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Procurement
Systems & Resources

Jessica Potter, WisPro Section Chief
Anne Gerke, Procurement Training Specialist - Senior



2021 Wisconsin Statewide Procurement Conference 2

Poll:

Are you still working remotely?

• 100% Remote
• Hybrid
• 100% in Office
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Jessica Potter
• Section Chief, WisPro Resources & Special Programs
• With SBOP for almost 5 years
• I was the Senior Procurement Training Specialist 

until December 2020, when I was promoted to 
WisPro Section Chief

• Unlike the rest of SBOP, WisPro is responsible for 
SBOP’s procurement resources, tools, trainings, and 
special programs
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Anne Gerke
• Senior Procurement Training Specialist, WisPro
• With SBOP for 6 months
• Responsible for everything related to procurement 

trainings, including converting some of the existing 
trainings to eLearnings or hybrid classes (we’ll 
discuss this later!)

• Prior to joining SBOP, I was responsible for providing 
in-person trainings, conducting webinars, and 
developing eLearnings for clinical research orgs
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Agenda
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DocuSign Proc Plan 
System

SBOP Website SPM Website Procurement 
Trainings



2020 Wisconsin Statewide Procurement Conference2021 Wisconsin Statewide Procurement Conference 6

DocuSign eSignature
Contract Updates, Resources, and Access
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Poll:

Do you use DocuSign for work?
• Yes! As much as possible!
• Sometimes
• No, but I wish I did
• Doc-u-what?
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• Exp. 11/2021
• Unlimited envelopes
• Unlimited seats (accounts)
• Includes UW System campuses
• Payment included in agency’s 

procurement assessment and 
based on agency’s percentage of 
Ch. 16 spend
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• Exp. 11/2022
• Unlimited envelopes or 

practically unlimited envelopes
• Unlimited seats (accounts)
• Includes UW System campuses
• Payment included in agency’s 

procurement assessment and 
based on agency’s percentage of 
Ch. 16 spend

DocuSign: Contract Updates

Current Contract Anticipated Next Contract
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DocuSign: eNotary

• Electronic Remote Notary is now legal in Wisconsin; DocuSign is 
an approved method

• Available on an enterprise level only (not per agency account)

• $15/envelope cost, with 1000 envelope bundle minimum 
(enterprise-wide)

• Discussing potential interest among agencies, campuses

• If your agency/campus would be interested in using electronic 
remote notary services through DocuSign, please email me at 
Jessica.Potter@wisconsin.gov

mailto:Jessica.Potter@wisconsin.gov
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DocuSign: Resources

• SBOP’s DocuSign User Guides (Users, Template Builders, and Admins)

• Official DocuSign User Guide

• DocuSign University (available for anyone with a DocuSign account)

• DocuSign’s Support Page

• DocuSign Trust Center (information about DocuSign’s security)

• eLearning in Cornerstone: Simplifying eSignatures with DocuSign

https://doa.wi.gov/Documents/DEO/WisconsineSignatureUserGuide.pdf
https://doa.wi.gov/Documents/DEO/WisconsineSignatureTemplateBuilderGuide.pdf
https://doa.wi.gov/Documents/DEO/WisconsineSignatureAdminGuide.pdf
https://support.docusign.com/guides/ndse-user-guide
https://support.docusign.com/guides/ndse-user-guide
https://support.docusign.com/
https://www.docusign.com/trust
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• How do I get access?

• Most agencies and campuses have DocuSign accounts already

• Reach out to your agency/campus DocuSign Administrator, if you 
know who that is

• Don’t know who your agency or campus DS Admin is?

• Contact me directly at Jessica.Potter@wisconsin.gov or my team 
at DOAWisPro@wisconsin.gov and we’ll get you in touch with 
appropriate DocuSign Admin

• If your agency/campus doesn’t have an account, I will work with you 
to discuss creating a new one
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DocuSign: Access

mailto:Jessica.Potter@wisconsin.gov
mailto:DOAWisPro@wisconsin.gov
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DocuSign Questions?
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Proc Plan System
System Overview, Updates, and Resources
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Poll:

Do you ever submit Proc Plans?
• Yes - and I’ve submitted one in the new 

system already!
• Yes, but not in the new system yet
• Nope
• I have no idea what you’re talking about
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Proc Plan System: Overview

• Launched in August 2021

• It’s part of the Procurement Request Portal, at https://rpa.wi.gov

• All users who have access to submit RPAs also have access to 
submit Proc Plans

• Automated process, similar to how RPAs are submitted

https://rpa.wi.gov/
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https://rpa.wi.gov/
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Proc Plan System: Updates

• Recent Updates:
• Updated the routing for UW’s IT plans, since they follow a 

different procedure and don’t require DET to sign off on them
• Update on the Estimates tab to require at least 1 estimate to be 

entered before being submitted

• Potential Updates:
• Considering the possibility of making some quality of life 

updates to the main Proc Plan page (e.g., changing how the 
checkboxes/flags work)
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Proc Plan System: Resources

• Proc Plan System User Guide

• Available on the Procurement Request Portal Help page and on the 
SBOP website (SBOP > State Agencies & Campuses > Procurement 
Request Portal)

• Send ideas for potential updates to me at Jessica.Potter@wisconsin.gov

• For technical assistance or to report issues, email WisPro at 
DOAWisPro@wisconsin.gov
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https://doa.wi.gov/Documents/DEO/ProcPlanUserGuide.pdf
https://rpa.wi.gov/home/help#login
https://doa.wi.gov/procurement
mailto:Jessica.Potter@wisconsin.gov
mailto:DOAWisPro@wisconsin.gov
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Proc Plan System
Questions?
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SBOP Website
Getting the Most Out of the Website:
https://doa.wi.gov/procurement

https://doa.wi.gov/procurement
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In the chat:

Name a resource you can find on 
the SBOP website.
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https://doa.wi.gov/Pages/StateEmployees/Procurement.aspx
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SBOP Website
Questions?
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State Procurement 
Manual Website
Overview, Resources, and Helpful Tips

https://doa.wi.gov/ProcurementManual

https://doa.wi.gov/ProcurementManual
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Poll:
How comfortable are you looking up 

information on the SPM website?
• I’m a pro – you name it, I can find it!
• I can fumble my way into the right spot.
• I’m not so great at finding things, but I 

know who to ask.
• I’m completely lost!
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https://doa.wi.gov/ProcurementManual/Pages/default.aspx
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SPM Website
Questions?
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Procurement Trainings
Updates, Long-Term Plans, and an Overview of 
How SBOP’s Approaching Trainings
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In the chat:

What key words or phrases 
would you use to describe 

“Virtual Training?”
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Prescription for a Healthy Virtual Training

• Highly interactive

• LIVE, Online, Synchronous instructor-led

• Instructor and Learners in different locations

• 60-90 minutes

• Under 20 participants
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Synchronous & Asynchronous Training

Synchronous

• Learning event where students 
are engaging in learning at the 
same time

• “Real-time” learning

• Think instant messaging, chat 
rooms, video conferencing
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Asynchronous

• Learning event where students 
are learning off-line or at their 
own pace

• Coursework delivered via web

• Think email, message boards, 
online
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Poll:

What does the acronym “ILT” 
stand for?

a) Individual Learning Topic
b) Instructor-Led Training
c) Independent Living Training
d) Interactive Learning Training
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Training Formats
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Best Practices are Like a Maze…
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Expectations

Define your goal, design, plan for, and communicate expectations
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Plan for the Unexpected

Over-prepare for unexpected events, stay calm when they occur,
and manage them gracefully
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Engage Participants

Design relevant, interactive virtual training sessions

44
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Engage Participants

Virtual Training is not a time to 
sit back and watch like you’re at 
a movie…

…it should be engaging and 
interactive for the presenter 
and especially for the learner!
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“Think out of the box and create a learning 
experience where the learner can interact 

with the content and their brains.”
Rosalie Ledda Valdez,

Knowledge Management
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• Participants learning knowledge 
or a new skill

• Participants engaging with the 
facilitator and attendees while 
connecting together in their 
learning journey

• Participants changing their 
behavior back on the job as a 
result of what they’ve learned
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Virtual Training is All About…
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Most importantly,
virtual training is all about 

LEARNING!



2021 Wisconsin Statewide Procurement Conference 49

Poll:
How comfortable are you with 

finding procurement trainings in 
Cornerstone/LEADER?

a) I’m a pro – I use Cornerstone/LEADER all the 
time!

b) It takes me a bit, but I can find what I’m looking 
for

c) I typically need to ask someone for help
d) I’ve never used Cornerstone/LEADER
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Procurement Trainings: Cornerstone

• Class registrations moved to Cornerstone in 
September 2021

• Agencies register for classes through the 
HR Self-Service Portal (timesheet system)

• UW Systems register for classes using the 
UW System Cornerstone External Portal

• Municipalities can register for classes 
using the Municipality Cornerstone 
External Portal
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https://ess.wi.gov/psp/ess/EXTERNAL/HRMS/?cmd=login&languageCd=ENG&
https://widoa.csod.com/selfreg/register.aspx?c=%255e%255e%255eoJdDBUDNJUeP7YXRL0PQtg%253d%253d
https://widoa.csod.com/selfreg/register.aspx?c=%255e%255e%255eoJdDBUDNJUeP7YXRL0PQtg%253d%253d
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Procurement Trainings: Cornerstone

• Cornerstone allows for more automation
• Waitlists
• Class communications
• Handout and slide distribution
• Curriculum development

• Allows us to host eLearnings

51
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Procurement Trainings: Long-Term Plans
• Hybrid classes

• Rework existing courses

• Convert what makes sense into 
eLearnings; require completion 
before attending instructor-led 
classes

• Follow up with instructor-led 
classes or webinars to allow for 
discussion, exercises, more real 
world/meaningful learning
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Procurement Trainings: Long-Term Plans

• Recommended Learning Paths

• Create bundles of trainings 
(“curriculums”) within Cornerstone

• Designed to address specific needs, 
job requirements

• Intended to make it easier for 
learners to identify what trainings 
they need to take

53



2021 Wisconsin Statewide Procurement Conference 54

Procurement Trainings: Long-Term Plans

• Expanded eLearning library

• Offer training on additional topics through eLearnings

• Short, concise information, best practices

• On-demand learning, can be taken on individual’s timeline

• Ability to expand audiences

• Could offer eLearnings for evaluation committees, standards 
committees, SMEs, non-procurement staff, bidders, vendors, 
others
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Procurement Trainings: eLearnings

• Current eLearnings available to agency & campus staff:

• Procurement 101: An Introduction to All Employees

• eSupplier Training

• Simplifying eSignatures with DocuSign

• Purchasing Print for the State of Wisconsin (replaces in-person 
class!)
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Procurement Trainings: eLearnings

• Currently in-progress & in various stages of review:

• Advanced Procurement: Putting it All Together

• Completing a Cost Benefit Analysis

• Creating a Strategic Sourcing Event (Parts 1 & 2)

• Working with Procurement Systems

• Building & Maintaining Procurement Files

• And others!
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Procurement Trainings: eLearnings
• Planned for future development:

• Working with Bidders/Suppliers

• Working with Subject Matter Experts

• Managing Communications During a Solicitation

• Contract Handoffs

• Waivers (types, when to request, how to request)

• Procurement Protests

• And more!
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In the chat:

What additional eLearning topics 
should we consider developing?
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Questions?
Jessica Potter: Jessica.Potter@wisconsin.gov

Anne Gerke: Anne.Gerke@wisconsin.gov

WisPro Help Desk: DOAWisPro@wisconsin.gov

mailto:Jessica.Potter@wisconsin.gov
mailto:Anne.Gerke@wisconsin.gov
mailto:DOAWisPro@wisconsin.gov
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