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Welcome to CTsource Training 2: Solicitations. This is the second of three trainings
provided to you by the State of Connecticut — DAS Procurement Services CTsource
Training Team. This webinar is being recorded and will be available on the DAS
website. The Team is live and ready to answer any questions you may have after each
video demonstration. We encourage you to enter questions in the Q&A section of
this webinar and we will answer as many as time allows. All questions will be
answered and posted on our website along with this recorded training session.
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During this training, we will cover functionality for formal and informal solicitations,
building solicitations using attachments, and how posting to the Bid Board works
within CTsource. We will also cover managing the solicitation which includes posting
addenda and the Q&A Center. After the solicitation closes we will show you how to
evaluate supplier responses and award to supplier(s). Some of the functionality
discussed today is not required and it is up to your organization as to whether or not
you choose to take advantage of it. For example, it is not required to use the Q&A
Center or complete the award process. These processes may be performed outside of
CTsource as you may currently complete them today. We will highlight this
information when we discuss those sections.

You may follow along with the PowerPoint slides. Each of the sections are
hyperlinked. Simply hover over the link, press the Ctrl button and click your mouse to
follow the link. The page numbers or slide numbers are listed in the bottom right
corner. Also at the bottom of the screen you will find “breadcrumb” tabs in the
ribbon: Formal/Informal, Manage, Evaluate, and Award. When a new section begins,
the color of the tab will change and will indicate which section you are in.
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It is important to note that based on your organization’s procurement rules, your
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organization will determine how to use the functionality we are about to

demonstrate. We will be demonstrating the buyer role; not everyone viewing this
training will have access to complete these functions, however, all other roles have
the ability to view the results. This will be highlighted throughout the presentation.

There are two solicitation types from which to choose: Formal and Informal. These
are the same with one exception: the formal solicitation has functionality to enforce
the Sealed Bid requirement. This means that a solicitation cannot be awarded and
supplier responses cannot be viewed prior to the End Date and Time set up for that

solicitation.
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To create a Formal Solicitation, select Create from the Solicitations dropdown menu.

[DEMO]
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Number *
Tiie *
Solicitation Type
Evaluation Type *
Who can see this bid?
everyone
Who can respond to this bid?
Al vendors
Calculate Estimated Total Vaiue from Sum of Estimated Line tem Tatal Price:

Estmated Total Value ; USD

Description
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The solicitation window (WebProcure: Create Bid Form) opens. Just below the main
tool bar is the solicitation navigation bar with Header highlighted. The solicitation
navigation bar indicates the current step the user is in during the solicitation creation

process.

The system requires you to go through each step in the solicitation navigation bar as

you build the solicitation. All fields with an * (asterisk) are required.

[DEMO]
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Header
Formal Solicitation Header Information
Number *
Title ¥
2020_Training2_FormalSoliciationExample
Solicitation Type

Invitation to Bid (ITB)

Evaluation Type *

1]

Single Envelope

Wha ran caa thic hid?
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The solicitation number automatically populates. This may be overridden to reflect a
unique solicitation number.

Enter the name of the solicitation in the Title field. Select the type of formal
solicitation from the Solicitation Type dropdown menu.

Select either Single Envelope or Two Envelope in the Evaluation Type field.

A Two Envelope System separates vendor responses to Formal
Solicitations into two sealed bids, or envelopes: a technical proposal and a
price proposal. The envelopes are evaluated independently to ensure
procurement integrity and reduce the risk of pricing criteria unfairly
influencing the evaluation process. This process is typically associated

with Formal Solicitations of the Request for Proposal (RFP) type.)

[DEMO]
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Singie Enveiope
Who can see this bid?

— Everyone v
Who can respond to this bid?
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For solicitations posted to the public bid board (typically formal solicitation), select
“Everyone” from the dropdown menu of the Who can see this bid? and “All Vendors”
from the Who can respond to this bid? [DEMO]

For solicitations not posted to the public bid board (typically informal solicitation),
select “Invited Vendors Only” from the dropdown menu of the Who can see the bid?
and “Invited Vendors Only” from the dropdown menu of the Who can respond to the
bid?
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—)  Calculate Estimated Total Value from Sum of Estimated Line item Total Price

Estimated Total Value : USD

— | 50000
Description
—)p | Training courses using PowerPoint and live demanstration
Justification
— 1A
Justification Attachments
No Attachments
—
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Calculate Estimated Total Value from Sum of Estimated Line Item Total Price defaults
to No. This will not apply for bids without line items entered on the Item Spec page.

Enter the estimated total value of the solicitation in the Estimated Total Value field.
This value will not be visible to the suppliers and is only used for Approval Workflow
and Reporting.

Enter a description in the Description field. This field is used to provide an overview
of the products and services requested by your organization. The description allows
the suppliers to review for products and services at a quick glance so enough
information should be provided so that it can capture the suppliers’ interest when
viewing/participating in the solicitation. Maximum of 2,000 characters.

Enter a justification for the solicitation in the Justification field and attach any
necessary documents in the Justification Attachments field. These will not be visible

to the suppliers and is only used for Approval Workflow and Reporting.

[DEMO]
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Calculate Estimated Total Value from Sum of Estimated Line ftem Tot) B https//webprocure-stage.perfect.com/BMSBidJustificationDoc...
Estimated Total Value : USD. Upload Document
50000
To upload a new document cfick on the *Browse._” bustan. The "Chaase file” window
Training courses using PowerPoint and live demanstration will appear. Make sure that you have "All Files (% *)" selected in the *Flles of type”
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button. If you rieed to upload more than § documents, repeat the Add attachment
Justification process.
NA
File Name
Sttt ==
o Attachments m
# Add new document ———————
- 9
CTsource Training 2 Formal/Informal Manage Evaluate Award

PLEASE NOTE: The Add New Document functionality is the same throughout this
application. Should you click on the button, WebProcure will open the Upload
Document window for you to browse through documents available to you on your
computer or shared drive for uploading purposes.

[DEMO]
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Solicitation Contact *

—  Restricted Access

el (] This Solicitation will not consain any line items (Solicization Categories are required)
[ —— |
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The Solicitation Contact will default to the user creating the document. You can
search and update to add additional contacts or modify or delete what is there or
replace with a different person. Type another CTsource user name in the Find a
Contact box and select from offered choices; if not a CTsource user you must type the
information in the text box provided.

The Restricted Access will default to No. Any individual with the buyer role in your
organization will have the ability to edit your solicitation in your absence if needed. If
you are to be the ONLY user (or small group of specific users) to have access to this
solicitation, you may change this to Yes.

The check box for This Solicitation will not contain any line items is not checked by
default. If a solicitation is not going to contain any line items but rather be used as a
document passing vehicle between buyer and supplier, then check the box must be
checked. The bid process will occur based on submitted documents by the

suppliers. If this box is checked, then header level categories are required. At this
time we are recommending to always check this box to post solicitations without line
items to the Bid Board. Item Spec functionality may be used by your organization in
the future and you may request additional training or resources at a later date.

[DEMO]
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] This Solicization will not contain any line items (Solicitation Categories are required)

| Select Solicitation Categories
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Solicitation Categories are required in order to save your solicitation and invite
suppliers to view the opportunity. Suppliers that have registered with matching
categories will receive an email invitation. BizNet used commodity codes that were
developed in-house and are only applicable to the State and not applicable in other
states. In CTsource, UNSPSC codes are used. UNSPSC stands for United Nations
Standard Products and Services Codes.

To enter a category for the solicitation, click on Select Categories and the Select
Solicitation Categories window opens. You can search for specific categories and clear
that search. Select the highest level of the category that pertains to the solicitation.
By doing so, all vendors that have selected lower-level categories in their supplier
profile will be included in the solicitation invite. [DEMO]

11
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Selected Categories.
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Click the arrow before the box for the highest level category and you may view the
subcategories. You may continue to drilldown to view subcategories if you so desire
by clicking the arrows.

Click in the box next to the highest level category or categories to select those that
pertain to the solicitation, the categories populate in the right window. By doing so,
all vendors that have selected lower-level categories in their supplier profile will be
included in the solicitation invite. Selecting multiple header categories will include
and invite as many suppliers in the solicitation as possible. [DEMO]

12
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Solicitation Categories (TSI

Selected Categories:

v & Education and Training Services (86000000)
| services (86120000)
» & Ahernative educational systems (86110000)
v & Aduic education (86111600)
& Employes sducation (86111604)

¥ Specialized educan
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Once you have selected the appropriate category, click Close; the categories will
populate and return you to the previous screen. [DEMO]

To remove a header category simply uncheck the appropriate check box under the
Selected Categories column.
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Let’s break down the UNSPSC for 4320150114:

Segment 43  Information Technology Broadcasting and Telecommunications
Communications Devices and Accessories

Family 20  Components for information technology or broadcasting or
telecommunications Computer Equipment and Accessories

Class 15  Computers Computer accessories

Commaodity 01 Computer switch boxes Docking stations

Business Function 14 Retail

https://www.unspsc.org/fags#tHow%20does%20UNSPSC%20work

CTsource Training 2 Formal/Informal Manage Evaluate Award 4

All UNSPSC entities are identified with an 8-digit structured numeric code
which both indicates its location in the taxonomy and uniquely classifies it. An
additional 2-digit suffix indicates the business function identifier. For more
information on how the UNSPSC hierarchy is set up and how UNSPSC works,
go to https://www.unspsc.org/ or the DAS Contracting Portal for a PDF
reference guide.

14
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In the Additional Information box, select Delivery Terms and Payment Terms from the
dropdown menus. Enter any notes pertaining to each Delivery Notes and Payment
Notes as necessary.

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. [DEMO]
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Custom Fields can be created for your organization at the Header level for your
organization by your Administrator. Your organization may determine whether or not

to use this functionality. [DEMO]

This is an example of a custom field DAS Procurement Services is utilizing for their
solicitations.

16
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Solicitation Duration

Start Date and Time (EST)*

2/21/2020, 6:00 AM & h
End Date and Time (EST) *
1/21/2021, 2:00 PM &
vendor Q&4 Duration
Specify Vendor Q&A Duration
Vendor Q&A Start Date and Time (EST)
12/21/2020, 06:15 AM =}
Vendor Q&A End Date and Time (EST) h
01/21/2021, 01:45 PM &
[0 vendor may e-mail buyer directly \
(==
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Solicitation Duration - Select the start and end dates and times from the drop-down
boxes. Default times are defined but may be changed accordingly. Click Next Step to
save entries on this page. [DEMO]

Vendor Q&A Duration — To enable this feature, select Specify Vendor Q&A Duration
checkbox should this solicitation require a Q&A period. Select the appropriate start
and end dates/times from the available drop-down boxes. The duration for the
solicitation must start at least 15 minutes after the Solicitation Duration Start and end
at least 15 minutes before the Solicitation End date and time, but may be shorter.

This provides two-way communication between buyers and suppliers for the
solicitation. Vendors may submit questions relating to the active solicitation and
buyers may respond directly or via addendum. Note this feature only works for
CTsource registered suppliers, an addendum of the Q&A should be posted for
transparency.

17
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—

Solicitation Duration
Start Date and Time (EST) *
12/21/2020, 6:00 AM =]
End Date and Time (EST) *

01/21/2021, 2:00 PM

Vendor Q&A Duration

Specify vendor Q&A Duration
Vendor Q&A Start Date and Time (EST)

12/21/2020, 06:15 AM
Vendor Q&A End Date and Time (EST)
01/21/2021, 01:45 PM

[ Vendor may e-mall buyer directly

webprocure-stage.perfect.com says

You may lose your changes if you exit now without saving. Would you
like to exit?

— .o -

CTsource Training 2 Formal/Informal Manage Evaluate Award &

Select Exit or Next Step. If you select Exit, you may lose the information you have
entered thus far. Click Next Step. [DEMO]
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Header Requirements Questionnaire Attachments Item Specs Suppliers Summary

Requirements : 122120 - Training 2 Demonstration for Formal Solicitation

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

= SectionTitle: | Requirements

¥ Solicitation Requirements

rease see attached documents for solicitation requirements. ‘

Add New Section
Exit Previous Step Next Step

19
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By selecting Next Step, you will move forward in the create solicitation process to the
next section: Requirements. Notice that Requirements is now highlighted.

Additional Fields could be defined at the Administrative Level for use. Functionality
will become available at a later date for state agencies to use.

[DEMO]
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w Section Title: Submission of Responses to Invitation to Bid Solicitations

Standard Terms and Conditions

ve following Standard Terms and Conditions govern the Invizazion to Bid (IT8) solicitation issued by the Deparzment of. ive Services (DAS). -
by reference into these Standard Terms and Conditions are applicable provisions of the Connecticut General Statutes. including but not limited 1o, those in Title 2a.
hapter 58 or Title 42, Chapter 51 and applicadle provisions of the Regulations of Connecticut State Agencies. including but not limized o, those that begin with and
Follow Section 43-52-1 or 4d-3-1.

[Respandents shall comply with the seatutes and regulations as they exist on the date of their ITB respanse and as they may be modified from time to time during the
of the Conzract as izmay by ged, -

Add Feld
Add New Section ‘
CTsource Training 2 Formal/Informal Manage Evaluate Award

If so desired, you may establish a requirement through the Add New Section feature.
[DEMO]

Choose Next Step to move forward to the Questionnaire section. (You may also go
back to Previous Step and Exit.)

20
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Header Requirements Questionnaire Attachments Item Specs Suppliers Summary

Questionnaire : 122120 - Training 2 Demonstration for Formal Solicitation

Enter one or more questions. Each supplier will have an opportunity to respond to each question when they enter their Solicitation response.

[ Enable Scoring ) Add Sections and Questions to Questionnaire Library

Add New Section Add Questionnaire from Library

[ e [ oo

CTsource Training 2 Formal/Informal Manage Evaluate Award &

Questionnaire, when enabled, allows for you to include section containers with
guestions that may be scored and weighted. Effective questions can provide insight
into a supplier's capabilities and combined with the supplier responses, can simplify
the scoring and review process, as well as contribute greatly to the awarding
decision.

Scoring allows sections to be weighted and questions within those sections to have
point values. Combined, these values become a weighted score and are used in the

evaluation and awarding process. Or you can build questions without scoring.

Select Next Step when ready to proceed to the Attachments section. [DEMO]
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Header Requirements Questionnaire Artachments Item Specs Suppliers

Summary

Document Selection : 691 - 2020_Training2_FormalSoliciationExample (Formal)

You may select the documents from the library by clicking on the "Upload Document from Library” button below. If the document does not exist, 8 new document can be
uploaded by clicking on the "Upioad New Document” button.

There are no documents for this Soficitation

CTsource Training 2 Formal/Informal Manage Evaluate Award 22

To select a document from the Library for your bid, select the Upload Documents
from Library or Add new document. Document Library management - add and delete
capability - is accessible to users with appropriate permissions.

[DEMO]
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Document Selection : 691 -
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To select a document(s) from the Library for your bid, select the Upload Documents
from Library button. Scroll through the list and click the check box for any document
(up to five) to add to your solicitation. You may sort list by clicking on the column
heading (Type, Document Name, Upload Date). At the bottom of the page select

Save. [DEMO]
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. WebProcure:pload Documents - Persona! - Microsoft Edge - o x

B https://webprocure-stage.perfectcom/BMSDoc/state/ct?ac=u... &

Upload Document

Ta uplod & new document dick on the *Browse...” button. The “Coose file” windowwill
appear. Make sure that you have "All Fles (* #)" selected in the “Files of type” drop down.
Browse your computer 1o find the fil 1 £0 Upload. Seiect the dacument and o
“Open’ buttan. The "Chaase file” window will close. You may perform this process for up 1o

5 documents at a time. Finally click the "Upioad" button. If you need to upload more than 5

documents, repest the AJd attachment process.

B

] =  CTsource Training Outline.docc

Document Selection : 691 - 2020_Training2_FormalSoliciationExample (Formal)

You may select the documents from the fibrary by diicking on the "Upload Document from Library” button beiow. f the dacument does not exist, a niew document can be
File Name. upioaded by cicking an the “Upioad New Document” button

Novernber 15,
2020 &t
84148 AM

o T
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Award

Or select Add New Document and the Upload Document window will open for you to
browse and find those documents you wish to attach. After attaching all necessary
documents, select Next Step to move forward to the /tem Specs section.

To remove a document for an unissued solicitation, simply uncheck the box under the

Select column for the document to remove.

[DEMO]
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Header Requirements Questionnaire Attachments Item Specs Suppliers summary

Current Formal Solicitations : 0 Line items
You have specified that no line items will be
added to this Solicitation.

Item Specifications : 711 - Test Solicitation (Formal)

Item Spec Ubrdy  Selected Item Specs
-

View, edit, delete and specify delivery information for items specifications.

r— e

This Solicitation contains no item specifications

o [ revncsn [ s
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Item Specs functionality will be available at a future date. Please note that this
current solicitation contains O line items. Item Spec Library functionality is system-
wide functionality and will not be utilized until an enhancement is in place to
separate organizations so that their items specs may be unique to their orgs.

Once finished, select Next Step to move to the Suppliers section. [DEMO]
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Header Requirements Questionnaire Attachments Item Specs Suppliers

Supplier Selection : 711 - Test Solicitation (Formal)

Add Suppliers lected Suppliers
-
[ —
Supplier Location Actions

@ Awesome Supplier £ ‘B 100 Norway Street Boston MA 02115 United States

Behavioral Heath Consultants, LLC 3018 Dixwell Avenue Hamden CT 06525 United States
Best Supplier & 100 Norway St Boston MA 02115 United States

CTsource Training 2 Formal/Informal Manage Evaluate Award 26

The Suppliers section will default to Selected Suppliers. Supplier names are hyperlinks
to their vendor profile, notice that some suppliers have icons next to their names;
hover over the icon to see a description or menu of options.

If you do not see a supplier that you would like to include in the invitation, click on
Add Suppliers, perform a search, add the supplier by clicking the check box next to
name and select Save Selections.

Use the [Check All] or [Uncheck all] link to select/add all the suppliers to select
suppliers or deselect them for the email invite. Suppliers not invited will still be able
to respond to the solicitation.

Use the scroll bar to navigate to the bottom of the screen or use the END key. Click
Next Step to move to the Summary section. [DEMO]
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Header Q i Attachment Item Specs suppliers Summary

Edit Formal Solicitation View : 6914 - 2020_Training2_FormalSolicitationExample (For

Contact % e
b
Duration Dates
Tite
Soliciation Type
Evaluation Type
Who can see this bid?
W can responcito tis b
Estimated Total Value
Description Training courses using PowerPoint and live demonstrations
Justification NIA
Justification Attachments
Restricted Access No
Solickation Categories - and and
*  Education and Training Services (86000000)
Delivery Terms
papmtTarms
Custom Fields:
* This Selicitation has no custom header fields defined
Created By
CTsource Training 2 Formal/Informal Manage Evaluate Award

The Summary provides the opportunity to review your solicitation entries. If the
information is correct, you may select Submit to post to the bid board at the start
date and time you entered on the header. If your organization has established
approval workflow, Submit will send the solicitation for review and approval.

If the information requires a change you must select Previous Step to move
backwards through each section until you get to the page you want, you will then
have to click Next Step on each page to return to the Summary page to select Submit.

It is more efficient to select the Done button when you finish your entries. This will
save the solicitation and allow you more freedom through the Edit functionality to
move to any section in any order. After completing your change 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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Supplier Invitation List

Awesome Supplier & ‘&
Behavioral Heath Consultants, LLC
Best supplier &

Bfiingual Professional Agency, nc.
Bluth Company &

CJC Test Enterprise £

Calin Erhardt Test Vendor &
Colin Vender April Test g

Crash Test Dummies g

Dashing Supplier

Dennison Lubricants

CTsource Training 2 Formal/Informal

Manage Evaluate Award 2

On the Summary page, the Supplier Invitation List displays the suppliers’ status. The
green check mark indicates that the supplier has been vetted and approved to do
business with the State of Connecticut. The purple question mark indicates the
vendor has not been approved and cannot be awarded until the supplieris in
approved status. It also allows for one more opportunity to view other details on the
supplier’s profile. [DEMO]
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QUL = OIU= 1UOYY { OUIEALUT = DIULISL

webprocure-stage.perfect.com says

Your pre-issue solicitation request will be submitted for an approval.
Please click OK to submit.
rials Testing L

Service, Inc.
_>“ Caneel

otex, Inc

Zare Services, LLC

livie 1 g

29
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When ready to submit the solicitation, click Submit. Click OK or Cancel. The
solicitation will either be sent to approval workflow or to the bid board. [DEMO]
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Un-issued Solicitations  Active Sollcitations

:
m

Test Solicitation T Buyer1

Displaying: 1-1/1

CTsource Training 2 Formal/Informal Manage

November 20, 2020 November 27,2020  Approved
at 7:00:00 AM EST at 2:00:00 PM EST

Evaluate Award £l

Hitting Submit, changes the solicitation status to Approved. Based on the
solicitation’s start date and time, the solicitation will post and email invitations will be

sent to the suppliers. [DEMO]

30



! - l State of Connecticut v

Solicitstions» = Contracts*  Approval~  Analytics»  Vendorsw  Admin~

Formal Solicitations: )

- My Links
Review / Award

State
View Archived

hitps m/wp-web-public/ent#/bidboard/search?

562l nformal Solicitations
State| Create K
https View Current Imiwp-web-pubiic/en/#/contractboardisearch?
searc|  Review / Award

View Archived

Solicitation Import

Solicitation Search (New)

CTsource Training 2 Formal/Informal Manage Evaluate Award SL

Should you have exited the solicitation (clicked Done or Save or Close) so that you can
continue at a later time, locate the solicitation from the View Current Formal
Solicitation screen.

From the Solicitation dropdown menu, select View Current. The Current Formal
Solicitation screen will populate.

[DEMO]
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Formal Solicitations

Current Formal Sclicitation
Orpamastion [ San Daiafrom. sanarte

Solicitation &91

! © geract/ Cancel

© Submit for Pre-issue Approva
*

£ freBacemenEoyes AtsonPautn k * Download Solicitation Documents
> Send Supplier Message
2000 FreingR FemasesrEmE e @ ViewAudit Detail
E {u] Copy Solicitation
™ a T omanzs: | =
© Print Solicitation
P orsse
o Foos Denery Eorienn
CTsource Training 2 Formal/Informal Evaluate Award 32

Enter search criteria and click Filter Solicitation. Under Un-Issued Solicitations, find
the solicitation for which you would like to edit. Click in the Actions column (three
vertical dots) at the far right of the solicitation line. Select Edit from the Actions pop-
up. [DEMO]
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state/ct?bt=1&force=true

Current Formal Solicitati
Organization

State of Connecticut v
Title

020

CTsource Training 2 Formal/Informal

NOTE: If the solicitation has already been approved, you will be notified that
changing an approved solicitation will require you to re-submit the solicitation
through the pre-issue workflow. If the solicitation has already posted, any change
made will result in an addendum to the solicitation. Posted solicitations will not be

) Formal Solicitations

webprocure-stage.perfect.com says

Changing an approved Solicitation will require you to re-submit the
Solicitation to the pre-issue workflow.
Please confirm if you would like to proceed and make changes to the

Solicitation
— . KR
[ =an- v | seleccnae e
Solicitation Number End Date From
)
Manage Evaluate

found under the Un-Issued Solicitation section.

tate of Connecticut »

Start Date To
End Date To
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Formal Solicitations

EditHeader = EditRequirements | Edit Questionnaire  EditDocuments | Edititem Specs E:\:Su:phs’s

Edit Formal Sclicitation View : 691 - 2020_Training2_FormalSoliciationExample (Farmal)

Click the Edit button to edit the corresponding section of Formal Solicitation 691. You may also use the sub-navigation bar above to edit each section.

Header Information

Sub-organizations are not invited to participate in bid

Contact DAS Procurerment Sarvices

450 Columbus Bivd Hartord CT. 06103 United States

Tel: 402.326-4026

Fax

procurementservicesBdas et gav
t

Duration Dates End Date
1620203t 12:00:00 PM EST November 23, 2020 3t 7:00:00 PM EST
Title malSolicatonEample
Solicitation Type in a 078)
Evaluation Type Single Envelope
Who can see this bid? Everysne
Who can respond to this bid? All Vendors
Estimated Total Value
Description Training using it and live craton
s | o
CTsource Training 2 F 1/Inf | \Y/| Evaluat A d el
u ining ormal/intorma anage Vvaluate war

Notice how in the solicitation navigation bar, Summary is highlighted. You may return
to any section within the solicitation to edit the information whether that is to Edit
Header, Edit Requirements, Edit Questionnaire, Edit Documents, Edit Item Specs, or
Edit Suppliers.

The Summary page options also change under Edit mode. Notice the Delete, Copy
and Print buttons are now available if needed.
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!E ~r E State of Connecticut »

Solicitations» | Contractsv  Approval> Analytics» Vendorsw  Admin~

Formal Solicitations My Link
INKS
Create Y

View Current

Welcg
R / Award %

o eview / Awar Add New Link
View Archived

httpsi miwp-web-public/en/#/bidboard/search?

searel permal soliitations

Stats K

httpg ~ View Current miwp-web-public/en/#/contractboard/search?

seart|  Review / Award

View Archived

solicitation Import

Solicitation Search (New)

CTsource Training 2 Formal/Informal \EREEE Evaluate Award

For Informal Solicitations.

We can follow the same process as when we created the Formal Solicitation.
Remember, the formal solicitation has functionality to enforce the Sealed Bid
requirement. This means that a solicitation cannot be awarded and supplier
responses cannot be viewed prior to the End Date and Time set up for that
solicitation.

From the Solicitations dropdown menu, find and select Create.

[DEMO]
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) Informal Solicitations

Header Reguirements

Informal Solicitation Header Information
Number *

13

Title *

Iuoe.

I | Requestfor Quotation (RFQ) v| I

Everyone v
Who can respond to this bid?

All Vendors v

Calculate Estimated Total Value from Sum of Estimated Line Item Total Price : H ™

CTsource Training 2 Formal/Informal Manage Evaluate Award el

The Informal Solicitation Header Information window opens.

NOTE: If you wanted to do a quick informal solicitation Request for Quotation, you
can quickly ask suppliers to respond and not “publicly” invite them. This is an invite
only process. [DEMO]

This is also the process used when creating a quotation off of a master contract which
will be demonstrated in Training #3.
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ed when the Soll
contacts assign

on start date and time is reached.

submitted to the pre-issue workflo

oo | o s | i | o | et | et |

TXUC= T OO = TUG T I 7 COTCATUTT=DTULIST

webprocure-stage.perfect.com says

Your pre-issue solicitation request will be submitted for an approval.

Please click OK to submit.
[iais Testing L

pervice, Inc.
—_— “ ot
plet Inc

are Services, LLC

el &

CTsource Training 2 Formal/Informal \EREEE Evaluate Award

Once all of information for the solicitation have been made and any edits have been
completed, click Submit. WebProcure will ask you to confirm: click OK.

If there is an approval workflow, the solicitation will go through the approval process.
The solicitation will automatically post and become active based on the start
date/time you selected for the Solicitation Duration. [DEMO]
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Step 2

Step3

Gato

[ nder Formal,

| soliitations

]

| selectCreate

ITEM SPECS
page displays

ck NextStep

SUPPLIERS
page displays

Click Next Step

o5
QUESTIONNAIRE
page displays

-

Complete.
HEADER

oage

To add additional Approvers: Select Add Approves <> Click
Plus Sign to add Approver at desirable step -> Update
Approver Type if to Approval Group If needed -» Enter

Individual Name/Group i text box -> clck Select

CTsource Training 2 Formal/Informal Manage

To create a solicitation, follow the process steps as captured in this process flow.

Evaluate

T N O N NS

LERN

Sofciacion|
irdar QA Duration [NOTE detuusts o 15
minuees after stare data & time 3nd 15 minutes
afoes ans cate & tima]
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®¥) Questions & Answers

* Please use the Q&A function at the bottom of the screen to continue
asking questions.

* We will answer as many questions as we can during the time we have
allowed for this segment.

* 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 2 Formal/Informal Manage Evaluate Award
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State of Connecticut ~

Solicitations »  Contracts~  Approval~  Analytics» Vendorsv Admin~w

News and Information! My Links

Welcome to WebPracure!!

State of CT Bid Board Stage Link: Add New Link

—) itips://Webprocure-stage.perfect.com/wp-web-public/en/#/bidboard/search?
searchterm=*&customerid=51

State of CT Contract Board Stage Link:

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

CTsource Training 2 Formal/Informal Manage Evaluate Award <

To ensure the solicitation has posted, return to the home screen, and click the link to
the State of CT Bid Board Stage Link (In the production environment, this is the
Solicitation Public Board). [DEMO]



Bid Board

ooooo

000000000000 @

o o e ..

Commodities (50)

Organization (3)

o

CTsource Training 2 Formal/Informal Manage Evaluate Award at

The Bid Board will open and you may search for a solicitation filtering by the
following: Status, Bid Types, Organization or Commodities. Use the filters on the left
panel to assist you in your search OR if you know the name of the solicitation, you
may enter it in the Search field. You may also search by Relevance. You may Clear
filter when you would like to start filtering anew. [DEMO]
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Welcg

State

httpsi
seare|

State

https
sear|

Managing Solicitations

#

Solicitations» = Contracts~  Approval»  Analytics~  Vendors »

Formal Solicitations =
Create LIS

View Current
Review / Award

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

Informal Solicitations

Create f
View Current mAwp-web-public/en/#/contractboard/search?
Review / Award

View Archived

solicitation Import

Solicitation Search (New)

CTsource Training 2 Formal/Informal Manage

Another way to search is by utilizing the Solicitation Search (New). This may be a
more efficient way to search if you are uncertain the status of the solicitation or if you

are an Inquiry Only User. [DEMO]

Admin v

Evaluate

State of Connecticut »

Award
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Managing Solicitations

Civsrmal Scistations (301) Apr 23, 202050 Jul 30, 2020

Clinformai Solicrations (1) Status T Canceled £ Retracted

B DAS Construction Services

1 statws S ppee—

Clundes Evabsation (178)
Cinot Submimed (105)
Clfinalize (4) ®
OFnafized 21}
Clawaiting Appeoval (16)
Clcanceled / Retracted (14)
Clnetwe 5) B 045 Construction Services

YPO13850-102 | YPO13850-102 DCS Build (1608

May 08, 20205 May 12, 2020

Suaws T Under Evaluation

Iew Aound Created 3)

% Tags - apusic

@ Solicitation Type

Climitation to 8id (216) (o]
CiRequest for Proposal (41)
CIRequest for Quotation (30
Clconstruction - invitation to Bid (25)

CTsource Training 2 Formal/Informal Manage

Evaluate

Solicitation Search Buate Range Organczanion Buyer Name. [
a ~|| & v m Reset
T Applied Filters Showing from 110 10 of 362 D 5oy
1 BidType BI-28-2020-ARC-RFP | Step Two - B Bullaing Project - Consultants Fee Proposal (e 5
X | consumnrs ree Propossl

Award

The Solicitation Search page will open. Apply filters in the left panel and or apply
search criteria and click Search. You may start your search anew by clicking on Reset.

[DEMO]

Hover over icons and symbols to identify their meaning. Click on the appropriate icon
in lieu of using the action button; icons appear above the solicitation number and

title when your cursor hovers the area.

The options available are subject to role permissions.
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Solicitations®  Contracts»  Approval  Analytics»  Vendorsw  Admin~

Review / Award
View Archived
hitpsi /wp-web-public/en/#/bidboard/search?
562l nformal Solicitations

State| Create K

npg  View Current

Vwp-web-pubiic/ #/contractt disearch?
searc|  Review / Award
View Archived
Solicitation Import
Solicitation Search (New)
CTsource Training 2 Formal/Informal \EREEE Evaluate

As mentioned, solicitations will post once they are approved and as the date/time is
specified in the Solicitation Duration. At the home screen, to select View Current

from the Solicitations dropdown menu.

[DEMO]

State of Connecticut v

Formal Scicanons .
B Create My Links

Award
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Current Formal Solicitation
Orgarization user Seart D From St Date To

5 r—— ena Date from tnsomeTo
B : B 7 Edit
© Retract / Cancel

€ Submit for Pre-Issue Approval

* pownload Solicitation Documents
> Send Supplier Message

@ View Audit Detail

B copy solicitation

# print Solicitation

CTsource Training 2 Formal/Informal \EREEE Evaluate Award

The Current Formal Solicitation screen opens. Search for a solicitation by entering the
appropriate information in the search fields. You will see solicitations that are not
submitted, approved or (if using approval workflow) awaiting approval, rejected. You
will also see the solicitations that have posted and are active. WebProcure defaults
to showing the user Un-issued Solicitations. If you wanted to search for an active
solicitations, click on Active Solicitations.

Once you locate the solicitation for which you are searching, you may select certain
actions by clicking in the Actions column (the three vertical dots to the far right of the
solicitation), and selecting from the options that populate in the Solicitation #
window.

NOTE: Copy Solicitation is a great feature to use in the event you have a very similar
solicitation to issue in the future. This functionality allows for you to copy the entire
solicitation, making only those revisions for your solicitation, except it will not copy
any modifications made to the Requirements page.

[DEMO]
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Manage Solicitations

Un-issued Solicitations Active Solicitations

——

sa9y’ CJC Joint and Crack Seal of Bituminous C .... C Capek September 15, January 02, 2021 at  Addendum Not
2020 2t 11:35:00 7:00:00 AM EST Submitted
AMEDT
691 2020 _Training2_FormalSoliciationExample L Rolik November 15, November 15, Active
égrze 2t 9:15:00PM ’2: Sobcacon 631
2
Displaying: 1-2/2 B >

B Salicitation Vendor Activity Report

9 Sspliciation History

@ Retract/ Cancel

@ QEACenter

Solicitation Pre-Issue Worldiow Review
Downioad Soficitation Documents
Send Supplier Message

View Audit Detail

Copy Salicitation

Print Solicitation

@ OoV e

CTsource Training 2 Formal/Informal Manage Evaluate Award <

Managing solicitations may include creating addenda, managing the Questions and
Answers, etc. To create an addendum, locate the solicitation and select Create
Addendum from the Actions menu for the solicitation. [DEMO]
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Manage Solicitations

webprocure-stage.perfect.com says

t ™ i You are creating an addendum to this Solicitation fate of Connecticut > LsaRolk> (@)

Are you sure you want to proceed?

T -

Current Formal Solicitation

Organization User Start Date From Start Date To
State of Connecticut v Al v elect Date ] Select Date "
Tile Soliciation Number €nd Date From EndDate To
ect Date [ :] Select Date (=]

[ [ e
Un-issued Solicitations Active Solicitations

QJC Joint and Crack Seal of Bituminous ... CCapex September 15, HN.HWLNZ at Mﬁmhﬂ"ﬂﬂ H

2020 a2 11:35:00 700000 AM brnicted
AM EDT

61 2020_Training2_FormaSaliciationExsmpie L Raiik November 15, Novernbar 15, Active 3
206208 915:00PM 202081 10:30:00
» 2

CTsource Training 2 F I/Inf I M Evaluat Award &4
urce Training ormal/Informa anage valuate war

To create an addendum, locate the solicitation and select Create Addendum from the
Actions for the solicitation. Click OK.
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CTsource Training 2

Manage Solicitations

licitations+  Contractsv  Approval>  Analytics»  Vendorsw  Adminw

EditHeader = Edit Requirements | Edit Questionnaire  EditDocuments = Edititem Specs | Edit Suppliers

Edit Formal Solicitation View : 691 - 2020_Training2_FormalSoliciationExample (Formal)

Click the Edit button to edit the corresponding section of Formal Solicitation 691. You may also use the sub-navigation bar above to edit each section.

Formal/Informal Manage Evaluate Award

Navigate to the solicitation section you wish to change. Once you have made

appropriate changes, click Save at the bottom of the section. Return to Summary,

and click Submit.

[DEMO]
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CTsource Training 2 Formal/Informal

WebProcure will prompt you to accept or cancel the addendum. Click OK.

[DEMO]

) Manage Solicitations

Your Solicitation addendum will be published, and all suppliers that have viewed the
licitation will receive a r ofthe Please ciick OK to publish the
addendum. Note; if your addendum only contains changes to the quantity aliocation of
one or more items (without changing the total quantity), changed estimated total

and/or if you only added suppliers, then an internal addendum will be created and the
suppliers will not be natified.

ﬂl-

Manage Evaluate
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Manage Solicitations

/Crrac=crearesnia= IUYv io

webprocure-stage.perfect.com says
itation Overview (1 Fields(s]] .
itation Objectives [1 Fieldsis]] Are you sure you want to cancel this addendum?

ftation Instructions 5{s)) Click OK to delete or cancel to ignore

ination Provisions 1 Fiek

(=]
faion Secson Creria 1 Feldstq —_— “ Concel

nission of Responses to Invitation §

onnaire

CTsource Training 2 Formal/Informal \EREEE Evaluate

If you select Cancel, WebProcure will prompt you to confirm.

Award
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Manage Solicitations

Un-issued Solicitations Active Solicitations

———m

CJC Joint and Crack Seal of Bituminous C ...... CCapek September 15, January 02,2021 at  Addendum Not
2020 at 11:35:00 7:00:00 AM EST Submitted
AM EDT

631 2020 _Training2_FormalSoliciationExample L Rolik November 15, November 15, Active
20208t 915:00PM | 2
P

Solicitation 651
EST

O Create Addendum
B Solicication Vendor Activity Repart

Displaying: 1-2/2

9 Ssgliciation History
© Retract/ Cancel

& Solictanion Pre-lssue Workflow Review
% pownioad Solicitstion Documents

> Send Supplier Message

@ View Audit Desail

Lu} Copy Solicitation

S print Solicitation

CTsource Training 2 Formal/Informal Manage Evaluate Award >1

To view Questions received from suppliers, you may enter the Q&A Center.

NOTE: Based on your organization’s procurement rules, you may determine for your
organization how to use the Q&A functionality.

[DEMO]
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# Soictalion - Confracts ~ Approval ~

@ Q3A Center & Bulletin Board
-

Analytics ~ Vendors ~ Admin ~

Expotas [

Vendor May Email Buyer Directty [ =

691 -
- 2020_Training2_FormalSoliciationExample

Training courses using PowerPoint and live

Showing 1-2 out of 2 posts

Crash Test Dummies 2 minutes ago

— | Suppiier Testgirls question is this one.

Dawn Test 2Much & minutes iga
P | Why this

CTsource Training 2 Formal/Informal

You will find the questions submitted by the suppliers. You may answer questions
and answers on a rolling basis or you may save answers and publish all questions and

answers at one time.

[DEMO]

Manage

Bid Type Formal /T8
Duration Dates Novemoer 15, 2020 at 9:15:00 PMEST to
November 18, 2020 a¢ 2:00:00 PM EST
Vendor Q&A Novembar 15, 2020 2t €:20:00 PMEST to
Duration Dates November 16, 2020 at 1:20:00 PMEST

Agency Contact  -I-l:1-lltl
Details 480 Columbus Bivd Hartford CT. 08102 United
States
Tkt
Evaluate Award
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Manage Solicitations

Solicitation Q&A Center ver
Ask a Cuestions. 691
- 2021
@ QSACenter B Bulletin Board Eporas B Train
-
Shoving 1-2 out of 2 posts Samch N Bid Type
Crash Test Dummies 3 minutes ago Duration Dates
. + Acdd Reply
Supplier Testgirl's question is thig one >
% Aftachments Vendor Q&A
4 SendMailoVendor Duration Dates
Dawn Test 2Much 5 minutes ago ' &
Why this solicitation” gt
Mot Publishad

‘|

CTsource Training 2 Formal/Informal Manage Evaluate Award =3

Click on the three vertical dots and select Add Reply, Attachments, Send Mail to
Vendor.

[DEMO]
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¥9Y) Manage Solicitations

Send Email x

Email Id*

cC:

CTsource Training 2 Formal/Informal Manage Evaluate Award >4

If you select Send Mail to Vendor, a Send Email box will open. Enter information and
click Send.

[DEMO]



) Manage Solicitations

Crash Test Dummies 4 minutes ago '
Supplier Tesigirf's question is this one.

Showing 1.2 out of 2 posts

Reply

Response to Tesigit's question] Publishing Questions

4

m m Select which questions you want to publish.
Saiect AsiedBy Cuest

o T
Showing 1.2 out of 2 posts Search [Ral] @ | ,
Crash Test Dummies 4 mindes ago f
Supplier Testgir's question iffthis one:
Reply
State of Connecticut 3 seconds 2o
Response to Teslgir's question.

‘ Nest Ptsine b

CTsource Training 2 Formal/Informal Manage Evaluate Award 25

Respond to the question you would like to publish. Click Save. Notice the response
in the Reply window. The response will not publish unless you proceed.

Click Publish and the Publishing Questions window opens. Select what you would like
to publish and click Next.

[DEMO]
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Manage Solicitations

Publishing Questions

Publish To :
® Publish fo All Vendars on soficitation in Portal
© Publish to public Bid Board

—)

Would you like to i addendum or simply send out a
| ity Vendior via EmaiFax

O Create an Addendum with Q54 tioss: i acach

— . D3 Em
J/

Publishing Questions Are you sure you want to proceed? This action cannot be undone. x /

Publish To: m

& Publish to All Vendars on solicitation in Portal
© Publish to public Bid Board

Wouid you like to issue an addendum or simply send out a notification?
 Notify Vendor via EmailF ax
O Create Q8A (o g this opdan

CTsource Training 2 Formal/Informal Manage Evaluate Award =

WebProcure will prompt you to answer. Answer and click Publish Now.
WebProcure will ask you if you are sure you want to proceed. Click Yes.

[DEMO]
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Solicitation Q&A Center

91-
. 2020_Training2_FormaiSoticasonExampte
Timng (urses wsed PounP a0 b

—— —
% —
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rop—
i
et

AgunyCommer
[y
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Solicitation Bulletin B

691 -
A 2020 Training2_FormalSoliciationExample
Trining cocrses using Powermant and e

# demensirations.

B Type Forna 1178
@ QSACenter X Buletin Board /h- [ Dusation Dates Novenber 15, 2020 & 1530 PMEST 1o
- Hovamber 18, 2020 2 2.00.00 PMEST

Nevember 18 2020 03000 PMEST 10
Havember

18,2020 2 13000 PIEST

S 1 e 5 . FE e,
Pt 1 1t .
Opening MWB" Details.

;] Mot Futisnan

posmany: oLl
. 2

Evaluate Award

Inside the Q&A Center, you may also post information on the Bulletin Board for all
CTsource suppliers to view. Click Bulletin Board. Type a message up to 1,000

characters in the box. Select Post.

[DEMO]

Venoor My Emad Buyer Oeecty [ =
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) Manage Solicitations

Publishing Bulletin Board Posts

Select which posts you want to publish.

L

o Coenng posiponed

Nov 18, 2020

Publishing Bulletin Board Posts =~ Piease seiect al least one post befors: publish

Select which posts you want to publish.

:

[=] Opaning postponed

CTsource Training 2 Formal/Informal Manage

If you do not select the message to post, WebProcure will ask you to select at least

one post before you click Publish.

[DEMO]

Evaluate

Nev 18, 2020

Award
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) Manage Solicitations

Publishing Bulletin Board Posts.

Board Posts

Shiotly Verdor va EmabFax Sttty Venoor s EmasFax
o . mepbic) -

1 Q8A Center % Bulletin Board Mas: [
a

Showing 1-1 out of 1 posts o

Post: #1 @ 10 minutes ago 1l

Opening postponed

posted by /1111 Pubished

« - >
CTsource Training 2 Formal/Informal Manage Evaluate

Duration Date

Vendor Q&A
Duration Date

Agency Conta
Details

Award

WebProcure then asks you if you would like to Notify Vendor via Email/Fax or Create
an Addendum. Click the appropriate method. Select Publish Now. WebProcure asks
if you are sure you want to proceed. Click Yes. WebProcure will publish the message.

[DEMO]
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Un-issued Solicitations  Active Solicitations

———-

QJC Joint and Crack Seal of Bituminous C ...... September 15, January 02,2021 at  Addendum Not :

2020 at 11:35:00 7:00:00 AM EST Submitted
AM EDT

631 2020_Training2_FormaiSoliciationExample L Rolix November 15, November 15, Active H
égo #19:15:00 PM i e

N | O Creste Addendum

Displaying. 12/ 2 >
B Solicitation Vendor Activity Report

QBA Center
Solicitation Pre-issue Workfiow Review
tation Dacuments

ier Message
View Audit Detail
Copy Solicitation
Print Soliciation

[ = I AT T
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To view the history of the solicitation, select Solicitation History. [DEMO]
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CTsource Training 2

The Solicitation History screen appears and you can see activities in the solicitation.
If you would like to compare versions, you may select and click Compare Versions.

[DEMO]

Solicitation Number
Solicitation Title

Start Date

End Date

Organization

Select  Sol. No. Ver. No.
o e Original
o e Revision 01

Formal/Informal

651
2020_Training2_FormalSoliciavonExample

Vendors»  Admin~

Soliditation History

5:00 PM EST

State of Connecticut

Buyer

L Rolik

L Rolik

Manage

¢ 10:30:00 PM EST

Amended

Active

Activation
Date

November 15,
2020 2t
9:15:00 PM
EST

November 15,
2020 at
32521 PM
EST

Evaluate

Addendum Actions
Acceprance

NiA

No

Award

(1
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Solicitation Number &
Solicitation Title: x
P
B
Organization
Seiect  Sol.No. Ver.No. Buyer Sttus Activation Adgendum Actions.
Date Acceprance
1 |6 Original LR Amended November 15, | N/A
2020 &t
FIS00PM
EST
=} 891 Revision 01 L Roilkc Amended
o Rev 0 L Roli Amended
o & Revision 03 L Roiik Active
Compate Versions
CTsource Training 2 Formal/Informal Manage Evaluate Award

To view specifics within a revision to the solicitation, click in the Actions column (the
three vertical dots). Select Addendum Details Report.

[DEMO]
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B Sokmdorsy Comsase Appowie Arstucs  Vendorse  Adminy
‘Addendum Details Report
‘SolicRation Number: e

Forrai Sasc: sen

Duration: SovtOwe hov 15,2020 £nd Date: Nov 16, 2020
15 PMEST 1245 PMEST
Header Information
PeidName. Previous Veue NewValue
Ena Dese Now 15, 2020 10:50PMEST Now 16, 2020 72:45 PM EST
Vendor Q84 End Date 11/16/20.02:45 AM 1116720 05:00 PM

solicitation Fields

Thare are s changes uner s sestion

Slicitation Questionnaire

Phere aee o hanges under 1 ssction.

Thare ans o changes under e seccion,

Solicitation Group Changes

CTsource Training 2 Formal/Informal \EREEE Evaluate

The Addendum Details Report provides information regarding that revision. Suppliers
have a similar feature on their side of the WebProcure application.

[DEMO]
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®¥) Questions & Answers

* Please use the Q&A function at the bottom of the screen to continue
asking questions.

* We will answer as many questions as we can during the time we have
allowed for this segment.

* 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 2 Formal/Informal Manage Evaluate Award
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J)Evaluate Responses

#

Salicitations =

Formal Solicitations

Create

Welce -
Review / Award
State

httpsi
seare|

State

https
sear|

CTsource Training 2

View Archived

Informal Solicitations
Create

View Current
Review / Award

View Archived

solicitation Import

Solicitation Search (New)

Formal/Informal

Contracts »

State of Connecticut »

Approval » Vendorsv  Admin »

Analytics »

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

K

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

65

Manage Evaluate Award

The evaluation process is only available after the bid has closed. You may begin the
process from the Solicitations dropdown menu, select Review/Award. This option is
also available under the Solicitation Search (New) feature.

[DEMO]
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Formal Soici
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Under Bvalustion

Under Evatuztion i

Evaluate Award 66

Search for and locate the solicitation to evaluate. Select Evaluate Supplier Responses.

You may elect at this time to produce bid opening results to post on the website if
required by your organization’s procurement rules. Different steps are necessary to
complete this process depending whether or not your solicitation contains line items.

See slides 85-87 for more details.

[DEMO]
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Evaluate Responses

—

Evaluate and Award : 19PSX00000 - Temporary Employment Services - Business and Administrative
Positions (Formal)

CTsource Training 2 Formal/Informal \EREEE Evaluate Award

For Evaluate and Award, you have the opportunity to review the summary of
suppliers’ responses under Questionnaire and Requirements sections, and review
submitted suppliers’ documents.
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JEvaluate Responses

Select the award method from the options listed below and review the supplier documents.

Select Award Method

Review and/or download documents and attachments submitted by suppliers as part of their response.

@ Review Vendor Documents

Select the vendor(s) to which you would like to award this Solicitation.

O Award
Manage Evaluation Committee
CTsource Training 2 Formal/Informal Manage Evaluate Award &

You may review and download documents submitted by suppliers by selecting Review
Vendor Documents. Click Continue.

[DEMO]
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Review supplier list and any document attachment submitted by suppliers for bid: 121920

Evaluation Notes
Supplier Attachments

Awesome Supplier (49%) & 0 H
Best Supplier (53%) & 0 i
Candid Supplier (n/a) l@ H
Close
CTsource Training 2 Formal/Informal Manage Evaluate Award @

The View Suppliers and Documents window opens. View each suppliers attached
response to determine award, then click Close. At this time, you may enter Evaluation
Notes, however these notes are not editable and are permanent.

Under actions you may select Recommend as Finalist, this only applies if your
organization has enabled the ability to create solicitation rounds (multi-round
solicitations). This topic can be discussed at a later date if your organization would
like to take advantage of this advanced functionality.

[DEMO]
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Evaluate Responses
—

Evaluate and Award : 19PSX00000 - Temporary Employment Services - Business and Administrative
Positions (Formal)

In: Py sponse 09

Enter Suppliers' Paper Responses
Upload paper responses teceived outside the system.

O Paper Response

Revien 30 SCore SUPDIer EEPONSES 10 QUESIBNS

Score Questions

Provide nume e to Supplie responses o be use: ation pracess.

© Review and Scofe Questions

Review supplser responses (6 the requirements

Review Requirements

Review supp e Requirements

O Review Requirements

Select the award method from the options listed below and review the suppller documents.

Select Award Method

Review andior omminsd documents and Sachments submitted by SUppGers a3 par of thei respanse:
Revié Vindor Documents Continue Manage Evaluation Committee » Cancel

CTsource Training 2 Formal/Informal \EREEE Evaluate Award
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You may select Manage Evaluation Committee to establish your team, if applicable.

[DEMO]
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Select or enter individuais on the solicitation evaluation committes. Committee members will be granted external system access to selected solicitation evaluation
materials via WebProcureDrive.

Teams Evaluation Materials Publish

Enter Team Name Team Members

Soliciation Teams /

CTsource Training 2 Formal/Informal Manage Evaluate Award e

You have the option of creating an Evaluation Team. You may add a Team Name and
Team Members.

[DEMO]
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) Evaluate Responses

Teams Evaluation Materials Publish Summary
Enter Team Name Team Member
| Training Team + Add Team Enter New T

Solicitation Teams /

CTsource Training 2 Formal/Informal Manage Evaluate Award 2

Enter the name of the evaluation team. Click on Add Team.

[DEMO]
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Teams Evaluation Materials Publish Summary
Enter Team Name Team Members

Teamn Name + Add Team Enter New Team Member Q
Solicitation Teams

P i Training Team @

73

CTsource Training 2 Formal/Informal Manage Evaluate Award

“Training Evaluation Team” appears below Solicitation Teams. Click on the icon to
add people. You will now be able to enter team members in the Team Members field.

[DEMO]
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Select or enter individuals on the solicitation evaluation committee. Committee members will be granted external system access o selected solicitation evaluation
materiais via WebProcureDrive.

Teams Evaluation Materials Publish Summary
Enter Team Name Team Members.
Team Name + Add Team | Director Hendersor| Q
lg
Solicitation Teams

4 Training Evaluation Team

CTsource Training 2 Formal/Informal Manage Evaluate Award 74

Enter team members in the Team Members field (only for CTsource users if the
individual is not a user you must add an external user).

Enter a name and click Add External User.

[DEMO]



External Team Member Information

First Name

‘Organization

Email address

Enter ema

CTsource Training 2 Formal/Informal Manage Evaluate Award 7

External Team Member Information window opens. Enter member’s information and
click Save. (Or Close if you wish to exit.)

[DEMO]
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) Evaluate Responses

Select or enter on i committee. Cof members will be granted external system access to selected solicitation evaluation
materials via WebProcureDrive.
Teams Evaluation Materials Publish Summary
Enter Team Name Team Members.
Team Name #Add Team Assistant Director Adams. Q
Solicitation Teams Te
Team Member Action
W Training Evaluation Team Henderson, Director {Dept of J00000K) °
wor{ﬂm of Xo0000() L]
rrr—
Formal/Informal Manage Evaluate Award

Continue entering all members. When finished, click Next.

[DEMO]
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CTsource Training 2 Formal/Informal \EREEE Evaluate Award

Evaluation Materials window opens. Select all files for the team to evaluate.
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—

Select the solicitation documents below tat will be accessibie to evaluators

Available Files Selected Files

~ & solicitaton ~ ¥ solicration
v ¥ Sclicitation Summary Report * 2 Buyer Amachments
" & suyer Amachments ~ ® Header Level Arachments
~ & Header Level Amachments ion_Spacifications_snd_Requirements.pdf

* & Schedule 1 - Position_Specifications_and_Requirements.naf = Template docx

= & Contract Exhibic_Template.docx
* & Contraczdocr

~ & Response Documents v B rider o B

~ & Soliciation Audit

~ & Solicization Summary - Addenda

* & Vendor Response Documents
v & solicitation Auciit
~ & solicitation Summary - Addenda
Z &g ' ~ & 8idcabReport
* & gidtab Report R

& Questionnaire Repor:
& Questionnaire Report Qs v

CTsource Training 2 Formal/Informal Manage Evaluate Award Z8

The files you select will populate in the Selected Files window on the right. Unselect
check boxes under the Selected Files column for those files that do not need to be
evaluated by the team.

[DEMO]
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Add Document

To upload a new document dick on the Select Evaluation Documents. The Choase a File windaw will appear. Browse your computer to find the file
youwant 2 upload. Select the documents and click the Open button. Finally click the Upioad buttan.

B SN M seiect Evaluation Documents. | & Upload

CTsource Training 2 Formal/Informal Manage Evaluate Award

If there are any additional documents that must be added to include in the
evaluation, you have the option to Select Evaluation Documents and Upload. Click

Next.

[DEMO]
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Teams Evaluation Materials Publish Summary,

Solicitation Teams

& Training Evaluation Team

Material Selected
~*  Solicitation
¥ Buyer Amachments

~¥  Header Level Atachments
T Schedule_1_-_Position_Specificaons_and_Requirements.pdt
~  Contract Exhinit Tempiate.doce
v Comtractdoc

Response Documents

~  Vendor Response Documents

Salicitavion Audit

Sclicization Summary - Addenda

Bid t2b Report

Questionnaire Report

Previous (I Customize Email content | ‘Publish
e ———

Evaluate

CTsource Training 2 Formal/Informal Manage

You may send a customized email to the evaluation team at this time.

[DEMO]
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Subject ISahmati:n Evalustion Committee Invitation J

(o @B@ « ~]|[%]== m=[x]
[B 1 8 &|[z=:%» k2 aa|s-|an]

———— State of Connecticut's Lisa Rolik has invited you as an evaluator on the Evalustion Commities for Solicitation No.: 18PSX00000
Soleitation Title: Temporary Employment Services - Business and Adminstrative Positons

The Iink beiow is 8 unique 3c08sS point for yOu 10 3coess evaluation materials. Glick 1o Downioad Docs and evaluate

CTsource Training 2 Formal/Informal Manage Evaluate Award EL

This is an example of what appears is the system-generated email that you may revise
at this time. Click Save.

[DEMO]
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Solicitations»  Contracts>  Approvalw  Analytics =

Select or enter individuals on the solicitation evaluation committee. Committee members will be granted external system access to selected solicitation evaluation

materials via WebProcureDrive.

CTsource Training 2 Formal/Informal

Publishing Documents occurs and this may take a while depending on the

number/size of documents.

The systems is flowing and compiling all the information into a zip file to be then
emailed to the Evaluation Committee members.

[DEMO]

Publishing Documents, Please wait ...

Manage

Vendors»  Admin~

)

Evaluate

Award
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Select or enter individuals on the solicitation . Committee members will be granted external system access to selected solicitation evaluation

materials via WebProcureDrive.

Document published ro Evaluation Ce successfully.

—— =3

CTsource Training 2 Formal/Informal Manage Evaluate Award £2

Once the document is published to the Evaluation Committee successfully, click
Proceed. Once you click Proceed, the system generates and sends the email.

You will be returned to the Summary, click Close. Return home.

[DEMO]
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The Evaluation Team member receives an email with a link to download documents.
View download and open zip file. As you can see, the system summarizes the
downloaded material for you into file folders. Miscellaneous documents will be listed
outside of the folders. [DEMO]
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You may post bid opening results for solicitations without line items by producing
your own summary document and post (or publish) it to the Bid Board. Follow the

process steps in this flow chart to complete the task.

Award
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Evaluate and Award : 19PSX00000 - Temporary Employment Services - Business and Administrative
Positions (Formal)

e | ot < e o o

86

CTsource Training 2 Formal/Informal \EREEE Evaluate Award

If a solicitation contains line items, an Export Bid Tab button is available on the
Evaluate and Award page. CTsource will export the item response data into Excel to
create a workbook to summarize a Bid Tab to be posted to the Bid Board.
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Total Award Summary

BidTabReport.xlsx
Open file

CTsource Training 2
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Manage Evaluate

This slide displays a sample of Export Bid Tab results. If you choose to utilize the Item
spec functionality in the future, this bid tab report provides various summarizes of
the vendors’ responses for you to choose from or use all of them. This is a great
feature if your organization is required to provide this level of detail.
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The slide above details the process steps to evaluate and award solicitation
responses.
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®¥) Questions & Answers

* Please use the Q&A function at the bottom of the screen to continue
asking questions.

* We will answer as many questions as we can during the time we have
allowed for this segment.

* 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 2 Formal/Informal Manage Evaluate Award
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Select the award method from the options listed below and review the supplier documents.

Review and/or download documents and attachments submitted by suppliers as part of their response.

Select Award Method

() Review Vendor Documents

Select the vendor(s) to which you would like to award this Solicitation.

@ AWATT < —

—> Manage Evaluation Committee

CTsource Training 2 Formal/Informal Manage Evaluate Award 20

To Award select radio button and click Continue. [DEMO]
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Award

Award : 010520 - Training Il Evaluate Responses (Formal)

Elloa not Amard row D Anard 1o Muisple Suppilers.

Company Information

Deail full
name and title
ofthe
individuale...

Jane Smitn, President John Smith, CEO

Is your None Micro-Business
company &
micro-
business ar
Veteran's o..

ifyouarea NiA NiA
state

employee,
whatis your
posit..

CTsource Training 2 Formal/Informal Manage

Select the check box for the supplier to award. If awarding to more than one supplier,
select check box Award to Multiple Suppliers, then select the suppliers to award.

Then click Done.

[DEMO]

Awesome Supplier (49%) ./ B Best Supplier (53%) .~ B
Docum: [ ] L]
Award Award ] O award O asfinalist [ Award O

Candid Supplier (n/a)

Excelient Supplier (r/2) o

asFinslist (O Award O

Chariie Brawn, Vice President

Vereran's Owned Micro-Business

Evaluate

Sarah Martin, Owner

HNone

NiA
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) Award

Awarded Responses  All Responses
> N

1.

Awarded Formal Solicitation Winners

No. Supplier

Awesome Supplier % ()

% Awarded \
couaer e | ooma | o o
CTsource Training 2 Formal/Informal Manage Evaluate Award 22

Click Done when ready to move forward and finalize the award.

Finalizing the award will change the solicitation status on the bid board to Awarded.
You can elect to send notifications to all suppliers if you choose. You may also post
award information if you choose.

[DEMO]
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Formal Solicitations that have ended and awaiting evaluation or awarded.

121920 pf" Training 1 Demo G Gagne Dec 19, 2020, 11:00:00  Under Evaluation

AM
Solicitation 121920

Displaying: 1-1/1

Evaluate Supplier Responses

L] ation Vendor Ac Report

Solicitation History

Cancel Solicitation

Q&A Center

Award Report

Modify Published Award Report

2]
]
@
B
#
z

Download Solicitation Documents
Send Notification to Suppliers

a v

View Audit Detail
(s] Copy Solicitation

& Pprint Solicitation

CTsource Training 2 Formal/Informal \EREEE Evaluate

Select Finalize Award from the actions window of the solicitation.

[DEMO]
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Finalize Bid : 121920 - Training 1 Demo (Formal)

Before finalizing the award to Bid 121920 you may create and send award email notification. along with attachment. to select vendors by
P celectingthe Create Notification button below, Select Cancelf you do not wish to continue vath the award finalizaton process a this time

Blease Note: It s recommended that you have your document atiachments ready before electing to create the notification
T )

Please select the vendors who will receive the standard award notification, The list contains enythe vendors that viewed cr bid on the Solicitation. If you have done
custom notification using “Create Notification” above. you may consider unchecking all the vendors below.

Select Vendors to Notify

ICheck Al [Uncheck Al

Select Supplier
Awesome Supplier (49%) GIZTED Awarded
Candid Supplier (n/a) CETED Responded

When you are ready to finalize the award, please type the word "Yes* In the confirmation box at the bottom of the screen and click "Subrmit®

< [ |

—_—

CTsource Training 2 Formal/Informal Manage Evaluate Award &

Prior to finalizing this process, you may send a notification. The system will
automatically send a generic email stating the solicitation has been awarded or you
can create a customized notification via the Create Notification button. If you choose
not to send a notification, select Uncheck All. You may also choose to publish the
information to the Bid Board via the Publish button.

When ready to finalize, enter YES in the Confirmation box. Click Submit.

This will move the solicitation to the Award status and the solicitation document can
be found under Solicitations — View Archived

[DEMO]
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Finalize Bid : 121920 - Training 1 Demo (Formal)

Bid 121920 is now in finalized status. Click on Past Bid to view awarded items.

S o |
CTsource Training 2 Formal/Informal Manage Evaluate Award &

Click Publish or Close. [DEMO]

Note: DAS does not publish award information due to the fact that the fully executed
published contract is considered the award.
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Publish Award Report : 691 - 2020_Training2_FormalSoliciationExample (Formal)

Status: Not pubiishad

————
——— St o Publish Action Aliachrments Award Nore: AP FlmL e

Denn Test 2Much $57,500.00

Crash Test Dummies 5000

Publish
# Do NOT publish
O Publish All Responses
O Publish Only Awarded Responses

O Publish Custom Report

_————EsE

CTsource Training 2 Formal/Informal Manage Evaluate Award &

Posting some information on the Public Bid Board is at your organization’s discretion.
If you wish to publish the award or bid tab to the bid board, use this functionality.

Notice that the Show me how it looks button is not activated at this time. You wiill
need to go through the publishing process first.

Choose from the Publish menu how you would like to proceed. Click Next.

[DEMO]
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Choose whether to Display any attachments provided by the responding suppliers.

Click Next.

[DEMO]

Selact a Publish Action Vendor Attachments

Aveard Atachments.
() Disptay any attachments provided by the responding suppbers

< Awesome Supplier

Awarded
Type  Document Visibaity
Solicitation-level Attachments
B Awesome Respense.docx e ]
< Best Supplier Responded
Type  Document wisibity
Solichation-level Auachments
@ BestResponseidocy [}

< Candid Suppiler Responded
Type  Document visibility
Solictation-level Atachiments
& cantid Response.docx [ves |

EEEE
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Award
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Award

Publish Award Report : 121920 - Training 1 Demo (Formal)

Status: Not published

Vendor Anachmﬁ\ward Notes Award Attachments

(XD @@ @« +||9||= = mmu)
B2 s |slle = (9| = = = =||see -||A B

Select a Publish Action

Awarded Vendors:
+ Awesome Supplier
Responded Vendors:

« Candid Supplier

CTsource Training 2 Formal/Informal \EREEE Evaluate

It is recommended to include Award Notes based upon the information you choose
to post. The system will provide notes but you may modify them or elect to delete

them. Click Next.

[DEMO]
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Publish Award Report : 121920 - Training 1 Demo (Formal)

Status: Not published

Select a Publish Action Vendor Attachments Award Notes Award Attachments

—  Attach Documents

oo L soe J o

CTsource Training 2 Formal/Informal Manage Evaluate Award o2

You may determine to attach other related award documents by clicking the hyperlink
and the upload documents window appears. Click Save.

[DEMO]
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Publish Award Report: 691 - 2020_Training2_FormalSoliciationExample (Formal)

Status: Published
e @l Show me how it looks

Select a Publish Action Vendor Attachments Award Notes Award Amachments

CTsource Training 2 Formal/Informal Manage Evaluate Award 200

Now the Show me how it looks button is activated. Click to see.

[DEMO]

100



aucation and Tiaieg Serites (860000001

CTsource Training 2 Formal/Informal Manage Evaluate Award oL

The summary of the information published will display. You may change the
information if necessary. This is your opportunity to revise information before it is
publicly displayed on the Bid Board. Click Close and Close again.

[DEMO]
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Senint/Dowmiosd solictation summary (e wwrd raport

Solicitation # 121920 *

Training 1 Demo

Training 1 Demo for Bid/Solicitation Board in Stage

Start Date. December 19, 2020 10:30.00 AM EST
End Date December 19,2020 11:00:00 AM EST
Solicitation : 121920
Status Awarded / ADDENDUM
Delivery Terms. Free On Board Destination
Payment Terms. Vendor Specified
Who can respand 1o this bid ? © All Vendors.
CTsource Training 2 Formal/Informal

"yes” ®Red X Means ol

Contact Information

Solicitation Number ACTsource

GerbLynne Gagne
L Bivd Hartford CT,

Tel: 860-713.5112

Fax

gertiynne.gagne@ct gov

Manage Evaluate Award coz

Go to the Bid Board to see your published award. Note the status is flagged as
awarded. You may view your published award information in the “View award
report” in the top right corner. [DEMO]

The information displayed should mirror the report under “Show me how it looks”.
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®¥) Questions & Answers

* Please use the Q&A function at the bottom of the screen to continue
asking questions.

* We will answer as many questions as we can during the time we have
left.

* 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 2 Formal/Informal Manage Evaluate Award 202
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This concludes Training 2. Training 3 will be LIVE (on-line) training events in webinar format with a LIVE
Question & Answer segment at the end of the training.

Training 3: Contracts/Master Agreements is scheduled for January 27, 2021

Trainings 2 & 3 are recorded for those who cannot attend the training events to view at a later date.
Questions and answers as well as links to the recordings will be posted @

https://portal.ct.gov/DAS/CTSource/CTSource

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!
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