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Session Objective

To strengthen the partnership between CAPS
supported agencies and CAPS by providing
information on staff, policies and procedures
to facilitate more efficient management of
procurement activities and tasks.
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Did you know?

* The CAPS section was created in 2006 to provide
procurement support to non-delegated agencies
when the procurement function was consolidated
within the Bureau.

* The CAPS Section Chief is the special designated
agent for your agency (hold the delegation) and acts
as the Procurement Director for your agency.
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Did you know?

%
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CAPS Mission Statement

Manage the responsibility of procuring
goods and services on behalf of its
supported agencies by providing
leadership, support and accountability.




DASHBOARD 24

FY20 Agencies/Boards
Supported

4949 | 33 21 33
T;::éﬁ;; RPA Grant Exceptions RFB/RFI
116 51 50 12
Renewals CAPS Waiver Simplified Bids RFP }

2020 Wisconsin Statewide Procurement Conference




)
Meet the Team

Wisconsin

State Procurement

Conference Stella Ness Mark Simon




What is the one thing that
you wish you could learn
more about or feel that you
need more training on?
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“Survey says. ..

{ WAIVERS J

{ RFB/RFP/SIMP BID PROCESS J

{ REQUISITION/PURCHASE ORDER PROCESS J
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Waivers

* Competitive procurement process may be
waived when bidding is not possible for
uniqueness, emergency or substantial time
pressure.

* Exceptional and rare; will be scrutinized to
ensure that bidding is not feasible,
particularly for sole source requests.

2020 Wisconsin Statewide Procurement Conference
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Waivers

* Agencies must provide:

PRO-501

* Justification of need and all relevant
documentation to support the waiver request
(e.F., market research to demonstrate that
only one source exists, sole source letter from

vendor, etc.)
* How cost reflects market va

* Data-driven justification t
not being charged more t
with similar products and

ue:
nat the State is

nan customers
services.

2020 Wisconsin Statewide Procurement Conference 10



Waivers

 General Waivers

PRO-501

e Consolidation of like purchases from like vendors
* Maximum 1-year term

* Example: DOC requests approval to waive official sealed bid
process to enter into agreements with local farmers to
purchase produce and eggs as needed to support correctional
farm enterprises

* Sole Source Waivers
* Commodity/service is available from only one source
* Can be longer than 1 year

| * Example: Maintenance on OEM equipment must be performed
Stat;xli‘i:;g::::nent by O E M

Conference

2020 Wisconsin Statewide Procurement Conference
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CAPS Waiver Procedures

* Under S25K requires CAPS
Section Chief approval

* Over S25K requires Governor’s
Approval (through SBOP) RPA —
DOA-3046

RESOURCES:

* CAPS How to Request a
CAPS Waiver (Sole Source
<S25K)

* CAPS How to Submit a
Request for Purchasing
Authority (Governor’s
Waiver)

2020 Wisconsin Statewide Procurement Conference
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Waivers

*Emergency Waivers

*Beyond agency control, risk of human
suffering or damage to state property
requiring immediate action.

* May be a result of a declaration by the
Governor

2020 Wiscons in Statewide Procuremen t Conference
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Business Case Exceptions from Mandatory
Enterprise Contracts

* Enterprise contracts may have a waiver process for the following
situations:

* Required items are not available from the vendors on contract

* Required items can be purchased from another source at a
significant cost savings

* Consult with the Contract Manager to determine what process and
documentation is needed to request the waiver.

e Some contracts have an automatic waiver under a certain dollar
threshold

* Intended for emergency purchases only; not a mechanism to
avoid using the contract

Wisconsin
State Procurement

Conference
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“Survey says. ..

[ WAIVERS \/ }

[ RFB/RFP/SIMP BID PROCESS }

[ REQUISITION/PURCHASE ORDER PROCESS }
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SpeciallConsiderations

Mandatoery Contract

Optional Contract

Purchasing Thresholds

\\““»»,

<S5,000
Best Judgment

>$50,000
Request for Bid or Proposal

$5,000-5$50,000
Simplified Bid

Wisconsin
State Procurement
Conference
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Simplified Bid - $5,000 to $50,000

PRO-303
 Minimum of 3 quotes by telephone,
verbal, catalog, web, etc. and confirm
in writing RESOURCES:
* Award to the lowest possible bidder e CAPS How to Guide —
(PRO-305) simplified Bid

* Be aware of serial
contracting/purchasing (PRO-107)

* Use the Simplified Bidding Record Form
(DOA-3088)

* Strongly recommended to post bid
pportunities on the eSupplier Portal

2020 Wisconsin Statewide Procurement Conference
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Simplified Bid - DOA-3088

Wisconsin

State Procurement
Conference

Wisconsin Department of Administration Simp| ified Bidding Record o Agency!
ate .
glg}: E;Brga;?:ggzgremenl Purchases over $5,000 through $50,000; Location
~3088 ( ) Printing, $50 through $50,000
Person
Instructions: Completing
- Agency shall contact at least three (3) suppliers and use PRO-C-8 as guidance.
- Agency shall make an effort to solicit small businesses, veteran-owned businesses, disabled veteran-owned Simplified Bid
business and minority businesses and work centers. Number
. The completed form shall be attached to the requisition or procurement/transactional contract. Req or
+ Generic specifications shall be used when possible. Eﬁ:{::ce
- When necessary to use a brand name to identify a level of quality, suppliers must be informed that equivalent Cod
) . ) ) ; odes:
alternatives may be acceptable; agency will be the sole determinate of equivalency. MBE: Minority Business Enterprise (Certified)
* The winning bidder should be indicated. Reag WC:  Wark Center(Certified) )
DVB: Disabled Veteran-owned Business (Certified)

Supplier blier Supplier

Name & Najlle & Mame &

Address ess Address

Item Description Q
Supplier ID Supplier 1D
MBE WwC DVE WC DVE MBE WC DVB
LUnit Price Total LUnit Price Total Unit Price Total
Grand Total rand Total Grand Total

Contact Person
Email Address
Phone Number
Contact Date
Reply Date
Method of Bid: Phone. email, fax, website, efc.

2020 Wisconsin Statewide Procurement Conference
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SpeciallConsiderations

Mandatoery Contract

Optional Contract

Purchasing Thresholds

$5,000-5$50,000
Simplified Bid

2020 Wisconsin Statewide Procurement Conference 19

<S5,000
Best Judgment

>$50,000
Request for Bid or Proposal

Wisconsin
State Procurement
Conference



Request for Bid

When to Use
* You know precisely what you need

* You have detailed requirements and specifications
 Lots of competition exists

* The product or service is available from more than one source

Wisconsin

State Procurement
Conference

2020 Wisconsin Statewide Procurement Conference
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Request for Bid (RFB) Process PRO-304

Develop Bid Issue and
Package Manage Bid

ldentify Need e

Review,

Post- Award

Abstract & Activities

Award

2020 Wisconsin Statewide Procurement Conference 21



RFB Process: Identify Need

Agency CAPS
* New or existing procurement? * Aid in development of timeline
* Software purchase? * Research existing contracts

* Existing contract?
* Commodity or a Service?
* Create a timeline with CAPS

Wisconsin

State Procurement
Conference

2020 Wisconsin Statewide Procurement Conference
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RFB Process:

. PRO-201
(Planning & Preapproval)
Agency CAPS
* Complete Procurement Plan e Review and submit completed
» Complete CBA Procurement Plan to SBOP

+ Send Proc Plan and CBA to CAPS ~ * Bid Number assigned

* Receives approved or denied
Procurement Plan

* Review and send completed CBA
to SBOP

2020 Wisconsin Statewide Procurement Conference
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RFB Process:
(RFB Document & Cost Sheet Preparation)

Agency

Wisconsin

Purpose and Scope
Bidder Qualifications

Mandatory Specifications (Technical Requirements,
Performance and Support Requirements, etc.)

Any Special Terms and Conditions
Cost Sheet
Compile list of Potential Bidders

State Procurement

Conference

CAPS

Bidder Outreach

Assist Agency with Mandatory Specifications
(Technical Requirements, Performance and
Support Requirements, etc.)

RFB and Cost Sheet entered into Strategic Sourcing

Provide DRAFT RFB to agency for discussion and
revisions

RFB and Cost Sheet Finalized

Peer Review

Section Chief Review

Agency approval to post to eSupplier
RFB Posting to eSupplier

2020 Wisconsin Statewide Procurement Conference
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RFB Process:

Agency CAPS
e Answer Questions received from ¢ Questions and concerns
Bidders reviewed as needed

e Creation of Amendments

e Post Bidder Communication to
eSupplier

* If multiple rounds of questions,
repeat

Wisconsin
State Procurement

Conference
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RFB Process: Review, Abstract and Award

Agency CAPS
» Reference Checks * Review all Bidder responses
* Protest and Appeal Period * Review all Bidder documents

* Verify Cost Sheet is completed
* Clarifications

* Eligible/ineligible status check
* Create Cost Abstract

 Admin Review (only occurs on
Thursday)

 Notice of Intent to Award

Wisconsin
State Procurement

Conference

2020 Wisconsin Statewide Procurement Conference
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RFB Process: Post Award Activities

Agency CAPS

* Negotiate and create Contract * Assign Contract Number

with winning Bidder(s) * Create Transactional Contract in

STAR
* Award in Strategic Sourcing

* Ensure official procurement file
is complete

Wisconsin
State Procurement

Conference
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RFB: Pros and Cons

Advantages Disadvantages
« Award process is simpler » Defined specifications may be
« Award is made to the difficult to develop
responsive qualified bidder * Does not always encourage
providing the best value Innovative solutions
 Explicitly outlines what the » Performance and track record
specifications and desired are not sufficiently considered

end-product will be

2020 Wisconsin Statewide Procurement Conference 28



Request for Proposal

When to Use
 Factors other than price are evaluated
* Negotiations are desired

* Proposer Is expected to provide innovative ideas
* When a project is sufficiently complex

2020 Wisconsin Statewide Procurement Conference
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PRO-306

Request for Proposal (RFP) Process PRO-307

PRO-308

Issue and
Manage RFP

ldentify Need mmmd Develop RFP S

Review,

Post- Award

Evaluate & Activities

Award

2020 Wisconsin Statewide Procurement Conference 30



RFP Process: |dentify Need

Agency CAPS
* New or existing procurement? * Aid in development of timeline
* Software purchase? * Research existing contracts

* Existing contract?
* Commodity or a Service?
* Create a timeline with CAPS

Wisconsin

State Procurement
Conference

2020 Wisconsin Statewide Procurement Conference
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RFP Process:

. PRO-201
(Planning & Preapproval) PRO-205
Agency CAPS
* Complete Procurement Plan e Review and submit completed

(PRO-201) Procurement Plan to SBOP
 Complete CBA (PRO-205) * Proposal Number assigned

* Send Proc Plan and CBA to CAPS e+ Receives approved or denied
Procurement Plan

* Review and send completed CBA
to SBOP

2020 Wisconsin Statewide Procurement Conference

32



RFP Process:
(RFP Document, Cost Sheet and Benchmark

Preparation)

Agency CAPS
e Purpose and Scope * Proposer Outreach

* General/Mandatory Requirements e Assist in development of RFP

e Technical, Performance and Support * RFP, Cost Sheet and Scoring Criteria
Requirements, etc. entered into Strategic Sourcing

* Any Special Terms and Conditions * Review of questions or concerns

e Cost Sheet * RFP, Cost Sheet and Benchmarks Finalized

 Scoring Criteria/Benchmarks * Peer Review

* Compile list of Potential Bidders e Section Chief Review

* Compile list of Evaluators, PRO-307 * Agency approval to post to eSupplier

* RFP Posting to eSupplier

Wisconsin

State Procurement
Conference

2020 Wisconsin Statewide Procurement Conference 33




RFP Process:

Agency CAPS
e Answer Questions received from ¢ Questions and concerns
proposers reviewed as needed

e Creation of Amendments

e Post Bidder Communication to
eSupplier

* If multiple rounds of questions,
repeat

Wisconsin
State Procurement

Conference
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RFP Process: Review, Evaluate and Award

Agency/Evaluation Committee CAPS
e Evaluation Committee acts on * Review all Proposer responses

Q;goecnecsy;’s behalf during this * Review all Proposer documents
* Verify Cost Sheet is completed
* Review exceptions

* Ensure cost is not referenced in
Proposals

 Clarifications
* Eligible/ineligible status

Wisconsin
State Procurement

Conference

2020 Wisconsin Statewide Procurement Conference
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RFP Process: Review, Evaluate and Award

Agency/Evaluation Committee CAPS

» Attend all meetings

Read and review all proposals

Score proposals against benchmarks
Raise questions

Request clarifications

Wisconsin
State Procurement

Conference

Kick off Meeting

Evaluation Meeting(s)
Demonstrations/interviews/site visits
Reference Checks

Evaluation Follow-up Meeting(s)

Cost Evaluation

BAFO

Evaluation Committee Report (PRO-307)
Admin Review (only occurs on Thursday)
Notice of Intent to Award

2020 Wisconsin Statewide Procurement Conference 36



RFP Process: Post Award Activities

Agency CAPS

* Negotiate and create Contract * Assign Contract Number

with winning Proposer(s) * Create Transactional Contract in

* Protest and Appeals period Strategic Sourcing
e Post Award Information to STAR

* Ensure official procurement file
is complete

Wisconsin
State Procurement

Conference
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RFP: Pros and Cons

Advantages
 Flexibility

* Vendors give ideas and
solutions you had not
considered

* Not just based on price

* Allows for negotiations in
order to obtain the best value

Disadvantages

 Lead times for procurement
are much longer

 Evaluations are more
complex

* Not always the lowest cost

2020 Wisconsin Statewide Procurement Conference
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REB : RFP

Specifications Request Outcomes
Objective; yes/no, lowest Subjective; how well met,
Response :
cost cost is a factor
Lowest responsible Evaluation committee
, Award
bidder scores

Only with the lowest
responsible bidder on Negotiation
price

Multiple proposers before
award

Average

) 6-12 months
Time

3-6 months

2020 Wisconsin Statewide Procurement Conference
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“Survey says. ..

[ WAIVERS \/(

[ RFB/RFP/SIMP BID PROCESS W

[ REQUISITION/PURCHASE ORDER PROCESS }

2020 Wiscons in Statewide Procuremen t Conference
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What part of the
requisition process do you
find most challenging?




Overview

* Creating a Requisition

 Common Pitfalls/Things to consider

* Procurement Authority and Documentation
* Monitoring the Requisition

* Who are the Approvers?

* What is the status?

* Purchase Order
* Change Order

2020 Wisconsin Statewide Procurement Conference
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Common Pitfalls of the Requisition Process

* Creating a Requisition
* Purchasing Authority
 Category/ Commodity/ NIGP Codes
* PO Type
* General vs. Grant
* Amount Only Flag

Wisconsin
State Procurement

Conference

2020 Wisconsin Statewide Procurement Conference
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Procurement Authority

Best Judgement

Simplified Bid

Sole Source Under S25K

RPA

Enterprise, CAPS, or
Piggybacking Contract

Wisco......
State Procurement
Conference

Procurement Authority

Description

S5,000 or less over a fiscal

year

Over the $5,000 up to the
$50,000 over full contract
duration

Under $25,000 over full
contract duration

Over $25,000 over full
contract duration

*Mandatory Contracts
*Optional Contracts
*Piggybacking off UW
System

Required Attachments

Quote where available

DOA-3088 as attachment or on
contract

*Contract notated in Contract ID
*Signed authorization letter from
CAPS Section Chief

Contract notated in Contract ID

Contract notated in Contract ID

2020 Wisconsin Statewide Procurement Conference

Approval Justification

Best Judgement

Simplified Bid

PRO-501

RPA Number

Contract Number

44


http://vendornet.state.wi.us/vendornet/doaforms/doa-3088.pdf

Procurement Authority-Continued

Procurement Authority
Grant

Interagency

Intergovernmental

Collective/ Collaborative
Purchase

Wisconsi
State Procure
Conference

Description Required Attachments

Awarding Grant Funds to Exemption Letter

Participants PO Type: Grant
Recommended: Contract
w/ SS

Purchase of commodities or Nothing Required

services from Wisconsin state

agencies

Purchase of commodities or Must be a federal

services from the Federal government listed as the

Government supplier

Purchase from any vendor on If over S50K will require a

agreements established by any  Procurement Plan
other state government, federal

government, or any municipality

of the State of Wisconsin.

2020 Wisconsin Statewide Procurement Conference

Approval Justification
Grant

Interagency

Intergovernmental

Collective Purchase
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Announcements

STAR Inquiry

Transactional Contracts

Mo Announcements

Reporting Tools

Strategic Sourcing

STAR Approvals

¢

()

Procurement Workcenter

Receiving

8o
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¢ Procurement Center Manage Requisitions

_J' Process Requisitions

Manage Requisitions

Requisition Entry

Manage Requisition Approvals

Requester's Workbench
Expedite Requisitions
Sourcing Warkbench
View Supplier Info

Irﬁ. Source Requisitions

(4 Review Requisitions

Wisconsin
State Procurement

Conference

Requisition Settings

Business Unit 120300

*Requester |LUNDAXHUG

OK Cancel

Department of Administration

Q Lund Ashley Kay

Requisition Name

Priority

*Currency usD
Default Options 7
® pefault If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.
O override If you select this option, the defaults specified below will override any predefined values for these fields only non-blank values are assigned.
Line Defaults
Supplier Q Category Q
Supplier Location Q Unit of Measure Q
Buyer Q
Shipping Defaults
Ship To Q Add One Time Address
m Due Date [+ Attention
Distribution Defaults
SpeedChart
Accounting Defaults Personalize | Find | (2] | E\ First (4 10f1 (b Last
Chartfieldsd || Details | AssetInformation | [0
Dist Percent Location GL Unit Bud Ref Fund Appropriation Dept Account Program
1 MADEWIDO17 |y 50500 Q Q Q Q |505R30000() 3 Q

47
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Wisconsin
State Procurement

Conference

Business Unit 90300 @

Department of Administration

Requisition Name

FY¥21 Laptop Computer SHI

*Requester |LUNDAXHUG

Priority

Q Lund Ashley Kay

*Currency uso

Default Options (2
Look Up Category

@ Default [T you select this option, the defaults specified below will be a
fields.
O override If you select this option, the defaults specified below will overl} note: You may either Search or Browse to look up the appropriate category for your special request.
W Search Categories
Line Defaults (¢
Search By | Description ~ | ||aptop | Find |
i 0000004111
Supplier Q Categories Personalize | Find | View All | (2] | @ First (4) 140f4 (b Last
Supplier Location |[LOC-5 ') Unit ¢
Catalog Category Description Find in Tree
Buyer QL
— Mounting Hardware, Automotive:
Shipping Defaults 1/NON_CATALOG 05367 Laptops, GPS, Cameras, Electr ﬂ
Ship To Q
Microcomputers, Handheld,
Due Date [ Attent] | 2 NON_CATALOG 20454 Laptop, and Notebook 8
Distribution Defaults
Microcomputers, Handheld,
SpeedChart 3 NOM_CATALOG 20554 Laptop, and Motebool, ﬂ
Environmenta
Accounting Defaults
Chartfields1 || Details || Asset Information Computers, Microcomputer,
4 NOMN_CATALOG 93424 Handheld, Laptop and ﬂ
Dist Percent Location GL Unit Bud Ref Fund Motebook, Ren
1 MADEWIO01T |G (50500 Q Q
; ) Browse Category Tree
| Retum | M
1




Vendornet.wi.gov

Vendorhet Registration Bids ‘ IGP Codes Forms General Procurement FAC Contact Us Login

Search |laptop

*Hit Enter to Search

Code Description
~ 05500 AUTOMOTIVE ACCESSCRIES FOR AUTCMOEILES, BUSES, TRAILERS, TRUCKS, ETC.
Code Descnption
05567 Mounting Hardware, Automotive: Laptops, GPS, Cameras, Electronic Devices, etc.
W 20400 COMPUTER HARDWARE AMD PERIPHERALS FOR MICROCOMPUTERS
— ——
| Description S —
< 20454 Microcomputers, Handheld, Laptop, and Notebook )
S — —

~ | 20500 COMPUTER HARDWARE AMD PERIPHERALS FOR MICRCCOMPUTERS, ENVIROMMEMTALLY CERTIFIED BY AN AGEMCY ACCEPTED CERTIFICATION

EMTITY
Code Description
20554 Microcomputers, Handheld, Laptop, and Notebook, Environmentally Certified Products
w 98400 RENTAL OR LEASE SERVICES OF COMPUTERS, DATA PROCESSING, AMD WORD PROCESSING EQUIPMENT
Codg m— R ETIDTION
———
Wisconsin < 02424 Computers, Microcomputer, Handheld, Laptop and Motebook, Rental or Le%
State Procurement —— —
Conference —— ——
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Business Unit 30500 ' Q Department of Administration Requisition Name T Y21 Laptop Computer SHI

"Requester |LUNDAXHUG /@ Lund,Ashley Kay Priority

*Currency | YSD

Default Options (7]
® Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.
O override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are assigned.
Line Defaults (2}
supplier |0000004111 a Category 20454 Q
Supplier Location [LOC-6 a Unit of Measure QL
Buyer | Q
Shipping Defaults
Ship To |DOADD1709 (e} Add One Time Address
Due Date | 5 Attention |Ashley Lund
Distribution Defaults
SpeedChart
Accounting Defaults Personalize | Find | (21| [ First 4/ 10f1 (» Last

| Chartfields1 || Details || Assetinformation | [

Diist Percent Location GL Unit Bud Ref Fund Appropriation Dept Account Progran
1] | IMADEWIOO17 |G 50500 (@ | & | & | |, [505R 3000003 | Q|
< I —— ’

QK Cancel




‘ Special Requests (2

Enter information about the non-catalog item you would like to order:

| "B 4 Line | Checkout |
Item Details
*ltemn Description |Laptop Computer
*Price 100 *Currency |USD
*Quantity 1 *Unit of Measure |UNT aQ
*Category | 20454 Q, Due Date El
“Supplier
Supplier ID | 0000004111 Q

Supplier Name |SHI International Corp Q. SHI International Corp Suggest New Supplier

Supplier tem 1D

Manufacturer
Mfg ID Q,
Manufacturer

Mfg Item ID

Additional Information

Extended notes on the product you are purchasing. Some examples: Product specifications, color, fype, T‘@
Anything you think is imporiant fo share about this line.

Send to Supplier Show at Receipt Show at Voucher

Hequest New [tem

O Request New ltem A notification will be sent to a buyer regarding this new item request.

| Add to Cart

Wisconsin
State Procurement

Conference
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Checkout - Review and Submit

Review the item information and submit the req for approval.

}

My Preferences * Requisition Settings
Requisition Summary

Business Unit 50500 | Department of Administration Requisition Name |F¥21 Laptop Computer SHI

*Requester |LUNDAXHUG |@  Lund.Ashley Kay

*Currency |USD

Chap 160 -

Chap 281
Cart Summary: Total Amount 100.00 USD Chap 283

Expand lines to review shipping and accounting details |'! | Chap 285
. Chap 289
| Requisition Lines 7/ {Chap 291 |
4 Chap 350

Chapter 13
b 01 g Lapiop Computer SHI International Carp 1.0000) Units | Chapter 23 0000 100.00 [ Sait i |
Chapter 26
[ Setect Al / Deselect All Select lines to: u- Add o Favorites ﬂ Add to Template(s) ﬂ C g::g:: g; EgMass Change
Chapter 29
Chapter 30 Amount 100.00 USD
Chapter 31
Chapter 33
Chapter 40
Chapter 84

Lime Diescription ltemn 1D Supplier ‘Queantity Lo Prica Taotal Ditails  Comments Cialete

Shipping Summary

# Ectfor Al Lines
Ship To Location DOACTOS 1 General
— Grants -
Address ADMIMISTRATION, DEPARTMENT OF
DIVISION OF ADMINISTRATIVE SERVICES
101 EAST WILSOM ST
MADISOM, W1 53702

Attention To Lund, Ashley Kay

Comments

Requisition Comments and Attachments
Enter requisition commenis

J

Add more Comments and Attachments

[ send to Supplier [ Show at Receipt [ shown at Voucher

Approval Justification

Enter approval justification for this requisition

Wisconsin
State Procurement

Conference

"2 Gheck Budget B3 ereCheck Budget

ﬂ Save & submit ﬁ Save for Later I+ Add More ltems I ] Preview Approvals iP«.dl:l Requast Documant




Amount Only Flag

Line Details

Help &
Line Details

Mo hrage

Line 1 g® #24421185 ROUND STIC B5PK BOMU Line Status  Approved
Item Deetails
Merchandise Amount 78023 33 USD RFGQ Required
Itemn 1D Drevice Tracking
Category 2080 Zero Price Indicator
Original Substituted Item
Description
Physical Nature @ Goods il

Buyer

Baryer Information

Configuration Info

Wisconsin
State Procurement

Conference
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Line Details

Line Details |
Look Up Contract ID »
Line Details 7
Help
SatlD SHARE
Mo Irreage B
Line 1§ Laptop Computer Contract I0[Begins with w || |
Short Supplizr Name [Begins with w || &,
Dizscription [ begins with » || |
w ltem Details |3
| LockUp || Clear || Cancel | BasicLookup
Merchandise Amount 10000 USD Search Results
Item IO} Miew 100 Fist (4 14owa (b Lag
Category 20454 Contract
Suppllar Short Suppller  Contract
Original Substituted Item PR Suppller I Contract 1D — PR elnhun Dwacriptlon Eaginning
Description Date
. SHARE 0000004111 S0SENTM21-NASPOSMAR-03  SHIINTERM-001 Approved WAR SOFTWARE SUPPORT AND MAINT 02002/2021(
Physical Nature | Goods | SHARE 0000004111 SOSENT-MAT-WICOMPUTER-03 SHI INTERN-001 Approved Computer Hardware/Periph/Sves /2372018
SHARE 0000004111 5050UA-R19-152058-06 SHIINTERM-001 Approved (blank} 100242014
Buyer | |"1 SHARE 0000004111 4550M5-M21-1188-01 SHIINTERM-001 Approved HPEIEM Extended Server Suppont 0BMD7/2020
Buryer Information
Configuration Info
 Contract Information | 3 " }
Use Contract if Available
Contract1D | o
Contract Details Reseller Contract 1D &,
Version Reseller Version
ContractLine [ o Reseller Contract Line[  |Q
Ca ry Line I:lﬂ. Reseller Category Line I:lq'

Wisconsin
State Procurement

Conference
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‘ Header Comments X
Business Unit 50500 Requisition Date 10/22/2020
Status Qpen
Comments i First 4 1of1 (» Last
Shipping Summary Use Standard Commeants Entered On: =
' Edit for All Lines ¥ [Add notes for the full requisition A %'
Ship To Location DOADDTTOR
Address ADMINISTRATION, DEPARTMENT OF o ) ) &
5 i I i I
OIVISION OF ADMINISTRATIVE SERVICES Send to Supplier Show at Receipt Show at Voucher
101 EAST WILSON ST | Scklfdadmest |
MADHSON, W1 53703
Attention To Lund Ashizy Hay | 2 | | el
Comments 4 3
y A
Requisition Comments and Attachments
Enter requisiticn comments

‘Add notes for the full requisition 2

o

Send to Supplier Show at Receipt
Add more Comments and Attachments

Approval Justification

Enter approval pustification for this requisition

SOSENT-M1T-WICOMPUTER-D3] z

Agd Mers lt2ms I Ed prey 2w Approvals B Reques: Document

Wisconsin
State Procurement
Conference
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Approval Process

* Where is the requisition in the process?
* Who are the Approvers?
* Expedite to PO

2020 Wisconsin Statewide Procurement Conference
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Announcements

STAR Inquiry

Transactional Contracts

Mo Announcements

Reporting Tools

Strategic Sourcing

STAR Approvals

¢

()

Procurement Workcenter

Receiving

8o
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{ Procurement Center Manage Rqu.liSitiDﬂ

"' Process Requisitions Manage Requisitions

Business Unit| 30500 a Requisition Name FY21 Laptop Comguter SHI a

Manage Requisitions Requisition Search || Keyword Search
Search Requisitions \
Requisition Entry we requisitions, edit the criteria below and click the Search button.

Manage Requisifion Approvals Requisition |D| 0000008547 a Request State; Budget Status| W |
Date From | 100152020 i Date To ‘Al but Complete
Requester's Workbench Requestar a, Entered By| APProved PO ID a
Canceled
Complete
. - Clzar Denied
Expedite Requisitions Show Advancad Sean Og’;'ﬁ
PO Partially Canceled
. Requisitions PO Partially Completed
Sourcing Workbench A PO Partially Created
To view the lifespan and line items for a requisition, click the Expand triangle icon. | PO(s) Canceled
To edit or perform ancther action on 3 requisition, make 3 selection from the Action ¢ PO(s) Completed
View Supplier Info PO(s) Created
Req ID Requislion Hama BU Date Requasi PO(s) Dispatched Total :
OUUDDUQE-’-? Elections-COWID-19 50500 12172020 POis) O Partially Dispatched 78,023.33 usn [[E=lect Action] || Go
A - Partially Received -
}ﬁ Source Requisitions g Requester Mess Swella R Entered By Mess Swlla F F*endin; dium
Pre-Encumbrance Balance 0.op UsD Received
- " See Lines ]
4 Review Requisitions g =" e e ” _
= [i;’:jl :*' gl
Reguisifon Imveriory E.Ii.:fu g;:::—if:l Receving Relurms Irwaice Payment
Request Lifespan:
Line Information Personalize | Find | (2| B First (4 1of1 » Last
Lina Description Status Prica Currency Quantity oM Suppller
u 1 gr F2121180 ROUND STICB8FK  pg Dispatched  7.4000 USD 10.417.0000 EA  Swmples Conwact & Commersial %
Create Mew Requisition Rewiew Change Reques: Review Change Tracking Manage Recsipts Requisition Report
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» Line Information (3
* Review/Edit Approvers
Threshold Approval

Req Total = 550,000

Approved
Forcier, Julie

( Agency Requisition Appraver 3
OR300 - 1112 AM

* Line 1:Approved
FHD 1808 HOMEZ20P Axztancs
ChartFlald Verification

I Fiscal Approval

Approved

Chhedri, Anju

v Agency ChartField Aporover
1OV22/30 - 1150 AM

Central Purchasing Approval

* Line 1:Pending
RHD 18-08 HOMEZ20P Azmiztanos

Pending

Multiple Approvers
G_) CAPS Contral Apprower

& https://starfinwigov/psc/starfin_8/EMBLOY... — O *

@& starfin.wigov/psc/starfin_3/EMPLOYEE/ERP/s/WEB... &

Approver #1
Name:

* RHD 19-08 Horicon School Apts:Awaiting Further Approvals

Wisconsin
State Procurement
Conference

Empl ID:
Department:
Supervisor I0:
Telephone:

Email ID:
Approver #2
Name:

Empl ID:
Department:
Supervisor [0:
Telephone:

Email ID:
Approver #3
Name:

Empl ID:
Department:
Supervisor 1D:
Telephone:

Email I0:

Approver #4
Name:

Empl ID:
Department:
Supervisor I0:
Telephone:

| Email I0-

Reports To Position Number:

Reports To Position Number:

Reports Ta Position Mumber:

Reports To Position Number:

Tucker,Christopher A
100115100
BOER310000

333705
chris. tucker@wisconsin.gov

Rademacher.Ambsar M
100073052
BOER310000

333705
Amber Rademacher@wisconsin.gov

Ness, Stella R
100048231
BOER310000

133705
stella.ness2@wisconsin.gov

Meidner, Catherine
100030658
ROSR310000

124TER

Catherine Madnerifagsron-ip qox
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Change Order-Purchase Order Process

Trigger Approval Routing Does not Trigger Approval Routing

* Increase or Decrease Amount ¢ Change the PO Type
or ltem Price

* Increase or Decrease
Quantity

 Add Amount Only Checkbox
* Adding an Item Line
e Updating Chartfields

e Supplier Location
e Updating Item Description
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(4

“Survey says. ..

{ WAIVERS

ENEN

[ RFB/RFP/SIMP BID PROCESS

[ REQUISITION/PURCHASE ORDER PROCESS%
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RESOURCES

* CAPS Liaison

e State Procurement Manual
* SBOP Trainings

* STAR Job Aids

* VendorNet

 WISBuy

e eSupplier

HOW TO Guides

(available on CAPS SharePoint site)

* Grant Exemption

* Request a CAPS waiver

* Search VendorNet

* Submit an RPA

* Do a Simplified Bid

 How to Enter a Reseller on a Requisition
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Fhank You fox attending!

Guestions?
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