et comtan eyt

([ | [(Feiecew] | [Sabeen] | [Shoet]) (Siww oy Touks ) [Copy ) (Epor) [Frviem mibematon) [Crosie Wemery Snapanet

50. Click [Close .
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