State of Connecticut
DAS — Procurement Services

A

CTsource Training 3
Contracts/Master Agreements

January 27, 2021

Welcome to CTsource Training 3: Contracts/Master Agreements. This is the third
training provided to you by the State of Connecticut — DAS Procurement Services
CTsource Training Team.




CTsource Training 3

Utilizing Contract Management functionality
= Create Contract
= Contract Notifications/Reminders
= Attach Documents
= Amendments

Utilizing Master Agreements
=  Generate Solicitation from Master Agreement

CTsource Training 3 Contract Management Master Agreements

“
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During this training, we will cover creating a contract, contract management

functionality and utilizing contract notifications/reminders, and attaching documents.

This training will also cover functionality for Utilizing Master Agreements which

includes creating solicitations from Master Agreements, evaluating and awarding.

You may follow along with the PowerPoint slides. Each of the sections is hyperlinked,
simply press Ctrl key on your keyboard and click your mouse to follow link. The page
numbers (slide numbers) are listed as well. At the bottom of the screen you will find
“breadcrumb” tabs in the ribbon: Contract Management and Master Agreements.
When a new section begins, the color of the tab will change and will indicate which

section you are in.




State of Connecticut +

Solicitations v | Contracts=  Approval> Analytics» Vendorsv Adminv

Create new )
News and Informia My Links
View Current
View Archived
Add New Link

Welcome to WebProdl

B

State of CT Bid Board[5tg Contract Search (NEW)
https://webprocure-sjage:perrectcomrwp-wep-punnc/ef/#/bidboard/search?
searchterm=*&customerid=51

State of CT Contract Board Stage Link:

https://webprocure-stage.perfect.com/wp-web-publicfen/#/contractboard/search?
searchterm=*&customerid=51

CTsource Training 3 Contract Management Master Agreements

From the Contracts dropdown menu, you may Create New, View Current, View
Archived, and perform a Contract Search to review and manage a contract.

[DEMO]




Solicitations v | Contracts=  Approval> Analytics» Vendorsv Adminv

Create new
News and Informa
View Current

Welcome to WebProcure  View Archived
3 Add New Link
st C_bT Bid Board stz Contract Search (NEW) -

https://webprocure-stage;perrectcomrwp-wen-pupnc/en/#/bidboard/search?
searchterm=*&customerid=51

State of CT Contract Board Stage Link:

https://webprocure-stage.perfect.com/wp-web-publicfen/#/contractboard/search?
searchterm=*&customerid=51
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State of Connecticut +

To search for a contract, start from the Home screen. Select View Current Contracts

from the Contracts dropdown menu OR select Contract Search.




CTsource Training 3

o e o
Issued/Active/Expired Authorized
Contract Search Date Range Contract Admin Organization Organization
Q | searchby keyword - | LsaRol.- Al All-
T Applied Filters Showing from 1to 5 of S [ Page 1] #SortBy- 3G Relevance
 Status 2020FY10001-01 | 2020_Training 3_Sample Contract for Services (1o0% H
Ounissued (5) Nov 18, 2020 to Nov 17, 2021 4 Edt
(s I«
Status: ¥ Unissued | # Do not dispatch e oy
8 ABC Company § = it
= v
= Contract Type ¥ Delete
W Tags- #Private 9 contract History
D Goods and Services Contract (5) -
& Contract Release
& Generate Procurement Profile

Contract Management Master Agreements

To search for and find a contract to Edit, Copy, Print, or Delete, use the Contract
Search fields to enter search criteria or applying filters. Hover over icons or symbols

to view their meaning.

Once you locate the contract, click the three vertical dots and choose an action from

the pop-out window.

[DEMO]



State of Connecticut +

Solicitations v | Contracts=  Approval> Analytics» Vendorsv Adminv

;
View Current

Welcome to WebProcure  View Archived

3 Add New Link
Stale.of GTBId BOIVd SE Contract Search (NEW) -

https://webprocure-stage;perrectcomrwp-wen-pupnc/en/#/bidboard/search?
searchterm=*&customerid=51

State of CT Contract Board Stage Link:

https://webprocure-stage.perfect.com/wp-web-publicfen/#/contractboard/search?
searchterm=*&customerid=51
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To create a contract directly in the Contract Module (that is not a result of a
solicitation), start from the Home screen, select Create new from the Contracts
dropdown menu. [DEMO]




Contract Management

A solicitations»  Contracts»  Approval™  Analytics»  Vendors~  Admin =

Contract - Header Information

———)p  HEader Notifications Contract Clauses Catalog Items Attachments

Authorization

Please enter the information requested below. Then dlick the Next Step button to proceed

General Information

Contract Type * Contract Number *
—Select One- v

Contract Visibility* Status
Private . Unissued

Title *

Detailed Description

CTsource Training 3 Contract Management Master Agreements

The Contract — Header Information page opens. The system requires you to step

through each section within the contract navigation bar. All fields with an * (asterisk)

are required.

[DEMO]



W) Contract Management

Contract - Header Information

Heade:

quested below. Then click the Next Step button ta p
General Information
o ontract Number ¥
C

Master Contact s £ Do 1ot dispatch Contract

[ Enable Contract s RoundTrip [ P-Card Accepted

Organizat

CTsource Training 3 Contract Management Master Agreements 8

Select Contract Type; enter Contract Number.
WebProcure defaults to Contract Visibility*: Private; if the contract should be
displayed on the Contract Board change to Public.
Notice the Status is Unissued. This contract will remain in the Unissued status
until it is submitted and approved (and based on approval workflow).
Enter the title of the contract in the Title field and a description for the
contract in the Detailed Description field.
Select appropriate identifiers, for example if P-Card is accepted as payment
for this contract. NOTE: Dispatch Contract refers to emailing the contract to
the supplier’s contact identified in their profile.
WebProcure defaults to your name as Contract Administrator, but you may
select another name within your organization using the dropdown menu.

[DEMO]




) Contract Management

Commaodities

-

—>

—=

Selected Categories:
* & Education and Training Services (85000000)
* O Specialized educational services (85130000}

= O Training planning facilitation and delivery services (86132100)
~ & Training planning and develapment consuitancy service (86132102)

CTsource Training 3 Contract Management Master Agreements S

Click on Commodities and the Select Contract Commodities window opens.

Type in keyword. Click Search. Find and select appropriate description/code. Include
any and all header category codes to aid with any future contract search.

Click Close. The Selected Categories will populate in the Commodities window.



Contract Management

Contractor *
— P —5

Name @ httpsy//webprocure-stage.perfectcom/SearchSupplier/state/ct’sname =ABC%20CompanyfforceSe... &, DUNS

ABC Company Supplier Search

Supplier Name *

= ABC Company
O Advanced

-~E3E3
{Dmngiu:\ne’.\:.‘\:. [Re?wan(e VA:.non
=P 45C Company = > o
ABC Co. - O
Calamari Recycling Company inc. Same 35% o
¥iping and Company ¥PO 3% o
XYZ Companies = 1% o
CTsource Training 3 Contract Management Master Agreements 20

Click Search Contractors and search for contractor/supplier. Contractor must be
registered in CTsource and approved.

Type in the Supplier Name field. Click Search. From the results, select the supplier by
clicking on the green checkmark.

[DEMO]



‘ Contract Management

Contact Type Contact Name Email Address Phone
Main Contact Mary Smith julie.bernosky@ct.gov 860-713-5142
Contract Contact Mary Smith julie.bernosky@ct.gov 8607135142
x
— EEE
CTsource Training 3 Contract Management Master Agreements

The main and contract contacts from the Supplier portal will automatically fill, if
available. Only the supplier can modify this information on their portal.

You may enter any additional contact information by completing the fields: Contact

Type, Contact Name, Email Address, and Phone. Click Add Contacts.

Add or delete as necessary and additional contact information you have added. (You

may delete a contact by clicking the red “x” at the right.)

[DEMO]
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Insurance Category Policy Number Carrier Effective Date Expiration Date
— ect Or - =} =

l

Insurance Category Policy Number Carrier Effective Date Expiration Date
=P General Liability v 12345678-0012 American 11/23/2020 [ 1142212021 B
~Select One - v t i t Date B®
CTsource Training 3 Contract Management Master Agreements 12

Insurance related to the contract is added and managed only at the contract level.
This information is not required to complete; however, if you enter values in one of
the fields, you must complete all fields in the row.

To identify an Insurance Category, select from the dropdown: General
Liability, Automotive Liability, Professional Services Liability, or Other. Click on
the dropdown menu and make your selection.

Enter the Policy Number and Carrier name if you feel it is necessary for your
organization to track this information. NOTE: DAS Procurement Contract
Specialists only enter an * in the fields to satisfy the system requirement for
entry.

Enter the Effective Date and Expiration Date in the appropriate fields. NOTE:
Email notifications are sent to the buyer and supplier regarding expiration
date information.

Click Add Insurance when finished with a row to add all appropriate insurance
policies.

[DEMO]
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Pricing Information
Pricing Type *
| Fixed Price " Hide Contract Value : n D ]
Total Value Condition * Total Value (USi]/
—  Fixed v 50,000.00
Retainage Type : [
Retainage Amount (USD) Retainage Notes /
—10,000.00 Retainage amount of §10,000.00 will be paid to Supplier upon receipt of final
invoice after all deliverables have been accepted and approved.
Vs
CTsource Training 3 Contract Management Master Agreements B

Pricing Information:

Select Pricing Type and Total Value Condition from the dropdown menus.
Select Yes/No to Hide Contract Value — this determines whether or not it is
displayed on the Contract Board

Enter Total Value (USD) — if using approval workflow based upon Total
Contract Value Workflow, a value must be entered in this field.

Determine Retainage Type [Off/On] represent amount versus percentage,
enter Retainage Amount or Percent as applicable and Retainage Notes. You
may enter data in these fields for information purposes only. The State of
Connecticut does not use the payment module to enforce this information.

[DEMO]
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| Contract Management

Initial Expended Value (USD)

— (000
‘Cumulative Expended Value (USD) % Value To Go
0.00
Payment Terms * Payment Notes
— | Net 45 Days - Standard et 45 days. /
Delivery Terms * Delivery Notes /
—p | N/A; MOt Applicable v Service delivery)
Other Notes /
CTsource Training 3 Contract Management Master Agreements 14

Pricing Information (continued):

The Initial Expended Value (USD) does not apply for the State of Connecticut it
is related to the Purchase Order module.

Select payment and delivery terms from the Payment Terms and Delivery
Terms dropdown menus. Please note: Additional delivery and payment
terms cannot be added to the dropdown options. Select the field option: “See
Delivery Notes” or “See Payment Notes” and enter the pertinent data that
applies in the text box. Enter appropriate notes in the Payment Notes and
Delivery Notes fields.

“Other Notes” field is for any additional information pertaining to the contract
for INTERNAL purposes/viewing only.

[DEMO]
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Y Contract Management

Contract Period

\Issue Date * \Award Date * \Effec(ive Date * \Expiratinn Date *
11/17/2020 ] Select Date s} Select Date 1] Select Date ]
Potential Final Expiration Date
Same as Expiration Date
Select Date ]
CTsource Training 3 Contract Management Master Agreements i

Set the Contract Period by entering Issue Date, Award Date, Effective Date and
Expiration Date. You may use the calendar icons to navigate the calendar.

WebProcure defaults the Potential Final Expiration Date to be the Same as Expiration
Date. If these are not the same dates, deselect and enter the appropriate date. This
is a great feature to display multiple year contract terms.

[DEMO]
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Custom Fields

) Contract Management

w SectionTitle:  Contract Additional Information

Agrees to Supply Political SubDivisions

Yes v

Core Catalog Item Contract

No v

Emergency Contract

Secton e
Add skt
Mo ~ [
— W

— E |
8 o [ s
CTsource Training 3 Contract Management Master Agreements

You may bypass Custom Fields.

If desired, add new fields and or new sections. The information shown on the slide is

an example for your reference and what DAS Procurement Services uses for their
contracts.

Click Next Step once finished adding fields/sections.

[DEMO]
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; Contract Management

Contract - Notification

Header Notifications or ause: Catalog Iter Author T

Amendment Notification

Agency Email Email Recipients (Please separate email addresses with a semicolon)

Irolik@civicinitiatives.com —_—

Event Notifications

Number  Type Trigger Agency Email Contractor Email
o Total Value & = o
s0 Irolik@civicinitiatives.com julie.bernosky@ctgov
—
e Effective Date — 5 Iralik@civicinitiatives.com julie.bernosky@ct.gov
3. Expiration Date > 2 Irolik@civicinitiatives.com Julie.bernosky@ct.gov
& Insurance and Certification Expiration 30 Irelik@civicinitiatives.com ulie bernosky@ct gov
CTsource Training 3 Contract Management Master Agreements 27

In the Notifications section of the contract, enter email addresses for those who
should receive an Amendment Notification. WebProcure defaults with your email
address for Agency Email. If adding multiple email addresses in the Email Recipients
text box, do not separate the email addresses with any spaces; only separate by a
semicolon.

Event Notifications: Enter a Trigger for each Type of notification. The Agency Email
and Contractor Email default to the email addresses per the Header section of the
contract. (Total Value does not apply for the State of Connecticut.)

Add any additional notifications by clicking on Add Notification from Library button in
the Custom Notifications field. This information is currently established and managed

at the DAS Administrator level. Please contact DAS for more information.

Dispatch Email Content — You may override the standard email that WebProcure
sends to the supplier by changing the toggle switch to Yes.

Once all entries have been entered Click Next [DEMO]
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Contract Management

Contract Clauses

Header Notifications Contract Clauses Catalog Items Attachments Authorization

Enter one or more clauses. Preset clauses (if any) applicable to this contract type have been automatically added.

= Section Title: Contract

¥ Contract Terms

rlease see attached documents for contract terms. I

Add Field
~_
)

CTsource Training 3 Contract Management Master Agreements

Contract Clauses will be future functionality in terms of using Document Library
clauses. Click Next.

[DEMO]
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) Contract Management

O _ Other
BB & |[%-]|= = m|m|x2
[B 1 8 L|= =% %19/ x=2a|s-l[a 8]
FREE FORM TEXT - Add any additional insurance types and requirements
_> Field: Field Type :
] Select Field Type .2

CTsource Training 3 Contract Management Master Agreements

However, you may include other requirements and Add Field to add more clauses.
Select Field Type. You may also delete by clicking on the trashcan icon.

[DEMO]



) Contract Management

= Section Title: SIGNATURES.
v
The parties are exacuting this Contract on tha data balow their respective signatures:
@B @ « /%= mm
(818 Llzm s n[Esans=-|ans

Name: JOSEPH RUBIN

Tiie' ASSISTANT DEPUTY ATTORNEY GENERAL

Date:
body p
——
= Section Title:
—>

|
—— E3EEES

CTsource Training 3 Contract Management Master Agreements 20

You may also Add New Section. Or you may delete the section by clicking on the
trashcan icon.

Select Next to move forward to the next section Catalog Items.

[DEMO]
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) Contract Management

Header Notifications Contract Clauses Catalog items Documents

Contract Item List

The supplier does not have any available catalogs for selection at this time.
Please click on 'Next Step’ to continue or add a new catalog.

Authorization

—EIEEE

CTsource Training 3 Contract Management Master Agreements 22

This feature could be available to your organization if using item spec functionality
(DAS is not using this functionality). Click Next to continue to the next section

Documents.

[DEMO]
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) Contract Management

Contract Documents

Header Notifications Contract Clauses Catalog Items

select | Type | Visibility

Document Name

CTsource Training 3 Contract Management

Attachments Authorization
[N Add Documents From Library | Upload New Dacuments
Upload Date I Delete
——ECZ3E

Master Agreements

Though there are two functions in this section, Add Documents from Library and
Upload New Documents, the document library will be determined by your

organization’s administrator.
Select Upload New Documents.

[DEMO]
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Contract Management

2]

Dersonal Mo . =T
B httpsy//webprocure-stage.perfect.com/LoadContractDoc/state/ct7ac=display8icontractid=559 S

! Upload Document

To upload a new document click on the Browse button. The Choose 3 File window will appear, Make
sure that you have "All Files* selected in the File Type drop down. Browse your computer to find the
file you want t upload. Select the document and dlick the Open button. The Choose a File window

will close. Repeat the process for up to 5 documents. Finaily click the Upload button.

Browse ...

JHARE

CTsource Training Outiine.docx

— e

CTsource Training 3 Contract Management Master Agreements

Click Browse... button. Locate file you wish to upload. Click open. The file will

populate in the Upload Document screen. Click Upload.

[DEMO]




M) Contract Management

Contract Documents

Header Notifications Contract Clauses Catalog Items Attachments Authorization

Add Documents From Library | Upload New Documents
e e e S TN
ta)

CTsource Training Outline.docx Dec 21,2020 ]

[ visible to Contractor

Lo [ s Lo

CTsource Training 3 Contract Management Master Agreements 22

Back on the Contract Documents screen you will find the newly uploaded document.
Check whether you would like to make this document is Private and/or Visible to
Contractor or Public. Use the toggle switch to change the visibility to public. You also
have the ability to Delete by clicking on the trashcan icon.

Click Next when ready to move forward to the Authorization section.

NOTE: When saving/naming documents, DO NOT USE special characters in the file
name or the file will not display on the Public Contract Board.

[DEMO]
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) Contract Management

Contract Authorization

Header Notifications Contract Clauses. Catalog Items Attachments

ns with access to the Cantract. Selecting an Organization wil automatically select all of its Sub-Organizations. Remove access to

Total Contract Amount:50,0¢

0 Authorize the Head fon (State of Connecticut) to administer the Contract regardiess of the settings below
m—  piggyback Contract @
—p  Cooperative Contract @

Authorized to use [ Authorized Amount (USD) Release Limit (USD) Release Minimum (USD)
Contract
(8] 0.00 0.00 0.00

State of Connecticut

A CTsource Training Entity 0.00 0.00 0.00
SN, s | rrere | s [
CTsource Training 3 Contract Management Master Agreements =

On the Contract Authorization screen, “Total Contract Amount” displayed here is
being pulled from the Pricing Information section of the Contract Header Information
page. The check box is not applicable for the State of Connecticut as is relates to the
Purchase Order module.

Click the toggle switch to Yes if Piggyback Contract and/or Cooperative
Contract is applicable; this is for information/reporting purposes only.

Click the check box for the organization “Authorized to Use Contract”; this is
also for informational purposes and will be displayed/searchable on the
Contract Board or under Contract Search (New) functionality. Selecting the
check box in this column will assist with reporting functionality.

Click Finished and you move to the Summary screen.

[DEMO]
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# Solidtations~  Contrads~ Approval>  Analytics  Vendorsw  Admin~

—) it Header Edit Notification Edit Clauses Edit items Edit Documents  Edit Authorization

Contract Summary: 2020FY10001-03 - 2020_Training 3_Sample Contract for Services m
—_—
General Information Key Contract: : a
1ssue Date November 17,2020
Status Unissued
Title 2020_Training 3_Sample Contract for Services
Access Private
Description
Contract Administrator
Email Address.
Organization
Request Number
Solicitation Number
Enable Contract as RoundTrip No
P-Card Accepted No
Contract Dispatch Yes
CTsource Training 3 Contract Management Master Agreements 28

The Summary provides the opportunity to review all the information you have
entered. If the information is correct, you may select Submit to post to the Contract
Board at the Effective Date entered on the header page. If your organization has
established approval workflow, Submit will send the contract for review and approval.

If the information requires a revision you must use the Edit functionality within any
section or the top ribbon of the page in any order. After completing your revision to a
section you will select Save and must click the Summary page in the top ribbon to
access that page to then select Submit.

[DEMO]
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Contract Management

Contact Type Contact Name Email Address
Main Contact Mary Smith Julie.bernosky@ct.gov
Contract Contact Mary Smith julie.bernosky@ct.gov
Insurance Category Policy Number Carrier Effective Date
General Liability 12345678-0012 American November 17, 2020
PO Dispatch Do Not Dispatch
Dbnsuibu:ms Total Distriburars: 1

Contract Diversity Information

Diversity Allocation

(MBE) Minority Business Enterprise 25%

Supplier Diversity Information

CTsource Training 3 Contract Manage ent

Header Information continued.

[DEMO]

Phone

8607135142

8607135142

Expiration Date

November 22, 2021

Name Diversity Allocation

27



Pricing Information
Contract Type

Pricing Type

Total Value Condition

Total Value (USD)

Hide Contract Value
Retainage Amount (USD)
Retainage Notes

Initial Expended Value (USD)
Cumulative Expended Value (USD)
% Value To Go

Payment Terms.

Payment Notes

Delivery Terms

Delivery Notes

Other Notes

Contract Period

Award Date

Effective Date.

Expiration Date

Potential Final Expiration Date

Custom Fields

' Comtrac Additional Information [3 Fields(s)]

CTsource Training 3

Contract Management

Contract Management

Goods and Services Coniract
Fixed Price

Fixed

50,000.00

No

10.000.00

payable upon receips of sl received and approved deliverables
0.00

0.00

100,00

Net 45 Days

Free On Board Destination

November 18, 2020
November 18, 2020
November 17, 2021
November 17,2021

Master Agreements ze

Header Information continued.

At the end of the Header Information section, you may click on the Edit button should
you wish to enter directly into the Header Information section from this point on the
screen without having to return up to the contract navigation bar.

[DEMO]
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CTsource Training 3

Contract Management

Contract Notifications

Amendment Notification

* This contract has no Amendment Notification

Event Notifications
Type

Total Value

Effective Date

Expiration Date

Insurance and Certification Expiration

Custom Notifications
Name Event Date

Notice of Award 2020-11-17

Dispatch email body

Trigger Agency Email
50 Irolik@civicinitiatives.com
5 Irolik@civicinitiatives.com
30 Irolik@eivicinitiatives.com
30 Irolik@civicinitiatives.com

Agency Email

Irolikg@civicinitiatives.com

Contractor Email
julie.bernosky@ct.gov
julie bernosky@ct.gov
Julie.bernosky@ct.gov

Julie.bernosky@ct.gov

Contractor Emall

Julie.bernaskydct.gov

State of Connecticut has created Contract 2020FY10001-03 2020_Training 3_Sample Contract for Services for your review. To access this contract. click the link befow

and login to WebProcure powered by WebProcure,

Contract Management

Review Contract Notifications.

— 0

Master Agreements

At the end of the Contract Notifications section, you may click on the Edit button
should you wish to enter directly into the section from this point on the screen
without having to return up to the contract navigation bar.

[DEMO]
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) Contract Management

Contract Clauses

" INSURANCE PROVISIONS (5 Fieids(s)]
SUBCONTRACTORS [0 Fields{sl]
' SIGNATURES [1 Fields(s)]

|.

Catalog Items

Contract has no Items

Document

|.

Type Document Name Upload Date
v CTsource Training Cutline.docx Now 17, 2020
—E
CTsource Training 3 Contract Management Master Agreements 20

Review Contract Clauses, Catalog Items, and Document sections.
At the end of these sections, you may click on the Edit button should you wish to
enter directly into these sections from this point on the screen without having to

return up to the contract navigation bar.

[DEMO]
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| Contract Management

Authorization

Piggyback Contract No
Cooperative Contract No

Organization

Children and Families

|.

Performance assessment

*No data found

~
CTsource Training 3 Contract Management Master Agreements 22

Review Authorization.

You may click on the Edit button should you wish to enter directly into the section
from this point on the screen without having to return up to the contract navigation
bar.

You have options to View History, Approval Preview (if your organization elects to use
approval workflow), Submit, and Close.

Click Submit to post the contract to the Public Contract Board. The contract will post
on the effective date entered in the Header of the contract.

Just as in Training 2: Solicitations and verifying the solicitation posts on the Public Bid
Board, do the same for contracts.

[DEMO]
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Welcg

State

httpsi
seare|

State

https

CTsource Training 3

If you choose to creater a contract from a solicitation, from the Solicitations

Contract Management

#

Solicitations» = Contracts~  Approval»  Analytics~  Vendors »

Formal Solicitations =
Create LIS

View Current
Review / Award

View Archived
miwp-web-public/en/#/bidboard/search?

Informal Solicitations
Create K

View Current mAwp-web-public/en/#/contractboard/search?

Sea "[l Review fAward
View Archived

| solicitation Import

Solicitation Search (New)

Admin v

Contract Management Master Agreements

State of Connecticut »

dropdown menu, select View Archived and search for the solicitation.

[DEMO]
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Contract Ma

nagement

Retracted/Canceled Solicitations

Past Informal Solicitations that have been awarded.

CTsource Training 3

112 - RFP Test L Peccerillo-Hills

123TestAA & Solicitation from Contract - 123Test G Gagne

123TestAB e Solicitation from Contract - 123Test G Gagne

15 &n Solicitation from Contract - 00001MA Y Osser

16 Solicitation from Contract - 00001MA Y Osser
— 20PSX0124 Demonstration for DAS G Gagne

Nov 13, 2020
11:00 AM EST

Jun 02, 2020
215PMEDT

Jun 02, 2020
215 PM EDT

Jun 03, 2020
6:00 AM EDT

Jun 03, 2020
6:05 AM EDT

Nov 12, 2020
8:00 PM EST

Contract Management Master Agreements

Under Finalized Solicitations, click the solicitation # hyperlink.

[DEMO]

Nov 13, 2020
1:00 PM EST

Jun 02, 2020
230 PM EDT

Jun 02,2020
2:30 PM EDT

Jun 03, 2020
6:30 AM EDT

Jun 03,2020
6:25 PM EDT

Nov 12, 2020
10:00 PM EST

33



Contract Management

Edit Informal Solicitation View : 20PSX0124 - Demonstration for DAS (Informal)

Header Information

Sub-orgarizazons are ot invited to participate in quoe.

Contact Gerklyrne Gagne

Tek: 860-713-5112
gertiynne.gagneBcrgor
Vendor G4 Dses o Enitiie
November 12 2020 ¢ 8:15:00 PM EST November 12, 2020 a¢ 9:43:00 PM EST
‘Ouration Dates. Start ate énd Due.
Nevernber 122020 0t 8:00:00 PM EST November 12, 2020 ot 10:00:00 PM EST
Title Demanstranon for DAS
Solicitation Type Request for Propasal (RFP)
Who can see this bid? Evaryore
Who can respond to this bid? Al Vendors:
Estimated Total Value $75,00000
Dexripon Demensiravon for DAS stff for REP pracess
Justification Req# 1354, dote 11/1/20 and strer jussficstion
Justification Attachments.
‘Vendor may e-mail buyer directly No
‘Solicitation Categories ¥ Education and Training Services (B5000000)
Delivery Terms. NiA: Not Applicable
Payment Terms. Vendor Specified
Custom Fields
" Elecironic Signature 4 Frelds(s)]
Cromeany -
m Award Reversal Generate Contracts View Audit Detail m
Ll | nrmr
ini 34
CTsource Training 3 Contract Management Master Agreements

The Edit Solicitation page opens. Scroll down to the bottom of the page and select
Generate Contracts.

[DEMO]
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) Contract Management

Will this contract be a Master Contract?

Note: These contracts cannot have Catalog content and are used to establish 3 pool of vendors to receive and respond to statements of work (SOW.

Award Contract to Vendor

Select  Supplier Name Contract #
® Grainger

NAPA

Would you like to generate catalog from Selicitation line items?

Note : You will be able to select line items from the solicitation to be attached as catalog items in contract.

BE

CTsource Training 3 Contract Management Master Agreements 25

Answer the following questions: Master Contract should be No (at this time); Award
Contract to Vendor select radio button for awarded supplier and click Next; lastly
Catalog Contract should be No (at this time).

[DEMO]
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Contract Management

Contract - Header Information

Header Notifications Contract Clauses Catalog Items Attachments Authorization

Please enter the information requested below. Then click the Next Step button to proceed.

General Information

Contract Type * Contract Number *
—Select One— v

Contract Visibility* Status
Private v Unissued

Title *
Dairy Test

Detailed Descrintion

CTsource Training 3 Contract Management Master Agreements

The Contract — Header Information screen will open.

By generating a contract from a solicitation, WebProcure will transfer information
from the solicitation. You may override the information if needed.

Continue to the same process steps as in creating a contract within the Contract
Module.

[DEMO]
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) Contract Management

Current Contracts
Contractor Organization Contract Admin Status Content
Q A CTsource Training Entity M ALL ~ ALL v ALL &

Commaodity Authorized Organization Contract Title Contract Number

Q ALL . 122120
EI=
Cnmracl 1% | Title Contractor Organization Effective Expiration Actions
Date Date
20 ¢ Training 3 Training Supplier 1 § A CTsource Training  Geri-Lynne December 21, December 20, ¥ Active
Demonstration Entity Gagne 2020 2021
© Create Amendment
© Request for contract amendment
D copy
& print
& Redispatch
@ cancel
& Approval Map
9 Contract History
& Contract Release
& Generate Procurement Profile
CTsource Training 3 Contract Management Master Agreements 27

To amend a contract after it has been approved and active, go to View Current and
use the search filter to bring up the contract details. Click the ellipsis under the
Actions column and select Create Amendment.

NOTE: Making any changes to any exiting contract will result in an amendment to the
contract and the application will automatically notify the supplier via email upon the
effective date of the amendment.

In an effort to easily track amendments, DAS uses the Custom Fields section on the
Header to identify specifics for the amendment. It is up to your organization as to
how you want to manage this process. On the Notifications page you are able to
modify the email that is sent to the supplier to report amendment details. The
system also tracks via the contract history and audit functionality changes to the
contract. More information related to amendments may be found in resource
documents on the DAS website.

[DEMO]
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) Contract Management

M solictations~  Contracts = Approval>  Analytics~ Vendors» Admin~

P> EditHeader EditNotffication EditClauses Edititems EditDocuments Edit Authorization

Contract Summary: 2020FY10001-01 - 2020_Training 3_Sample Contract for Services

Header Information

\ ‘

EIED

CTsource Training 3 Contract Management Master Agreements

If you choose to Edit a contract, once you click on Edit, you will be taken directly into
the Summary of the contract. Notice the contract navigation bar. You may edit from

here, saving your changes.

At the bottom of each section you choose to edit, there will be a Return button and
Save button. Save your work. Click Return to return to the Summary screen and click
Submit to send the amendment to the supplier and the Contract Board.

[DEMO]
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CTsource Training 3 Contract Management Master Agreements

You may create a contract either from the Solicitation module or the Contract
module.

Follow the steps as identified in the process flow.

[DEMO]
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¥) Master Agreements

Public Solicitation Solicitation Awarded

Master Contract Created

CTsource Training 3 Contract Management Master Agreements

DAS Procurement Services is the only org using the Master Contract feature in
CTsource. As briefly discussed when creating a contract from a solicitation, one of
the options was to select whether the contract would be a Master Contract.

Master Contracts essentially serve as a pool of qualified suppliers who are then
allowed to bid on a subsequent Statement of Work (SOW) or Work Orders during a
formal or informal solicitation process. This allows for expedited ordering of goods
and services by working with pre-qualified, capable suppliers, ensuring the best and
most competitive prices. DAS Procurement Services utilizes the Master Contract
functionality for their multiple supplier awarded contracts accessible to all using State
Agencies and Political Sub-Divisions.

This flow chart provides an overview of the process.
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Solicitations v

News and Informat

Welcome to WebProcure
State of CT Bid Board Stz

https://web
searchterm=

State of CT Contract Board

https:

CTsource Training 3

Contracts v

Create new

View Archived

Contract Search (NEW)

g€ PEITECTCOMWP-WED-pUDIC/en/# /bidboard/search?
erid=51

Stage Link

/webprocure-stage.perfect.com/wp-web-public/en/#/contractboard/search?
searchterm=*&customerid=351

Contract Management

Approval =

—

State of Connecticut v

Analytics  Vendorsv  Admin~

Master Agreements

Please note: Users must be granted Contract Management permissions to “Create
Solicitation from Contract” in order to perform this functionality. Please see your
CTsource Administrator to be granted permissions.

Starting at the Home screen, select View Current from the Contracts dropdown menu.

[DEMO]
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" Solicitations*  Contracts »

Current Contracts
Contractor

Commodity

o001 § Clause Library

Review

00001AB § | Welding
Equipment &

CTsource Training 3

Approvalv  Analyticsw  Vendors >

Organization

State of Connacticut A
Authorized Organization

ALL ~

ABCCo. § & State of

Connecticut

Elue Green Enterprises LLC {§ State of

Connecticut

Contract Management

Admin ~

Contract Admin Status ontent
ALL v ALL Master Contracts
Contract Title Contract Number

e ey

ca ntract Title Contractor Organization Buyer Effective Expiration Status Actions
Date Date

GeriLynne June 29,2020 June 28, 2021 T Awaiting
Gagne Approval
Geri.Lynne November October 31, T Unissued
Gagne 01,2017 2020

Master Agreements

The Current Contracts screen opens. From the Content dropdown menu, select
Master Contracts and click Submit. Use other filter options to assist with your search.

[DEMO]
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Current Contracts

CTsource Training 3 Contract Management Master Agreements =

Only State of Connecticut Master Contracts should be populating the screen now.
Search for the master contract with which you wish to create a solicitation.

As stated previously, only users with the assigned Create Solicitation from Contract
permissions will be able to create a solicitation from a Master Contract. The Master
Contract must be in Active status and the solicitation must contain line items.

You may do this by reviewing the list or by utilizing the search fields. Use the arrows
at the bottom of the screen to move forward and to move back in the Current

Contracts listing.
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Master Agreements

Current Contracts
Contractor Organization
a ALL
Commodity Authorized Organization
Al

provisions BesiSuppier § B Swteof

Displaying: 1-1/1

CTsource Training 3

For this search, “Provisions” (the contract title) was entered in the Contract Title field.
Notice that only that contract is now displaying. (If a new search is needed, click

Reset to begin a new search.)

Click on the contract number in the Contract # column. This will open the contract

summary.

Contract Management

Contract Admin
v AL
Contract Title
—r—(p  Provision:

Connecticust  Phil St Amand

Status

Contract Number

june 17,2020  June 17,2021

Master Agreements

Content

TAcive

m“
Date

‘.’ -
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Master Agreements

Contract Summary: YO2TEST99ITZO017ME - Master Agreement A-99-017 Take 2 ¢ E

Header Information
General Information xeycomnnc - [T
s 15,2004

tssue Dace

Number A.95.017: informass g Systems

i
i
&F

= informaton Technalogy Brosdcassing and Telecommunications (43000000)

Contraciar
< Awesome Suppiler &
< Candid Suppiier
< BestSupplier &
< Excellent Supplier
< Dashing Supplier

< Fantastico Supplier

CTsource Training 3 Contract Management Master Agreements

The Contract Summary page will open.

Scroll through the contract summary to review the Header Information.
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Pricing Information
Contract Type

Pricing Type

Hide Contract Value
Retainage Amount (USD)
Retainage Notes

Iniial Expended Value (USD)
Cumulative Expended Vaiue (USD)
Payment Terms

Payment Notes

Delivery Terms.

Debvery Notes.

Other Notes.

Contract Period

Award Date

Effective Date

Expiration Date

Posential Final Expiration Date

Custom Fields

Master Agreements

Migrated DAS Contract
No Limi

No

000

000

000

Net 25 Days

Frae On Board Destination

Lagacy Commodity CadesS020

b Contac Addicional Informasion [2 Fieldsisl]

CTsource Training 3

Review of Header Information continued...

Contract Management

46
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Master Agreements

Contract - Notification

Amendment Notification

Agency Email Emall Recipients (Please separate email addresses with a semicolan)

geri-ynne gagne@ct.gov

Event Notifications

Number Type. Trigger Agency Email Contractor Email
1. Total Value 0 GO geri-ynne.gagne@ct.gov yiping'osser@proactis.comyip
2 Effective Date ToGa gerilynne.gagne@ct.gov yiping'osser@proactis.comyip
3 Explration Date Ga geri-dynne gagne@ct.gov yipingosser@proatis.comyip
4 Insurance and Certification Expiration Days To Go geriynne gagne@ct.gov. yiping'osser@proactis.comyip

Custom Notifications

Name Agency Email Contractor Email
= e T A e
Nerit >1TAGLE

* No custom notifications have been added to this contract =

CTsource Training 3 Contract Management Master Agreements

Review the Contract Notifications and Contract Clauses sections.

47



SNECTICy

g

oe
)
QO &
FADMNS

Master Agreements

Catalog Items

Contract has no kems

Document

Contract has no Documents

Authorization

Piggyback Contract Na
‘Cooperative Contract No

Contract has no Authorized Orgs

*No data found
[crmsaomn | o] o |
CTsource Training 3 Contract Management Master Agreements

Review the Catalog Items, Document, Authorization, and Performance Assessment
sections.

Click Create Solicitation.
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Please select the type of Solicitation document that you would like 1o create:

—— ® Formal Soliiation

e © itormal Solctiadon

CTsource Training 3 Contract Management Master Agreements L

When you select Create Solicitation, a window appears prompting you to choose the
type of solicitation: Formal Solicitation or Informal Solicitation.

Select Formal Solicitation to receive sealed bids or Informal Solicitation. Click Create.

[DEMO]
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Solicitations =  Contracts >  Approval ~

w—p- Private Solicitation &

Informal Solicitation Header Information

Number *

Title *

Soliciation Type

Who can see this bid?

Calculate Estimated Total Value from Sum of Estimated Line tem Total Price

Estimated Total Value : USD

CTsource Training 3 Contract Management Master Agreements =0

When you select Create, WebProcure takes you to the Solicitation Creation pages.
You will be able to tell you are creating a Private Solicitation as this is identified.

Follow the instructions for creating a formal/informal solicitation from here. At least
one line item is required to be entered on the Item Specs page to save this type of
solicitation.

Please note: Only those suppliers from the contract will be allowed on the
solicitation. Additional suppliers may not be added to the solicitation, however, you
do not have to send the solicitation to all the suppliers in the pool and select only
those suppliers you would like to include. Only items that are in the contract
commodity category or categories may be added.

[DEMO]
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Master Agreements

Main e Fields Adedrional e

e Specifestion Name *
tem Specihcation Number

.............

lﬂmm»«.w(rqm and Sub Category ‘

Solicitation Respanse Options
+

Speaty Quantiy

Unitof Measure

priing Type

‘Specty Requested 8rand 5}

BEER  ceones
ot aninse s
e T

CTsource Training 3 Contract Management Master Agreements

This slide shows an example of a line item entry required for an informal solicitation
associated with a master contract. It is up to the organization as to how to set up the

line item, however, it is our suggestion to complete as follows:

* |tem Specification Name — Brief description of the informal solicitation

* |tem Specification Number — leave blank
* Manufacturer Name — leave blank
* Manufacturer Part Number — leave blank

* Description — Enter a more detailed description (e.g. Provide lump sum for

Statement of Work attached)

* Commodity Category — must be same as master contract commodities

* Specify Quantity — 1

* Unit of Measure — Lump Sum
* Remaining fields — leave blank
* Click Save
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Master Agreements

CREATE SOLICITATION FROM MASTER CONTRACT QUICK GUIDE
- sieps
P sep2 ey siend Inthe pop-up window,
select Formalfinformal
s

Create ar?
e Complete.
HEADER
page

Under Contract # column, scrollto the

4 Weanbes Detac from comect
from. QUESTIONNAIRE ¥ T e e
s to page displays ¢ Evahastion Type [Single Envelope)
5lons SOW dacumersis # Wha can et 7 davted Vendors Ol
¥ W can resgond to s is? e Vemdors
oty

Step 138

<

Sep 1A Calculate Estimoted TotalValue from Sum of

Estimates e e Pre (No)
PRy la;Madﬂw:-d:A:pmms:S{e;:t;h;:A:pc:raalm ¢ g o 50

s Sign 15.  at desirable step -> Update Descngron
select Approval Preview to oprow =P Z . e

approver Type f ta Approval Group  needed - Enter
Approval pa
TEM SPECS e " Individual Name/Group I text box -> cick Sellrt Ve sayfnct putic)

page displays

cratteLes w

SUPPLIERS
page displays

ck Next Step

L

p step 14

CTsource Training 3

Follow these process steps to create a solicitation from a Master Contract.
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Master Agreements

SOLICITATION EVALUATION & AWARD QUICK GUIDE

Step3 Step 4 Step 5 Step &

Under Formal or - Search solicitation by Solicitation
Informal, select Number, Date, Contract Admin,
/) etc. & select Filter Solicitation

Select Evaluate Supplier Responses.
Review the Evaluate and Award page;
click the radio button and continue to
view a summary behind each section.
stap 8 When using line items, the Total

Click the * Action Button
in far right column of the
row of the solicitation

Step 7
. i ) Award Summary Pop-up displays and
Click the. Select radio
i g Under Select Award Method, one must collapse chevron % to
eHion Butho 4| vuttonnexttothe IR select award radio button review details behind each section.
in far right Supplier(s) to

column of the
row of the
solicitation

award

This will move bid
to an award status.

(1) Paper Responses (skip); (2) youcan
select Review Questions -> Continue
(questionnaire info summarized here);
(3) you can select Review
Requirements - Continue (4) you can
select Review Documents -» Continue
N {see vendor documents submitted; to

manually summarize responses)

step 12

Finalize Bid page
displays. Enter Yes in
confirmation box at

bottom of page.

Generate Contract function is

Ninrpati il focated under Solicitations ~> Farmal
i b or Informal > View Archived
notfication of the award Only necessary if desired to create a
child contract associated with the
Master Contract

CTsource Training 3 Contract Management Master Agreements

Follow these process steps to evaluate and award a solicitation from a Master
Contract.
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Y Questions & Answers

* Please use the Q&A function at the bottom of the screen to ask
questions during the training webinar.

* We will answer as many questions as we can.

* All questions and answers will be posted on our website for future
reference, so please be sure to go to
https://portal.ct.gov/DAS/CTSource/CTSource

CTsource Training 3
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CTsource Training 3

e |

This concludes Training 3.

Please be sure to go to https://portal.ct.gov/DAS/CTSource/CTSource
to find recordings of all training videos.

For any questions after the webinar or to request a username and password
to the Stage Environment contact DAS Procurement Services by emailing:
das.ctsource@ct.gov

Thank you!

CTsource Training 3 55
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