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Kathy Bergh
CAPS Section Chief

• 9 months with CAPS
• 12 years of experience with the 
State, mostly in procurement and 
HR positions
• Fun Fact: Still a Floridian at heart, 
my happy place is taking my kids to 
the beach at sunrise.
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• 2 years with CAPS
• Over 20 years of procurement 

experience in the private sector. Spent 
five years supervising teams trading  
derivatives at the Chicago Board of 
Trade. 

• Certified Purchasing Professional with 
the American Purchasing Society and 
holds an MBA in Finance from the 
University of Illinois – Chicago.

• Fun Fact:  Has been in procurement a 
long time, as evidenced by the picture 
on the right. Enjoys reading science-
fiction and fantasy, playing D&D, and 
helped develop a board game.

Mark Simon
Procurement Specialist
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Heather Strong
Procurement Specialist Senior

• 4 months with CAPS
• Previous position as a Purchasing Agent 

Senior with the DNR for 5 years and worked in 
the accounting office of a local city 
government for 18 years.

• Fun Fact: I like to work on home remodeling 
projects in the winter and take trips on my 
Harley in the summer.



Session Agenda
• CAPS Overview
• Procurement Authority
• Requisition Review and Approval 

• Simplified bids
• Sole Source under 25k
• RPAs
• Collective/collaborative   

• Requisition and PO Troubleshooting
• Looking ahead      

52023 WISCON SIN STATE WI DE PROCU REMENT CONFEREN CE

Objective: Let’s collaborate!
Look for the cap image throughout the session for quick tips.



Who is CAPS?
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https://doa.wi.gov/Pages/StateEmployees/SBOPKeyContact.aspx

Consolidated Agency 
Purchasing Services

Kathy Bergh
Section Chief

Mike Butterworth 
Procurement Specialist

Stella Ness 
Procurement Specialist Senior

Amber Rademacher
Procurement Specialist Advanced

Erin Schmitz
Procurement Specialist

Mark Simon
Procurement Specialist

Dawn Stelse
Procurement Specialist

Heather Strong
Procurement Specialist Senior

https://doa.wi.gov/Pages/StateEmployees/SBOPKeyContact.aspx


Who are the CAPS supported agencies/boards?
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• Board on Aging and Long Term Care
• Department of Administration
• Department of Agriculture, Trade and Consumer 

Protection
• Department of Financial Institutions
• Department of Military Affairs
• Department of Public Instruction
• Department of Revenue 
• Department of Safety and Professional Services
• Department of Tourism
• Department of Veterans Affairs
• Educational Communications Board
• Ethics Commission

• Kickapoo Reserve Management Board
• Wisconsin Arts Board
• Labor and Industry Review Commission
• Office of the Commissioner of Insurance
• Offices of the Gov. and Lt. Gov.
• Office of the Secretary of State
• Office of the State Public Defender
• Office of the State Treasurer
• Public Service Commission
• Serve Wisconsin
• Wisconsin Board for People with 

Developmental Disabilities
• Wisconsin State Fair Park
• Wisconsin Women’s Council



CAPS FY22 Dashboard
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26
Agencies/Boards

Supported

5430
Requisition 
Approvals

47
Simplified Bids

18
RFB/RFI

11
RFP

97
RPAs

91
CAPS Waiver

29
Grant 

Exemptions

32
Renewals



What does CAPS do?

Please insert your thoughts in the Chat Box 
and we’ll have a short discussion.

PRO-101.pdf (wi.gov)
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CAPS assists with procurements and with 
obtaining procurement authority.

https://doa.wi.gov/ProcurementManual/Documents/PRO-101.pdf


What is Procurement Authority?
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The legal authorization granting 
an Agency the right to purchase 
goods or services from a supplier.
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Procurement Manual Links
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• Best Judgement (PRO-302)
• Simplified Bid (PRO-303)
• Sole Source Under $25,000 (PRO-501)
• Request for Purchasing Authority (RPA) (PRO-210)
• Enterprise, CAPS, or Piggybacking Contract (PRO-502)
• Grant (PRO-504)
• Interagency (PRO-504)
• Intergovernmental (PRO-504)
• Collective/Collaborative Purchase (PRO-502)

https://doa.wi.gov/ProcurementManual/Documents/PRO-302.pdf
https://doa.wi.gov/ProcurementManual/Documents/PRO-303.pdf
https://doa.wi.gov/ProcurementManual/Documents/PRO-501.pdf
https://doa.wi.gov/ProcurementManual/Documents/PRO-210.pdf
https://doa.wi.gov/ProcurementManual/Documents/PRO-502.pdf
https://doa.wi.gov/ProcurementManual/Documents/PRO-504.pdf
https://doa.wi.gov/ProcurementManual/Documents/PRO-504.pdf
https://doa.wi.gov/ProcurementManual/Documents/PRO-504.pdf
https://doa.wi.gov/ProcurementManual/Documents/PRO-502.pdf
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Simplified Bid (PRO-303)

To increase your 
spend with diverse 
suppliers, remember 
to check the database 
of certified diverse 
suppliers when doing 
simplified bids.

https://doa.wi.gov/ProcurementManual/Documents/PRO-303.pdf
https://wisdp.wi.gov/Search.aspx
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Sole Source Under $25k (PRO-501)

To avoid delays, be 
sure your supplier is 
set up in PeopleSoft.

https://doa.wi.gov/ProcurementManual/Documents/PRO-501.pdf


RPA Approval queue
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Include procurement history 
information in RPA.

Prior to submitting your RPA 
request, please do a final 
review to check for 
spelling/grammar/math errors.



Collective/Collaborative 
Purchase (PRO-502)
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Collaborative Contracting:
Visual Guide

There is a “Benefits of 
Collaborative Contracting” 
session tomorrow at 11:00 am.

https://doa.wi.gov/ProcurementManual/Documents/PRO-502.pdf
https://doa.wi.gov/ProcurementManual/Documents/502CollabContractsVisualGuide.pdf
https://doa.wi.gov/ProcurementManual/Documents/502CollabContractsVisualGuide.pdf
https://doa.wi.gov/ProcurementManual/Documents/502CollabContractsVisualGuide.pdf


Questions?

Learn from yesterday, live for today, hope for tomorrow. 
The important thing is not to stop questioning.

~ Albert Einstein
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Managing Requisitions
POLL:
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 Entering the Requisition
 Procurement Authority
 Amount Only Flag
 Supplier ID Number
 Unit of Measure
 NIGP Code Selections
 PO Type
 Documentation & Attachments
 Other



Searching for Contracts 
on VendorNet
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https://VendorNet.wi.gov/

https://vendornet.wi.gov/
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Using fewer key 
words when 
searching for a 
contract will yield 
better results.
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Awarded Suppliers
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Contract Documentation

NIGP Codes

Debarment PRO-401.pdf (wi.gov)

VendorNet Information Center (wi.gov)
SAM.gov | Exclusions

Is your contractor on the Federal 
Debarment list or State Ineligibility List??

https://doa.wi.gov/ProcurementManual/Documents/PRO-401.pdf
https://vendornet.wi.gov/Procurement.aspx
https://sam.gov/content/exclusions
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Searching for NIGP Code / Category Code 
on VendorNet

242023 WISCON SIN STATE WI DE PROCU REMENT CONFEREN CE

https://VendorNet.wi.gov/

https://vendornet.wi.gov/


Adding the 
Special Request
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Checkout –
Review and 

Submit
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Amount Only Flag & 
Contract Detail
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The Contract ID# will include 
letters and numbers. 



Checkout – Budget String Information
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Checkout –
Review and 

Submit

292023 WISCON SIN STATE WI DE PROCU REMENT CONFEREN CE



Managing a Requisition
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Change Orders
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Change Order –
Purchase Order Process
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Triggers Approval Routing

• Increase or Decrease Amount or 
Item Price

• Increase or Decrease Quantity

• Adding an Item Line

• Updating Chart Fields 

Does Not Trigger Approval Routing

• Changing the PO Type

• Changing the Supplier Location

• Updating Item Description

• Changing to Amount Only Checkbox 
(unless the quantity was greater than 1.0) 



Purchase Orders
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Purchase Order 
Lookup
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Common Purchase 
Order Scenarios

392023 WISCON SIN STATE WI DE PROCU REMENT CONFEREN CE

 Changing Vendor
 Changing Contract
 Budget Error
 Budget Dates and FY Dates
 Amount Only Flag
 Adding a line
 Change in price on a line
 Item Description
 Changing Quantity



Looking Ahead 
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Things to Look Forward to in 2023 …

Better Outreach to 
Agencies/Boards

Survey

E-Learnings

New Intake 
Process

Procurement User 
Group (PUG)

Ideas?



Questions?

Thank you for attending 
Partnering with CAPS:

Let’s Collaborate!
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DOA SBOP Trainings & eLearnings (wi.gov)

https://doa.wi.gov/Pages/SBOP-Trainings-and-eLearnings.aspx
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