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RFP Rules

When the price is not the sole consideration for awarding a procurement contract, the Agency uses a Request for
Proposal process. In this process, the award goes to the respondent whose proposal is determined to be most
advantageous to the state in accordance with technical and price criteria set forth in the RFP.

See the DAS Central Procurement Policy and Procedures Manual for more details.

The RFP may require additional approvals from OCIO or IDOM in accordance with its policies.

The competitive sealed RFP process includes the following steps:
. Creating the Request for Proposal (RFP)

. Posting the RFP on IMPACS and Bid Opportunities

. Receiving and Opening the Proposals

. Evaluating and Scoring the Proposals

. Awarding the Contract

. Negotiating the Contract

. Generating the Contract

NoubhwNE

TSB Notification IAC 117.7(2)
Post all solicitations to the TSB web page at least 48 hours prior to a general posting in IMPACS. The password to the TSB
web page changes monthly; each agency shall assign an employee current access to the web page.



https://das.iowa.gov/sites/default/files/procurement/pdf/DAS%20Procurement%20Manual%20-%2002162023.pdf

Sign into Okta and locate the Jaggaer stickers

JANGCGGA =~ JIANOCGCA =~
DAS Jaggaer TEST DAS Jaggaer PROD
(SAML) (SAML)

Best practice: Create an RFP in the IMPACS (Jaggaer)
test environment before posting in the Production
(PROD) live site.
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Create New Event

Dashboards + Solicitations Dashboard - LS

Open the Sourcing
Menu. Select the
Solicitations Sub-menu
and Create New Event.

—

Contracts

Accounts Total Solicitations: 25
Payable
Event Number = Event Status Event Title —

Vendors 005-RFB-0159-2022 Draft

Sourcing J Quick search

777777

Solicitations Solicitations Home
Reponlng Search Fuyants
Approvals
Create New Event...
Administer Templates and Libraries . =
Create New Quick Quote Event

Reports Sourced Contract Advance Notice
Setup

Requests View Exports

Sourcing Administration




Create Solicitation

Create Solicitation

Departments
About the Solicitation (step 7072}

Event Title ®

Department * Decartment Name
@ State of lowa

Selected Value

* Required

1. Enter the Title of the RFP. 3. Expand the small arrow to see a drop-down

) menu of all State of lowa Departments.
2. Type in your Department (Agency) or

search for your department by clicking on
the Search icon (magnifying glass).




Adding Department (Agency)

Departments
Please note that there are sub-menus . [a |
for parent Agencies. o Cstaicofions
4 ) administrative Services

) DAS-General Services
_ DAS-General Services-Capitals

_ DAS-General Services-Flest and Mail

Click on the radio button next to the = AEA Purchasing
. . _) Agriculuture and Land Stewardship
Department associated with the RFB. ) Al State Agencies

_) Anamosa-Farm Accounts
) Attorney General
_ Auditor of State

_) Board of Parole

After you have selected your - o ofegents

. ) civil Rights Commission
department, click Save Changes at the - Gollege Aid
bottom of the Department search T CommereeRemneeen

page » () Corrections-Central Office
’ _ Department for the Blind
_) Department For The Blind - Capitals
_) Department of Cultural Affairs
» O Department of Education
_) Department of Homeland Security & Emergency Mgmt
_) Department of Human Rights
Selected Value




About the Solicitation

Click the Search icon (magnifying

glass) to select the type of solicitation
being created.

Select Request for Proposal

Create Solicitation

About the Solicitation (step2orz) ?
Event Type * Q

Create from Template

* Required < Previous Create Solicitation

Create Solicitation

About the Solicitation (step 2 or 2) ?
EventType* @ [ Q I
Create from Template | Invitation to Qualify |

Request for Bid - Construction
Request for Bids

Request for Information

l Reguest for Proposal ]

Request for Quote

* Required £ Previous Create Solicitation




Create from Template

1. Click on the Search icon to select
from the RFP templates available.

2. Select Generic RFP. Click Select to
load the Template.

3. Click on Create Solicitation.

Create Solicitation

About the Solicitation (step 20f2)

Event Type *

Create from Template

* Required

e

Solicitation Templates

Name

Generic RFP

Selected Value

€ Previous Create Solicitation

o]

4

Select

Close

10
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Settings and Content

S — Alv
Sourcing » Solicitations » Search Events
Generic RFP Test Setup History | B 7
. h . d 005-RFP-0311-2023
Following the wizard on et g | ot
. Event Status._Draft
the |eft-ha nd Slde Of the Fvent Type @ Request for Proposal
. ettings and Content
SC ree n | M PACS WI I | Wa I k epariment Administrative Services
’ Setup A
1 H ent Number * 005-RFP-0311-2023 4
the Issuing Officer (Buyer) v
. Description v tage Title
through setting up the RFP.
Prerequisites [ 2]
Commodity Codes
Buyer Attachments o leporting Commaodity Code  — Edit
Vendor Attachments ¥4
dditional Commodity - Edit
Questions [ 4] odes
Additional Item Fields reed Vendor Invitation by~ Yes
ommodity Code
Price Components
ltems [ 0] Payment
Vendors (0] urrency Us Dollar
Review and Submit A l<timated Value usp
Tools ayment Terms v
\ } Bid and Evaluation
Sealed Bid @ Yes
Respond by Proxy @ O vYes @No
Use Evaluation OYes @No
Committee @
Auto Score OYes @No
* Required —

12



Setu p Se'l.up Event Actions w | History [ 7
1. The Buyer may Cha nge Event Title * Generic REP Test _
the T|t|e Of the RFP Event Type @ Request for Proposal

( O pt i O n a | ) Department Administrative Services
Event Number ¥ 005-RFP-0311-2023 _
2. (Optional) change the — _
RFP number by
. . . Commedity Codes
clicking on the pencil _ _ _
Reporting Commedity Code  — Edit
ICO n. (I M PACS a Uto- Additional Commodity - Edit _
generates a number e
Forced Vendor Invitation by ~ Yes

by d Efa U It) . Commedity Code

Payment

Currency Us Dollar

3. Ignore Stage Title.

4. By clicking on the Edit Estimated Value ~

button next to the Payment Terms .
Reporting CommOdity Bid and Evaluation

Code and Additional sealed 84 © ves
Commodity Codes, RespondbyProxy @ O Yes @ No
the Buyer may select | &iZe 77 77
the appropriate Auto Score O Yes @ No

Commodity Codes for * Requ I
equired m—

the RFP.
13




Setup — Commodity Codes

If the Buyer does not know the
Commodity Code from memory, then
use the search box at the top of the
Commodity Codes Menu that pops
up when the Edit button is selected.

Commodity Codes

am
< > Page | 1 of 472 1-20 of 9422 Results 20 Per Page w

Commeodity Code Description

1000 ACOUSTICAL TILE, INSULATING MATERIALS, AND @
SUPPLIES

10000 BARRELS, DRUMS, KEGS, AND CONTAINERS m

10004 Baskets, All Types (Not Otherwise Classified) m

10005 Boxes, Crates, Baskets (Inactive, effective January m
1,20186)

10006 Containers, Plastic, All Purpose) m

10007 Containers, Recycling m

10008 Covers, Drum, All Types and Sizes m

10009 Casks, All Types m

10010 Drum Spigots, Metal or Plastic @

10011 Crates, Plywood m

10015 Drums, Miscellaneous @

10020 Flip-top Cap Closures @

10021 Freight and Cargo Containers, Shipping, (See Class m
640 For Boxes)

10025 Gaskets, All Types: Barrels, Drums, Kegs, and Pails m

10030 Hazardous Material Containment and Storage, [ Seject |

Close




Setup — Commodity Codes

These are the Commodity Codes that
come up when “Laptop” is entered in
the search box.

Select the Commodity Code that best
fits your RFP.

If additional Commodity Codes are
needed for the RFP, then repeat the
process for the Additional
Commodity Code field on the Setup

page.

Commodity Codes
Laptop
; Commodity Code \ Description
20454 *Microcomputers, Laptop, Notebook and Tablets m
20554 *Microcomputers, Handheld, Laptop, and Notebook, @
Environmentally Certified Products
5567 Mounting Hardware: Laptops, GPS, Cameras, m
Electronic Devices, etc. Automotive.
98424 Computers, Microcomputer, Handheld, Laptop and m
k ) Notebook, Rental or Lease

Close

15



If the Buyer wants the
Vendor(s) (Respondents)
to be notified of this
solicitation then leave the
Forced Vendor Invitation
by Commodity Code field

to the default value of Yes.

Default Currency is US
Dollar.

Please estimate the value
of the RFP.

Setup — Commodity Codes & Payment

Commodity Codes

Reporting Commodity Code - Edit

Additional Commodity - Edit
Codes

Forced Vendor Invitationby ~ Yes -
Commodity Code
Payment
Currency
Estimated Valug UsD -

Payment Terms "

16



Setup -Payment

Enter the Payment Terms from
the drop-down menu. Net 60 is
standard by the State of lowa
Code.

Commodity Codes

Reporting Commodity Code 20454 - *Microcomputers, La.. | Edit

Additional Commodity
Codes

Forced Vendor Invitationby  Yes

Commeodity Code

Payment

Currency

Estimated Value

Payment Terms

Bid and Evaluation

Sealed Bid @
Respond by Proxy @

Use Evaluation
Committee €

US Dollar

0% 0, Net 10
0% 0, Net 15
0% 0, Net 30
0% 0, Net 45
1% 10, Net 60
1% 15, Net 60

2% 30, Net 60

Edit

(=
(=

usD

17



Setup - Bid and Evaluation & Display and Communication

o“Hyn ; H
Use the “?” icon to view a Help Menu -
that describes the function of the Bid B © ves
and Evaluation radio buttons. Respond by Proxy © OYes @ No
H H H Use Evaluation O Yes @ Mo
At this time, Buyers are attaching a full :
. Committee €&
RFP document, and not using the
X . i Auto Score O Yes @ Mo
Evaluation functionality of IMPACS
(Jaggaer) Cost Analysis @ O Yes @ No
B B B Alternate ltems @ O Yes @ Mo
Testing is underway for RFP Evaluations
. . . Allow Split Item O Yes @ No
and a guide will be available soon. You Quantity in Evaluations ©
will not select any of the radio buttons Enforce Minimum Price O Yes @ No
In thls section. Enforce Maximum Price O Yes @ MNo
Respondents will submit a technical and Display and Communication
cost proposal in IMPACS and not submit visible to Public Yes
pricing in the Items section. bublic Event Short
Description «
Include a brief description of the Goods )
. . . 200 characters remaining
and/or Services you seek in the Public
. . 3 Restrict Buyer Notifications  Yes
Event Short Description Section.




Setup - Dates

Dates
Time Zone CDT/CST - Central Standard Time (US/Cent v
Open Date * [ S -
Select the date the RFP will be open to “ T >
the public. Please make sure it is at least Close Date * o e ] T S S
48 hours after posting the RFP on the TSB e e w1 2 a3 4
site (Bid Opportunities). Sealed Bid Open Date * N e 7 & o 10 11
. . . 12 13 14 15 16 17 18
Type in the date directly in the box or use Show Sealed B3 OpenDate | 10 o 2 0 o or g O
the pop-up calendar. to Vendor
26 27 28 29 30 3N
0&A Submission Close > : A 5 6 vl
Date ™
December 5, 2022
mmy/dd/yyyy hh:mm a




Setup — Dates & Next Section in the Wizard

1. Continue filling out the close
date.

2. Sealed Bid Open Date and Show
Sealed Bid Open Date to Vendor
are checked by default.

3. Question & Answer Submission
Close Date may be entered the
same way as the Open and Close
dates. Note: the check box for
making the date the same as the
close date. Typically Q&A close date
is earlier than the close date to give
the Issuing Officer time to answer
the questions.

4. Save Progress to save and stay on
the page, or Next to save and move
to the next Section.

Dates
Time Zone CDT/CST - Central Standard Time (US/Cent v
Open Date * ®
mm/dd/yyyy hhomm a
Close Date )

mm/dd/yyyy hh-mm a

Sealed Bid Open Date ™ Same as Close Date

Show Sealed Bid Open Date Show Sealed Bid Open Date to Vendor
to Vendor

Q&A Submission Close [ Same as Close Date
Date® —
©]

mm/dd/yyyy hhomm a

* Required
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S

The Buyer may add Buyers for

access to the RFP.
Generic RFP Test Users History | B | 7

005-RFP-0311-2023

1. Event Owners may be

Type: Request for Proposal @ Solicitations have a limit of 500 users per Role, Department or Business Unit for notifications and e-mails. When the limit is exceeded, solicitations can still be
i n d |V| d ua I B uve rs or B uye rs Event Status:  Draft created and executed but not all users will receive notifications and e-mails
Wlth va rlous ROIeS (typ|Ca”y Settings and Content Event Creator * Shannon, Laura
t h e D e p a rt m e nt A p p rove rs fo r SE Event Owners * Event Owners have full control aver 3 EditUsers -
this event:
Users
your Agency. You may add R
additional Buyers here. E=EGn

Event Managers on this Department

Prerequisites have full control over this event

2. ContaCtS fOI’ the RFP may be Buyer Attachments
added here. They must be an Vendor Attachments

Role: Admin (2 users)
Role: Procurement (0 users)

Department: Department of Administrative Services (005) (13 users)

0«00 « « B>

| M PACS B u ye r. Questions Contacts * Sc‘?glﬁﬂnin‘rgggﬂonforthese usersis | g EditUsers
Additional Item Fields Shannon, Laura
3 . Sta keholders are Buye rs Wh (0] Price Components Stakeholders Stakeholders can view the event and 2 EdtUsers -
. . responses
are interested in the (e o
No User Selectea

ici 1 H Vendors (0]
SOI ICItat 1on b Ut canon Iy vView Noification Recipients * C‘n ‘,_fbl‘vntlﬂcann_nﬁecfwems will tied § EditUsers
. . - eligible to receive system-generate
it, not edit or respond to e endsbmt A st notfoatons
q uestions. . Shannon, Laura

X Required « Previous Next »

4. Notification Recipients will
receive IMPACS notifications.
For instance, if a Vendor has

submitted a question.
22




DUyCcIiS — bpuycr
Search

Once the Edit Buyers button is selected, a
Buyer Search pop-up will appear. Search for
the Buyer in the Search Box and then click
Select once the Buyer has been found.

The Event Creator and the additional Buyer
will show in the Selected Values box.

You may delete the selections by clicking the
Remove button next to the name.

Save Changes once the Buyer(s) have been
selected.

User Search
n More Options
< > Page 1 of 91 1-10 of 906 Results 10 Per Page «
Name
Brennan, Kelli & Selact
Buyer, Betty Select

Test, Buyer
Removed_7970691 (inactive)
Jacobus, Todd

Fitzgerald, Michael

Woolery, Dale

Pate, Paul

Strawn, Matthew

Bayens, Stephan

< > Page |1

Select
Select
Select
Select
Select
Select
Select

Select

of 31 1-10 of 906 Results 10 Per Page «

’
Selected Values

Save Changes Close

23



DUYCIoS -
continued

Save Progress to save and
stay on the page, or Next to
save and move to the next
section.

RFB Test 014

005-RFB-0267-2023

Type Request for Bids
Event Status: Draft

Settings and Content
Sefup
Users
Descrption
Prerequisites
Buyer Attachments
Vendor Attachments
Questions
Additional tem Fields
Price Components
ltems
Vendors

Review and Submit

Tools

0 <0900 <« >

> 0 0

Users

@ solicitations have a limit of 500 users per Role, Department or Business Unit for notifications and e-mails. When the limit is exceeded, solicitations can still be
created and executed but not all users will receive nofifications and e-mails.

Event Creator ® Shannon, Laura
Event Owners * Event Owners have full control over } EcitUsers
this event

Shannon, Laura

Event Managers on this Department
have full control aver this event

Role: Admin {4 users)

Role: Procurement (1 users)

Contacts * Contact information for these usersis | § EditUsers
shown to vendors:

Shannon, Laura

Stakeholders Stakeholders can view the event and 4 Fit Users
responses

No User Selecten

Notification Recipients *  Only Notification Recipients will be 4 Fit Users
eligible to receive system-generated
event notifications

Shannan, Laura

* Required

« Previous SaveProgress I8}

24
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Description

The Description Field is filled out
with general information.

The Buyer may create their own
description or add to the existing
language.

If using the existing language,
please address the areas

Add or delete the language as
necessary. The formatting
controls are similar to Microsoft
Word and

Ignore the Stage Description — it
is not used.

,\,,’ s

Sourcing b Solicitations » Search Events

RFBTest 014
D05-RFB0267:2023

Type:
Event Status:

Request for Bids
Draft

Settings and Content
Setup

Users

Al

El

Description

Prerequisites

Buyer Attachments
Vendor Attachments
Questions

Additional Item Fields
Price Gomponents
ltems

Vendors

Review and Submit

Tools

0 <0 0l«|x >

> 00

Description ~) oy 2

Copy from Library

Please enter a description for this event, or copy from library. *

Format Y| (inherited fort) Y | (inherited size) Y B I U= AY &' = =
X, X
Buyer must editor delete the highlighted text below: -

The purpose of this Request for Bids (RFB) is to solicit bids from qualified providers to provide the goods and/or services described further in this RFB to the Lead
Agency and any Participating Agencies. The Lead Agency intends to award a contract(s) beginning and ending on the dates listed in the solicitation, and the Lead
Agency may extend the contract(s) for up to the number of annual extensions identified in the selicitation at the sole discretion of the Lead Agency. Any contract(s)
resulting from the RFB shall not be an exclusive contract

This RFB is designed te provide Bidders with the infarmation necessary for the preparation of cempstitive Bids. The RFB process is for the Lead Agency's and
Participating Agencies’ benefit and is intended to provide the Lead Agency with competitive information to assist in the selection process. It is not intended to be
comprehensive. Each Bidder is responsible for determining all factors necessary for the submission of a comprehensive Bid -

Stage Description

Please enter a description for this event stage

Format ¥ || (inherited font) Y| (inherited size) Y BIU# AT ' = =
X, X
* Required < Previous Next »

26



Description

Here is what the
full pre-loaded
Description looks
like. The Buyer
shall modify the
description
language. It is
advised the leave
the two “NOTE”
sections in the
description.

Skip the Stage
Description.

Once the changes
have been made,
Save Progress, or
click Next to
move to the next
Section.

Description

Event Actions w | History | B | 7

Copy from Library

Please enter a description for this event, or copy from library. *

it
+
[}

w
~
=
¥
-
©
[0
Tl
il
M
iii

Arial, Helvetica, sans-s 7 | 3(12pt)

Paragraph

Itis advised to "Save Progress"” often and especially after uploading documents.

NOTE: Anytime the Respondent opens their proposal after the initial submission, they MUST certify and resubmit. No information will be lost from the initial
submission.

MOTE: Respondent must approve and resubmit their proposal after an amendment has been posted by the Issuing Officer. If the bid was submitted before
the amendment, all information will be saved. The Respondent only needs to read and acknowledge the amendment.

Instructions for Amendments: Answer the newly postad question in the Questions Section, and CERTIFY and SUBMIT your propesal again (if previously submitted).
Insert Background information:
Contract Term

The term of the contract will begin and end on

Option 1: The Contract may be renewed by mutual agreement of both parties for

Option 2: The Agency shall have the sole option to renew the contract upon the same or more favorable terms and conditions for up to annual

axtensions. The resulting contract will be available to all State Agencies.
Description of Goods or Services:

Sales History; Agencies/Facilities that use; Other information

Site visit?

27
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Prerequisites

Prerequisites contain language
that the Respondent MUST
agree to.

There are preloaded
Prerequisites that may be
included depending on what is
in the RFP document already.

1. The Respondent will see a
pop-up of the language
when they click on the
hyperlink. (See next page).

2. Using the Add New
Prerequisite button, the
Buyer may add
Prerequisites from the

Library or create your own.

Using the Actions button
the Buyer may also edit or
delete the Prerequisites.

Prerequisites

Add New Prerequisite

Instructions to vendor

Respondent shall read and make certifications of their Proposal.
Respondent shall read and authorize to release information for their Proposal.

Mandatory Respondents Conference - The State will hold a mandatory Respondents
conference in conjunction with this RFP.

Prerequisite Content

Certification of Proposal

Authorization to Release Information

Mandatory Respendents Conference

History  ?

*  Required to Enter Bid

Actions

Actions

Actions




Prerequisites - Continued

Clicking on the link for Certification
of Proposal, a popup window
appears with the language the
Respondent must agree to in order
to submit a proposal.

Prerequisite Content

Certification of Independence

| certify that | am a representative of Respondent expressly authorized to make the following certifications on behalf of
Respondent. By submitting a Proposal in response to the RFF, | certify on behalf of the Respondent the following:

1 The Proposal has been developed independently, without consultation, communication or agreement with any
employee or consultant to the Agency or with any person serving as a member of the evaluaticn committee.

2. The Proposal has been developed independently, without consultation, communication or agreement with any other
Respondent or parties for the purpose of restricting competition.

3. Unless otherwise required by law, the information found in the Proposal has not been and will not be knowingly
disclosed, directly or indirectly prior to the Agency’'s issuance of the Notice of Intent to Award the contract.

4. No attempt has been made or will be made by Respondent to induce any other Respondent to submit or not to
submit a Proposal for the purpose of restricting competition.

5. Mo relationship exists or will exist during the contract period between Respondent and the Agency or any other State
agency that interferes with fair competition or constitutes a conflict of interest.

Certification Regarding Debarment

| certify that, to the best of my knowledge, neither Respondent nor any of its principals: (a) are presently or have been
debarred, suspended, proposed for debarment, declared ineligible, or veluntarily excluded from covered transactions by a
Federal Agency or State Agency; (b) have within a five year period preceding this Proposal been convicted of, or had a civil
judgment rendered against them for commission of fraud, a criminal offense in connection with obtaining, attempting to
obtain, or performing a public (federal, state, or local) transaction or contract under a public transaction, violation of
antitrust statutes; commission of embezzlement, theft, forgery, falsification or destruction of records, making false
statements, or receiving stolen property; (c) are presently indicted for or criminally or civilly charged by a government
entity (federal, state, or local) with the commission of any of the offenses enumerated in (b) of this certification; and (d)
have not within a three year period preceding this Proposal had one or more public transactions (federal, state, or local)
terminated for cause

This certification is a material representation of fact upon which the Agency has relied upon when this transaction was
entered into. If it is later determined that Respondent knowingly rendered an erroneous certification, in addition to other
remedies available, the Agency may pursue available remedies including suspension, debarment, or termination of the
contract

Certification Regardi Collection, and Remission of Sales and Use Tax

Pursuant to lowa Code sections 423.2(10) and 423.5(8) {2076) a retailer in lowa or a retailer maintaining a business in
lowa that enters into a contract with a state agency must register, collect, and remit lowa sales tax and lowa use tax
levied under lowa Code chapter 423 on all sales of tangible personal property and enumerated services. The Act also
requires Respondents to certify their compliance with sales tax registration, cellection, and remission requirements and
provides potential consequences if the certification is false or fraudulent.

By submitting a Proposal in response to the (RFP), the Respondent certifies one of the following:
= Respondent is registered with the lowa Department of Revenue, collects, and remits lowa sales and use taxes as

required by lowa Code chapter 423, or

Close
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Prerequisites - Edit

. . o History 7
1.  The Buyer may edit the Prerequisites
Prerequisite or delete it. Add New Prerequisie | % Required to Enter 8id
Instructions to vendor Prerequisite Content

2. The Buyer may change the
inStrUCtionS to the Respondent shall read and make certifications of their Proposal. * Certification of Proposal

Respondent shall read and authorize to release information for their Proposal. Authorization to Release Information Edit Properties
Respondent (Vendor). ? P ‘ ! \

Delete
Mandatory Respondents Cenference - The State will hold a mandatory Respondents  Mandatory Respondents Conference

conference in conjunction with this RFP.

3. The Buyer may change the
Prerequisite Content.

Enter text or upload a file. . . .
P Edit Prerequisite @
4, The Buyer may change the
Certification text. Instructions to vendor * Respondent shall read

and make certifications
of their Proposal.

Save Progress

5. The Buyer may require the

936 characters remaining

Respondent (Vendor) to
upload a file.

: *
Prerequisite Content Enter text directly (or copy and paste) v

Certification of Proposal | Edit

6.  The Buyer may change the Type* Required o EmterBid v
order of the Prerequisite N
. Certification Text | certify that the
language to First, Last, or e
anywhere in between (If Proposal submitted
there are more than tWO 424 characters remaining

.. Vendor Must Also Upload a Fil
Prerequisites). [ VendorMust Also Upload a File

¥ Show Display Position Options

7. Save Changes
* Required Close 31
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Location for Purchasing Agent/Issuing Officer Attachments to the
Respondents. Attach RFP Document here



B u ye r Atta C h m e nt s Buyer Attachments

.
This is where the Buyer oratee -

Attachment = Size =« AddedBy = Modified Date =

Wi I I u pload the RFP iRFPrE((e\)IiGWS Form.docx 20KB Laura Shannen 1/10/2023 9:34:02 AM Actions ¥

d oc u m e nt &, Terms and Conditions for Federal Compliance.pdf 165KB Laura Shannon 11/21/2022 3:53:00 AM Actions v

’ . 600DS Terms and Conditions 05.1.16 pdf 223KB Laura Shannon 1/10/202311:11:16 AM Actions ¥

CI |C k on t h e Ad d N ew & lowa HSEMD Additional Terms And Conditions - Federal Compliance 130 KB Laura Shannon 1/10/202311:11:16 AM Actions ¥

Attachment button to add the o

. i &, SERVICES Terms and Conditions 05.1.16.pdf 303KB Laura Shannon 1/10/202311:11:16 AM Actions ¥

R F P D ocume nt ( : pdf IS a d vi sed ) & Short form not Saas lowa Information Technology Terms and 46 KB Laura Shannon 1/10/202311:46:32 AM Actions ¥
and any other relevant file. pondionscocs

C“Ck the Select files button a nd X Saa$ IT Terms & Conditions - updated 10.27.2022 (2).docx 85KB Laura Shannon 1/10/2023 11:46:32 AM Actions ¥

&, Terms for IT Services.docx 49KB Laura Shannen 1/10/2023 11:46:32 AM Actions w

upload the document(s). Make
the RFP document FIRST, by reorsRets T0PerPage
changing the Display Order.  saveProgess

Buyer Attachments

Add Attachment lﬂ

Add New Attachment
1-8 of 8 Results Attachment Type * @ File O Link
B File ™

Attachment = Size Select files...
&, RFP - Exceptions Form.docx 20 K] Ml

Comments
&, Terms and Conditions for Federal Compliance.pdf 165

g
1000 characters remaining

&, GOODS Terms and Conditions 05.1.16.pdf 223

Display Order * [ Laet i
& lowa HSEMD Additional Terms And Conditions - Federal Compliance 130
i SIZISCH




Buyer Attachments

An Exceptions Form is preloaded on the
Buyer Attachments Page. The Buyer may
load other attachments in addition to
the RFP here for the Respondent to
download by selecting Add Attachment.
The Buyer may edit or upload a different
version of the Exceptions Form.

Delete the Terms and Conditions (T&C)
that are not needed for the RFP. If the
T&Cs are incorporated in the RFP
document, delete all the extra T&Cs.

Buyer Attachments
Add New Attachment
1-8 of 8 Results
Attachment =

. RFP - Exceptions Form.docx

&, Terms and Conditions for Federal Compliance.pdf
. 600DS Terms and Conditions 05.1.16 pdf

& lowa HSEMD Additional Terms And Gonditions - Federal Compliance

-5.1.21.pdf
& SERVICES Terms and Conditions 05.1.16,pdf

& Short form not Saas lowa Information Technology Terms and
Conditions.docx

X Saa$ IT Terms & Conditions - updated 10.27.2022 (2).docx

i.Te'n‘s for IT Services.docx

1-8 of 8 Results

Size =«

20KB

165KB

223KB

130KB

303 KB

46 KB

85KB

49KB

AddedBy =

Laura Shannen
Laura Shannon
Laura Shannon

Laura Shannen

Laura Shannen

Laura Shannon

Laura Shannon

Laura Shannen

10 Per Page v
Modified Date =
1/10/2023 9:34:02 AM Actions ¥
11/21/2022 9:53:00 AM Actions ¥
1/10/2023 11:11:16 AM Actions ¥
1/10/2023 11:11:16 AM Actions v
1/10/202311:11:16 AM Actions ¥
1/10/2023 11:46:32 AM Actions ¥
1/10/2023 11:46:32 AM Actions ¥
1/10/2023 11:46:32 AM Actions ¥

10 Per Page v

Save Progress

Buyer Attachments

Add Attachment l
1-8 ot & Resulis

Attachment =

& RFP - Exceptions Form.docx
& Terms and Conditions for Federal Compliance. pdf
& GOODS Terms and Conditions 05.1.16.pdf

& lowa HSEMD Additional Terms And Conditions - Federal
Compliance - 5.1.21.pdf

&, SERVICES Terms and Conditions 05.1.16.pdf

Version = Size = Added By =

1 20 KB Laura Shannon
1 165 KB Laura Shannon
1 223 KB Laura Shannon
1 130 KB Laura Shannon
1 303 KB Laura Shannon

Modified Date -~

Event Actions w History ?

10 Per Page w

3/24;2023 2:11:30 PM Actions w
3/24/2023 271130 PM Actions w

3/24/2023 211:30 PM | Edit Properties

3/24/2023 2:11:30 PM |

Download

Upload New Version

Delete

3/24/2023 211:37 PM |
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Vendor Attachments

RFP Test Vendor Attachments istory | 2
005-RFP-0414-2023

Type Request for Proposal For this event vendors will be able to upload attachments with their bid response.

Event Status:  Draft

Settings and Content

Setup

Vendor Attachments

are where the Buyer oesrpton
will find any of the PW“‘S"“
attachments you asked ovm—
the Respondent —
(Vendor) to provide. Additional ltem Fields

Price Components

Buyer Attachments

Bl<lo o <« <« »

Items

Vendors

> 0 0

Review and Submit

Tools

{ Previous Next »
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Questions Section

The Questions Section asks the
Respondent to provide
information or respond to the

RFP Test
005-RFP-0414-2023

Type: Request for Proposal
Event Status: Draft

TermS and Conditions- Settings and Content
Setup
The Questions Section is divided e

Prerequisites

into Groups which may be edited,

Bl 00 « « >

deleted or reordered. R '
. . Questions "
Questions with a * means the —rr

Price Components

Respondent must respond.

[tems

0]
Templates will be populated with ... °

Review and Submit 14
the most common questions. e .

The Buyer may choose to delete

the pre-loaded questions if they
do not apply by selecting the Edit

button.

On This Page | Addorimport w

Questions

xport Questions

Group 1: Form of Proposal (15)
Group 2: Terms and Conditions (14]
Group 3: Payment Terms (6)
Group 4: Security (1)

Group 5: Bidder Conference (2)
Group 6: Amendments (1)

Group 1: Form of Proposal

Question Text Conditional Upon

The Respondent shall enter contact name, telephone number, and email address for
questions regarding this solicitation. %

The Respendent shall enter the State or Foreign Country of Res\dence@

The Respendent shall enter the Resident Preference given by the State or Foreign
Country of the Bidder's residence. Enter the resident preference in the text box or
indicate ‘no preference’ %

Enter the number of years the Respondent has been in business in the text box. ¥

Enter the number of years of experience the Respondent has with providing the
types of goods and/or services sought by the solicitation. %

Describe the level of technical experience in providing the types of goods and/or
services sought by the solicitation. Enter the information in the the text box or
upload a document to the Vendor Attachments Section. ¥

List all goods and/or services similar to those sought by this solicitation that the
Respendent has provided to business or government entities. Fill out the text box or
upload a document to the Vendor Attachments Section. %

The Respondent shall provide references from three (3) previous customers or
clients knowledgeable of the Respondent’s performance in providing goods and/or
services similar to the goods and/or services described in this solicitation. Enter a

€ Previous

Manage Group v | Delete S

v Hisory | 7

*  Response is Required
@ Gonfidential Mode Enabled

cted Questions

Instructions: Respondent is to complete the following questions. Fill out items with blanks. Indicate "yes” or 'no” on items requesting agreement. If a 'no” response is indicated,
an exception must be noted on the "Exceptions Form”.

Response Type 0O
Text (Multi-
Line)
Text (Single Edit v O
Line)
Text (Single Edit v O
Line)
Numeric Text Edit w m]
Box
Text (Single Edit |+ u]
Ling)
Text (Multi- Edit |+ u]
Ling)
Text (Multi- Edit v O
Line)
Text (Multi- g v U
Line)

Next »

Save Progress
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Questions — Adding Groups from IMPACS Library

Questions Event Actions w | History | 7
Add |t|ona| Question On This Page@”mpmv Expart Questions \ ¥ Response is Required
— @ Confidential Made Enabled
G rou ps m ay b e a d d ed Group 1: Forng ¢ Add Question Page

Group 2: Temfe

from the IMPACS Library roupipayd  AQRINGTD

. . Group 4: Seclfij  Add Block Questions With Vendor Profile Content

or imported from a file —
Group 6: Amefi rom Lirary

that the Buyer has saved S I

| Import from File |
tO t h e I rcom p u te r or Group 1: Form&:w J Manage Group w  Delete Selected Questions

Instructions: Respondent is to complete the following questions. Fill out items with blanks. Indicate "yes” or "no” on items requesting agreement. If a "no” response is indicated,

m

an Ot h er | OCa t 1on. an exception must be noted on the "Exceptions Form'.
# Question Text Conditional Upon Response Type 0
T h e B u ye r ma y a I SO a d d 11 TheRespondant shall enter contact name, telephone number, and email address for - Text (Multi- it ¥ O
. qustions regarding this solicitation. ¥ Ling)
a blank Question Page
12 TheRespondent shall enter the State or Foreign Country of Residence. % - Text (Single Edit v 0
or Question Group.
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Question Group — Add from Library

Questions

If Add from Library is On This FHQE Add or Import w Export Questions
selected, there is a choice I O '
t dd fi q Group 1:Formg 44 Question Page

oa a preconfigure Group 2: Terms _
Question Page, Question Group 3: Paymg ' 0¢ Question Group e ine
Group or Individual Group 4: Securi{  Add Block Questions With Vendor Profile Content :
Questions. Group 5: Bidder

Group 6: Ameng Individual Questions

Add from Library b

Import from File

Group 1: Form ot Proposal
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Question Group — Add Group from Library

When Adding a Question
Group from the Library, click on
the Search icon to select a
Question Group from the
Library.

Add Question Group from Library

Choose Where to Add From
Library *  to filter
» Show Display Position Options
* Required Add Selected Group

Close
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Question Group — Add Group from Library

Select the Library that has the
Question Group you are
looking for.

Click the Select button.

Select Values
Name
[ Generic RFP Select ]
Selected Value
Close
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Question Group — Add Group from Library

1. Select the Page where the
Question Group will be Add Question Group from Library
located.
2. Select the Question Group Choose Where to Add Erom
from the Library to be
added from the drop- Library * Generic RFP % |Q
down menu. _
Question Page Page 1 v -
3. Select the Display Position _
of the Question Group Auestion Group Group 1:Form of Proposal v -
(First, Last or anywhere in » Show Display Position Options
between).
4. Click the Add Selected ** Requiret Add Selected Group | Close
Group button.




Question Group — Add Group from Library

Here is an example of an added Question Group.

This group is used when the Buyer posts an answer(s) to a Respondent question(s) in the
Question & Answer Section, or if the Buyer posts an Amendment to the RFP in the
Buyer Attachments Section.

Note the Instructions. Every time the Buyer (Issuing Officer) modifies the RFP, AND if
the Respondent has already submitted a Proposal, then the RESPONDENT must
acknowledge the change, Certify and Resubmit their Proposal.

Group 6: Amendments Manage Group w | Delete Selected Questions
Instructions: The Respondent must approve and resubmit their Proposal after an amendment has been posted by the Issuing Officer. If the Respondent submitted a Proposal ]

hefore the amendment was posted, all information will be saved. The Respondent needs only to read and acknowledge the amendment. To acknowledge, answer the newly
posted question in the Questions Section below ('yes” or 'no”), and APPROVE and RESUBMIT your Proposal.

# Question Text Conditional Upon Response Type 0
6.1 Respondent acknowledges receipt of Addendum # % - Yes/No Edit w O

Add Question &
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Question Group — Manage Group

To Manage a Group of

Questions, select Manage

G rou p QUESliOI'IS Event Actions w | History | 2

From this link the Buyer

* Response is Required

On This Psge Add or Import v Export Questions
- @ Confidential Mode Enabled

may: Group 1: Form of Proposal (15)
Group 2: Terms and Conditions (14)
° Add a New Question Group 3: Payment Terms (6)

Group 4: Security (1)
Group 5: Bidder Conference (2)

¢ Add QueStlons from Group 6: Amendments (1)
Library
Group 1: Form of Proposal | Manage Group v IDeIete Selected Questions
° Ed it G rou p Instructions: Respondent is to complete the following questions. Fill out items with blanks. Indicate yes™ or 'no” on items requesting Add New Question indicated,
an exception must be noted on the "Exceptions Form”. N
# Question Text Conditional Upon ‘Add Questions from Library D
* Delete Group N

1.1 TheRespondent shall enter contact name, telephone number, and email address for
questions regarding this salicitation. ¥

Delste Group

As you can see there are
several ways to manage the

Questions Section. Choose
the way that works best for
you.
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Question Group — Manage Group

G 1 Form of Proposal IEREEAE EEE
Instructions: Respondent is to complete the following questions. Fill out items with blanks. Indicate "yes” or 'no” on items requesting agreement. If a 'no" response is indicated,

|f th e B uye r wants to Ch d nge th e an exception must be noted on the "Exceptions Form'.

H 1 # stion Text Conditional U R T
Instructions to the Vendor, Click Question onditional Upan esponse Type 0
H 1.1 The Respondent shall enter contact name, telephone number, and email address for - Text (Multi- Edit O
the Manage Group link and select Fepndent shal e otz P 1 I
questions regarding this solicitation. ¥ Line)
Edlt Group There the Buyer WI” 12 The Respondent shall enter the State or Foreign Country of Residence. ¥ - Text (Single Edit v O
see the Instructions text and be Line)
able tO modlfy the teXt or ChOOSG 13 TheRespondent.shallrente.rtheResidem Prefer_encegivenbyihe_STateorForeign - T?xt(SingIe Edit ¥ O
Country of the Bidder's residence. Enter the resident preference in the text box or Ling)
not to have instructions. indicate o preference” %
14 Enterthe number of years the Respondent has been in business in the text box. * - Numeric Text Edit v O
Box
1.5 Enterthe number of years of experience the Respondent has with providing the - Text (Single Edit v O
types of goads and/or services sought by the solicitation. % Line)
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Questions - Edit & Delete

Group 1: Form of Proposal Manage Group v Delete Selected Questions
Instructions: Respondent is to complete the following questions. Fill out items with blanks. Indicate "yes” or "no” on items requesting agreement. If a no” response is indicated,
an exception must be noted on the "Exceptions Form”
. . . #  Question Text Conditional Upon Response Type
There is an option to edit each of 0
. 1.1 TheRespondent shall enter contact name, telephone number, and email address for - Text (Multi-
the questions or delete the o g %
questions regarding this solicitation. ¥ Line)
question. , _
1.2 TheRespondent shall enter the State or Foreign Country of Residence. ¥ . Text (Single
Line)
This may be done by using the
. . 13 TheRespondent shall enter the Resident Preference given by the Stateor Foreign - Text (Single Edit ¥ 0
Edlt bOX to the rlght Of the Country of the Bidder's residence. Enter the resident preference in the text box or Line)
question indicate no preference” ¥
If the Buyer wants to delete ; —
Group 1: Form of Pmposal Manage Group Wl | Delete Selected Questions
mu |t| ple q Uest|0ns, SEIQCt the Instructions: Respendent is to complete the following questions. Fill out items with blanks. Indicate "yes” or 'no” on items requesting agreement. If a o’ response Is indicated,
. an exception must be noted on the "Exceptions Form”.
checkboxes at the far right for ¢ | Deokontan Condiiona pon Rsponee Type
the queStlons that are to be 1.1 The Respondent shall enter contact name, telephone number, and email address for - Text (Multi- Edit w
deleted and then click the questions regarding this solicitation. % Line)
Delete Selected Questions link. 12 TheRespondent shall enter the State or Foreign Country of Residence. % - Text (Single Eiit v
Line)
1.3 TheRespondent shall enter the Resident Preference given by the State or Foreign - Text (Single Edit *
Country of the Bidder's residence. Enter the resident preference in the text box or Line}
indicate 'no preference’ *
14 Enterthe number of years the Respondent has been in business in the text box. % - Numeric Text Edit w
Box
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Questions — Response Type

Each Question has a
Response Type.

The Buyer may select
from the drop-down
menu.

New Questions can be
created with the
different Responses
that can best obtain
the information the
Buyer needs for the
RFP.

Save Changes when
done editing.

Group 1: Form of Proposal

Manage Group w | Delete Selected Questions

Instructions: Respondent is to complete the following questions. Fill out items with blanks. Indicate "yes" or "na” on items requesting agresment If a "no’ response is indicated,

an exception must be noted on the "Exceptions Form”.
# Question Text

Conditional Upon

1.1 The Respondent shall enter contact name, telephane number, and email address for

questions regarding this solicitation. ¥

12 The Respondent shall enter the State or Foreign Country of Residence. ¥

Response Type

Text (Multi- Edit ¥
Line)

Text (Single Edit v
Ling)

O
0

Edit Question

Question Text *

Response Type
Attach File
* Show Display Position Opti

+*

Required

881 characters remaining

/

The Respondent
shall enter contact
name, telephone
number, and email
address for

Text (Multi-Line)

| Proforma Confract

Text (Single Line)

Text (Multi-Line)

MNumeric Text Box

Yes/No

Dropdown List (Pick One)
Multiple Chaice (Pick One)
Multiple Select (Pick Many)
File Upload
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Questions — Conditional Follow Up

Conditional actions or answers can be requested via the Create Conditional Follow-Up
selection under the Edit button.

In this example, Question 1.12 asks for a Yes or No answer. If the Vendor answers Yes,
then they will see Follow-Up Question 1.13 which asks for a form to be filled out and
uploaded. If they answer No, then Question 1.13 will not be visible to the Vendor.

@Conﬂdential Treatment of Information - Is Respondent requesting confidential - < Yes/No ) g

1.13

treatment of specific information? *

Edit
A Respondent requesting confidential treatment of specific information shall: (1) Confidential Treatment of File Upload | Dekeis
fully complete and sign Form 22, (2) conspicuously mark the outside of its Proposal  Information - Is Respandent
2 ik : ; " ; Create Conditional Follow Up
as containing confidential information, (3) mark each page upon which the requesting confidential treatment of

Respondent believes confidential information appears and CLEARLY IDENTIFY EACH  specific information?
ITEM for which confidential treatment is requested; MARKING A PAGE IN THE PAGE

MARGIN IS NOT SUFFICIENT IDENTIFICATION, and (4) upload to the Vendor

Attachment Section a "Public Copy” from which the cenfidential information has

beenexcised. * @
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Questions — Conditional Follow Up

After selecting Create
Conditional Follow-Up, the
Edit Question box opens
up and allows you to edit:

* Conditional Upon
Value

* Question Text
* Response Type
* Attach File

The Buyer may choose
from several different
Response Types from the
dropdown box (See next

page).

Edit Question

Conditional Upon

Conditional Upon Value *

Question Text *

Response Type *

Attach File

Confidential Treatment of Information - Is Respondent requesting confidential treatment of specific information?

A Respondent requesting confidential treatment of specific information shall: (1) fully complete and sign Form
22, (2) conspicuously mark the outside of its Proposal as containing confidential information, (3) mark each
page upon which the Respondent believes confidential information appears and CLEARLY IDENTIFY EACH ITEM
for which confidential treatment is requested; MARKING A PAGE IN THE PAGE MARGIN 1S NOT SUFFICIENT
IDENTIFICATION, and (4) upload to the Vendor Attachment Section a "Public Copy” from which the confidential
information has been excised.

440 characters remaining
File Upload v
Vendor Response Is Required
Enable Confidential Mode
Limits bid price viewing to users allowed to view prices within the event. The event creator manages which users can see
prices

. Form 22 - RFP | Upload | v

» Show Display Position Options

* Required

Save Changes Close

52



Questions — Conditional Follow Up

The Response Type has
several options for the
Buyer to structure the
Conditional Response.

Save Changes after the
changes have been made.

Edit Question

Conditional Upon Confidential Treatment of Information - Is Respondent requesting confidential treatment of specific information?

Conditional Upen Value * Yoz w

. *
Question Text A Respondent requesting confidential treatment of specific information shall: (1) fully complete and sign Form

22, (2) conspicuously mark the outside of its Proposal as containing confidential information, (3) mark each
page upen which the Respondent believes confidential information appears and CLEARLY IDENTIFY EACH ITEM
for which confidential treatment is requested; MARKING A PAGE IN THE PAGE MARGIN 1S NOT SUFFICIENT
IDENTIFICATION, and (4) upload to the Vendor Attachment Section a "Public Copy” from which the confidential
information has been excised.

440 characters remaining

Response Type * File Upload v

Text (Single Line)

Text (Multi-Line)

Numeric Text Box

Yes/No

Attach File Dropdown List (Pick One)

; 4 | Multiple Choice (Pick One)
* Show Display Position Option Multiple Select (Pick Many)
Date
Proforma Contract Save Changes || Close

ed o view prices within the event. The event creator manages which users can see
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Questions — Dropdown List

Group 2 - Terms and
Conditions also have preloaded
Questions that can be deleted
based on the requirements for
the RFP.

The Respondent will respond to
various Terms and Conditions
using the Dropdown List
response Type. The Terms and
Conditions questions are
structured for the Respondent
to answer Agree, Disagree, or
state in the Exceptions Form
why they take exception to
specific Terms & Conditions.

21

22

23

24

25

26

27

2.8

2.9

21

Question Text

Respondent shall read the Contract Terms & Conditions and enter a response. %

Respondent shall read the Terms and Conditions for GOODS and enter a response.

Respondent shall read the Terms and Conditions for SERVICES and enter a
response. %

Respondent shall read the Federal Terms and Conditions and enter a response. *

Respondent shall read the lowa Department of Homeland Security and Emergency
Management Additional Terms and Conditions for Federal Compliance and enter a
response.

Respondent shall read the Insurance Requirements and enter a response. (Issuing
Officer add attachment) %

Public Entities (Political Subdivisions) - The resulting Contract will be made available
1o Political Entities, i.e. cities, counties, and schools. The Respondent shall enter a
response. %

Nonprofit Entities - The resulting Contract will be made available to nonprofit entities
that qualify under LR.S. § 501 (c) provisions. The Respondent shall enter a response,

Quarterly Sales Report - The Respondent shall provide a detailed quarterly report in
Microsoft Excel on ALL sales made under the Contract via e-mail to the lowa
Department of Administrative Services. The Respondent shall enter a response.

Administrative Fee - In addition to the approved discounts or prices specified in the
Cantract herein, the successful Respondent shall pay to the Agency a 1.00%
Administrative Fee on all sales made against this Contract. The fee shall be paid
quarterly to the lowa Department of Administrative Services. The Respondent shall
enter a response. %

Service Terms and Conditions - The Contract(s) that the Agency expects to award as

Manage Group

Delete Sel

I Group 2: Terms and Conditions l
nstructions: Respondent will read the Tollowing terms and conditions and attach the Exceptions Form in the Vendor Attachments section. The blank form is located in the

Buyer Attachments section,

Conditional Upon sponse Type

Dropdown List
(Pick One)

Dropdown List
(Pick One)

Dropdown List
(Pick One)

Dropdown List
(Pick One)

Dropdown List
(Pick One)

Dropdown List
(Pick One)

Dropdown List
(Pick One)

Dropdown List
(Pick One)

Dropdown List
(Pick One)

Dropdown List
(Pick One)

\ Yes/No

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

~N

-

Questions

]
O
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Questions — Dropdown List

The Buyer may modify the Edit Question lﬂ
question and attach files

using the Edit button.

- r
Question Text Respondent shall read

the Contract Terms &
Conditions and enter a

If the Respondent does NOT response.

-

agree tO the Terms & 925 characrers remaining
L. . Response Type ™ Dropdown List (Pick One) ~
Conditions question, then = :
Vendor Response Is Required
they cannot move forward _ St Disaualiying Respense
. L Response Options * Response ™ Disqualify
with submitting a Proposal. . 4 e P
espondent accepts the Terms onditions o emove
Note that the checkbox next ropenem e e £ fen | :
. . . Respondent does NOT accept the Terms & Yes Remowve
to Set Disqualifying Gonditions
Response |S Checked and the L zeoip;ciir:j::thas Exceptions to the Terms & Mo Remove
Response: Respondent does
) Attach File & contract Terms and Conditions - RFP | Upload | w
NOT agree to the (TermS) IS ?» Show Display Position Options

set to YES. Yes = Disqualify
and the Respondent cannot B flose

move forward with
submitting a Proposal.
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Price Components
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Product Line Items and Service Line Items

Currently NOT IN USE
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Vendors Invited by Commodity Code

If there are Vendors that have
registered under the Commodity
Codes that were entered earlier —
either in the Setup Section or under
the Items Section, then you will see
the number of Vendors that will be
notified when the RFP goes “Live”.

RFP Test
005-RFP-0414-2023

Type Request for Proposal

Event Status: Draft

Settings and Content
Setup
Users
Description
Prerequisites
Buyer Attachments
Vendor Attachments
Questions
Additional Item Fields
Price Components

ltems

Review and Submit

Tools

D<«00 <« <« >

Vendors

Event Actions v | History | 7

[ Vendors Invited by Commodity Code (2) ] Additional Vendors (0) ~ Add Vendorsto Event  Add Vendors From Group

Based on the event commaodity cade(s) selected for this event, the candidate vendors in your network are listed below. When the event is released/opened, all vendors
with the event commodity code(s) and a valid email address will be invited to participate in this event

4 SOIJAGGAERTEST

i

Wisecom Technology

—

Daing Business As

Wisecom Technologies Inc.

Sales and Corporate Contacts Action

Laura Shannen (Sales)
laura.shannon@iowa.gov

SOI JAGGAERTEST (Corporate)
SOIJAGGAERTEST@gmail.com
Add Contact

(Sales)

Add Contact

€ Previous Save Progress

Next »

60




Add Vendors to Event

Vendofs Event Actions + | History | 9
Th e B uye rm ay a d d Vendors Invited by Commodity Code (2)  Additional Venders (0)] | Add Vendors to Event | JAdd Vendors From Group
Vendors to be notified
Manually Invite Vendors »
manually.

Search Registered Vendors Show Advanced Search

Under the Add Vendors i
to Event Tab, a Search

Relationship All hd
Window opens that will

Vendor Contact
allow the Buyer to search ——

. . Zip Code Within | 5 Miles v

for Vendors registered in

Commodity Code 3 Edit
the IMPACS system.

NAICS Code f Q

Enter the information
and click Search.

Clear Q search

« Previous Save Progress Next »




Add Vendors to the Event & Manually Invite Vendors

If the Vendor is registered,
then the results will show the
Vendor’s Name and Contact
information. Click Add to
Event to add the Vendor for
RFP notification.

The Buyer may also fill out a
template with the names of
the unregistered Vendors
they would like to add to the
RFP.

Click on the Manually Invite
Vendors Dropdown box.

Select Add Vendor to Event

Vendors

Vendors Invited by Commaodity Code (0)

» Madify Search

Additional Vendors (0)

Event Actions w | History 7

Add Vendors to Event | Add Vendors From Group

Saved Searches Manually Invite Vendors +

(

Vendor Name

4 BAKER MECHANICAL INC

\_

Doing Business As

Sales and Corporate Contacts

Daryld Karloff (Sales)
karloffd@thebakergroup.com

Add Contact

Action

Add 1o Event

Vendors

Wendors Invited by Commodity Code (0)

Search Registered Vendors
Vendor
Relationship All

Vendor Contact
Zip Code
Commedity Code =

NAICS Code

Additional Vendors (0)

Within 5 Miles

Edit

Q

Event Actions w | History | 7

Add Vendors to Event Add Vendors From Group
Manually Invite Vendors
Import

Get Import Template

[ Add Vendor to Event
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Manually Invite Vendors — Add Vendor to Event

The Buyer can now add
unregistered Vendors to the
Event notification.

Repeat as necessary by
clicking Save and Add

Another or Save to move on.

Add Vendor to Event

Vendor Name *

Sales or Corporate Contact
Mame

Email *

* Required

[ m Save and Add Another ] Close
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Manually Import Vendors

If the unregistered Vendor list is long and
you want to use a template and import
the information into IMPACS then click on
the Manually Invite Vendors drop-down
box.

Select Get Import Template.

Once the Template is downloaded, the
Buyer will see an Instructions Page and
the Import Data Page.

Fill out the Import Data Page with the
Vendor information.
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1 HE l_:) Normal

Formatting~  Table~
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Introduction

Sourcing Events offer the ability to manually invite suppliers via the application or via import.

The purpose of this page is to provide detailed instructions for how to import manually invited suppliers.
This page will help you:

- Understand the format for importing manually invited suppliers

- Perform an import of manually invited suppliers

Key Features of Manually Invited Suppliers Import

- Manually Invited Suppliers Import allows you to import manually invited suppliers in "bulk".
- The project must be set to allow manually invited suppliers in order to perform the import.

- The import supports manually inviting suppliers which are not in the system. This process will not add contacts to an existing supplier.

Manually Invited Supplier Import Fields

Some key information regarding the import format:
- Not all fields in the template are required.

- Itis recommended that you always download the current template file from your site prior to populating data. This ensures that

you always have the most up-to-date import reguirements.

The following table details the template on the “Import Data” tab of this spreadsheet and provides information regarding the fields available to

import and the format required for import. Please note the following about the table below:
- Required fields are marked in with an asterisk (*) in the Header Field Name column.

- Field formatting requirements are detailed in the Description column. (If there is no specific format requirement information, then

you may enter any alpha-numeric value).

Header Field Name

Desaription

This is the name of the supplier being

Supplier Name*
s invited.

| This is the name of the sales or

eady

Instructions | Import Data | |
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Import Vendors

When the spreadsheet is ready,
navigate back to the Vendors
main page and select Manually
Invite Vendors - Import
Vendors.

For Import Action, Select
Validate.

This action will validate the
email address and make sure
that it is a valid email address.

Import Vendors

Supported file types are: .xlsx and .xls

Import Action

File Name ™*

Description

Email Me When My Import
Is Ready

* Requirad

Validate

Choose File | No file chosen

The maximum file size for importing is 5 mb.

) Yes @ Mo

What's this?
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Validation of Vendor File

It might take a few minutes
for IMPACS to validate the
spreadsheet. The Buyer
may track the progress of
the validation process
under the Tools Menu -
Exports and Imports on the
left side of the screen.

Refresh the page often.

Download the validated file
and save it to your
computer.

Type Request foi
Event Status: Draft

Settings and Content

Exports and Imports

@ Exports and Imports will be deleted 7 day(s) after creation.

Looking for this Event exported as a PDF? Go to View Exports

Refresh this Page

Delete Selected

Vendor Responses Type = Collateral = Description = Requested By Requested At ~ Status = File = 1|
validate Vendors Laura Shannen 12/19/2022 1718 PM Pending
Tools
Internal Notes
Exports and Imports
Approvals
Award Notifications
{ Back to Results 7ofd0Results w | €| 3
Exports and Impol'ts Event Actions w | History | 7
Type: Request for @ Exports and Imports will be deleted 7 day(s) after creation.
Event Status:  Draft
Looking for this Event exported as a PDF? Go to View Exports l Refresh this Page
Settings and Content
Delete Selected
Vendor Responses Type =~  Collateral = i a By At~ Status & File = 0
Validate ~ Vendors LauraShannon ~ 12/19/2022 1:18 PM [ & manuallyinviteSuppliersTemplate (4).xls Bl
Tools

Internal Notes
Exports and Imports
Q& ABoard
Approvals

Award Notifications
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Import Vendor File

When the Buyer is ready to

import the validated file, navigate
back to the Vendors main page |mP0ﬂ Vendors
and select Manually Invite

Vendors - Import Vendors. Supported file types are: .xlsx and .xls

Import Action

For Import Action, Select Import.
[ Import v ]

The Buyer may track the progress
of the Validation Process under File Name * Choose File | Mo file chosen

the Tools Menu — Exports and The maximum file size for importing is 5 mb.
Imports on the left side of the Description
screen.

Email Me When My Import O Yes @ No
Refresh the page often.

|s Ready What's this?
Or, you may select Email Me ~

When My Import Is Ready, and

_ ' _ * Required m Close
the Buyer will receive an email

when the file is ready.

Click Submit.




Additional Vendors

Once the file has been
imported, or if the Buyer
selected the Add Vendor to
Event option, then the
number of additional
Vendors will be indicated in
parenthesis in the
Additional Vendors tab.

The Vendor information will
be listed under the tab. The
Buyer may remove a Vendor
here.

Save Progress or Next.

Vendors

wendors Invited by Commodity Code (0))

1 Event Vendors

Vendor Name

Additional Vendors (1) Add Vendors to Event Add Vendors From Group

Doing Business As Sales and Corporate Contacts

Event Actions w | Histary

Action

?

SDIJAGGAERTEST

Laura Shannon (Sales)
SOIJAGBAERTEST@gmail.com

Add Contact

Remave

€ Previous
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{1 Administrative Services

Empowering People
Collaboration
Customer Service

Review and Submit

Errors and Approval



Review and Submit

The last step is to Review and Submit.

If there are errors, an error message
will appear and indicate the error to be
corrected. The error language is a link
that will take you back to the item in
guestion.

After the error is corrected, be sure to
Save Progress on that page.

Once all errors have been addressed,
click Submit for Approval.

The RFP will enter the approval
workflow and the approver will either
Approve or send the RFP back for
revisions.

Review and Submit

@ solicitations have a limit of 500 users per Role, Department or Business Unit for notifications and e-mails. When the limit is exceeded, solicitations can still be
created and executed but not all users will receive notifications and e-mails.

4, Please complete all required sections to submit this event.

Section Progress Action Needed on the Following
Setup 4. Q&A Submission Close Date

% Open Date

1. Close Date
Users ' Required Fields Complete
Description «  Required Fields Complete
Prerequisites € NoRequired Data
Buyer Attachments @ o required Data
Vendor Attachments +  NoRequired Data
Questions €D noRequired Data
Items @) oRequired Data
Vendors @ required Data Provided

View Approval Steps
< Previous Submit for Approval
Event Actions - | History | 7

Review and Submit

@ Solicitations have a limit of 500 users per Rale, or Business Unit for notifications and e-mails. When the limit is exceeded, solicitations can still be
created and executed but not all users will receive notifications and e-mails.

« Al sections are complete. You may submit your event for approval
Section Progress
Setup +  Required Fields Complete
Users +  Required Fields Complete
Deseription +  Required Fields Complete
Prerequisites €& NoRequired Data

Buyer Attachments €@ NoReguired Data
Vendor Attachments +  NoReqguired Data
Questions €& noRequired Data

Items @) MNoRequired Data
Vendors @ Required Data Provided

View Approval Steps

« Previous Submit for Approval
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