
IMPACS 
Iowa Management of Procurement and Contracts System 

Request for Proposal (RFP) 
Step-by-Step Guide 



Table of Contents 

RFP Rules 
Sign In 
Left Menu Icons 
Create New Event 
Setup Wizard 
Users Section 
Description Section 

Prerequisites Section 
Buyer Attachments 
Vendor Attachments 
Questions Section 
Vendors Section 
Review and Submit Section 



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 outlined 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: 
1. Creating the Request for Proposal (RFP) 
2. Posting the RFP on IMPACS and Bid Opportunities (Note: Bid Opportunities will be discontinued in February 2024) 
3. Receiving and Opening the Proposals 
4. Evaluating and Scoring the Proposals 
5. Awarding the Contract 
6. Negotiating the Contract 
7. Generating the Contract 

TSB Notification IAC 117.7(2) 
Post all solicitations to the TSB web page at least 48 hours before the opening date and time in IMPACS. The TSB posting 
can be achieved in IMPACS by populating the “Release Date” field on the Setting page with a date at least 48 hours before 
the opening date and time. (February 2024) 

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


Sign In 

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

Sign into Okta and locate the Jaggaer stickers 



Left Menu Icons 

Expand to see 
menu icon labels 
by clicking the 
small arrow at 
the bottom. 

Menu 



Create New Event 

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



Create the Solicitation 

1. Enter the Title of the RFP. 
2. Type in your Department (Agency) or search 

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

You will see this pop-up screen 



Select the Department 

Select the arrow next to the appropriate 
Department tree. 

After clicking Search, you will see this pop-
up screen 



Select the Department 

There are three sections of 
the department tree: 

1. Elected Officials 
2. State of Iowa Cabinet 

Agencies. 
3. State of Iowa Non-Cabinet 

Agencies. 

Select the arrow next to the 
appropriate department tree, 
and drill down until you find 
the correct department. Click 
the radio button next to the 
department, then Save 
Changes. 

In the adjacent illustration for 
Elected Officials, IDALS has 
several sub-departments 
under the main department. 



About the Solicitation 

Click the Search icon (magnifying glass) to 
select the type of solicitation being created. 

Select Request for Proposal (DAS), Request 
for Proposal – Attach Document Wrapper or 
an Agency-specific RFP template. 



Solicitation Templates 

1. Click the Search icon (magnifying glass) to 
select from the RFP templates available. In 
most cases, a template has been assigned 
to the Event Type. 

2. Select the appropriate template. If no 
Agency-specific template has been 
created, use RFP - Attach Document 
Wrapper. 

3. Click on Create Solicitation. 

 

 


 




Setup Wizard 



Settings and Content 

Following the wizard on the left-
hand side of the screen, IMPACS 
will walk the Issuing Officer 
(Buyer) through setting up the 
RFP. 



Settings and Content 

1. (Optional) The Buyer may change the 
Title of the RFP. 

2. (Optional) The Buyer may change the 
RFP number by clicking the pencil 
icon. (IMPACS autogenerates a 
number by default). 

3. Ignore Stage Title. 

4. By clicking on the Edit button next to 
the Reporting Commodity Code and 
Additional Commodity Codes, the 
Buyer may select the appropriate 
Commodity Codes for the RFP. 

 








Commodity Codes 

If the Buyer does not know the 
Commodity Code, then use the search 
box at the top of the Commodity Codes 
Menu that pops up when the Commodity 
Code Edit button is selected. There is also 
a PDF listing of all the Commodity Codes. 
You can find it here under IMPACS 
Resources: https://das.iowa.gov/iowa-
management-procurement-and-
contracts-system-impacs 

https://das.iowa.gov/iowa-management-procurement-and-contracts-system-impacs
https://das.iowa.gov/iowa-management-procurement-and-contracts-system-impacs
https://das.iowa.gov/iowa-management-procurement-and-contracts-system-impacs


Commodity Codes 

These are the Commodity Codes that 
appear 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. 

The Vendor (Respondent) will be notified 
via email of this solicitation if they 
registered in IMPACS with the commodity 
code(s) selected for the RFP. 



Payment 

The default Currency is the US 
Dollar. 

If the Estimated Value field is 
visible on your department’s 
template, please estimate the 
value of the RFP. 

If the Payment Terms field is 
visible on your department’s 
template, please select from the 
drop-down list. 



Bid & Evaluation and Display & Communication 

Use the “?” icon to view a Help Menu that describes 
the function of the Bid and Evaluation radio buttons. 

At this time, Buyers are attaching a full RFP document, 
and not using the Evaluation functionality of IMPACS. 

Testing is underway for RFP Evaluations and a guide 
will be available soon. You will not select any of the 
radio buttons in this section (the buttons may be 
hidden on your department’s template). Respondents 
will submit a technical and cost proposal in IMPACS 
and not submit pricing in the Items section. 

Include a brief description of the Goods and/or 
Services you seek in the Public Event Short 
Description Section. You can expand the box by 
dragging the lower right-hand corner of the box. 



Dates 

Release Date (Future): Please ensure it is at 
least 48 hours before the Open Date and time. 

The current method is to post the RFP on Bid 
Opportunities 48 hours before the Open Date 
and time. By doing this, the solicitation is 
posted on the TSB website before opening to 
the public. 

Open Date: Select the date and time the RFP 
will be open to the public. 
Type in the date directly in the box or use the 
pop-up calendar by selecting the calendar 
icon. The clock icon will set the time. 



Dates 

1. Continue filling out the close date. 

2. Sealed Bid Open Date and Show Sealed 
Bid Open Date to Vendor are checked by 
default if enabled on your template. 

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. 

 









Users Section 



Event Users 

Event Creator - The field is automatically populated 
with the event creator. 

Event Owners - You may add additional event 
owners here (see next page for search options). 
Depending on how your Department is set up, your 
department may have full control over this RFP as a 
default. 

Contacts – additional contacts may be added here. 
The field is automatically populated with the event 
creator. 

Stakeholders are Users interested in the solicitation 
but can only view it, not edit or respond to 
questions. This is a good place to list the requestor or 
evaluators. 

Notification Recipients will receive IMPACS 
notifications, for instance, if a Vendor has submitted 
a question or if the RFP has been extended. The field 
is automatically populated with the event creator. 

Most of the time, you will not need to change 
anything on this page. 



Event Users Search 

A User Search pop-up window will 
appear once the Edit Users button is 
selected (from the previous page). 
Search for the User in the Search Box 
and then click Select once the Buyer has 
been found. 

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



Description 
Section 



Description 

The Description Field is filled out with 
general information. Your template may 
have specific language pre-populated. 

Pull down the slide icon to expand the 
field. 

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

If using the existing language, please 
address the areas highlighted in green. 

Add or delete the language as necessary. 
The formatting controls are similar to 
Microsoft Word, and the Buyer may 
remove the highlighter as necessary. 

Ignore the Stage Description – it is not 
used. 

Save Progress or Next. 



Description 

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

Skip the Stage Description, if visible. 

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



Prerequisites 
Section 



Prerequisites 

Prerequisites contain language that the 
Respondent must respond to in order to 
respond to the Solicitation or view the 
Solicitation. 

Preloaded prerequisites may be included in 
your template. 

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

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 

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



Prerequisites 

1. The Buyer may edit the Prerequisite or 
delete it. 

2. The Buyer may change the instructions 
to the Respondent (Vendor). 

3. The Buyer may change the 
Prerequisite Content. Enter text or 
upload a file. 

4. The Buyer may change the 
Certification text. 

5. The Buyer may require the Respondent 
(Vendor) to upload a file. 

6. The Buyer may change the order of the 
Prerequisite language to First, Last, or 
anywhere in between (if there are 
more than two Prerequisites). 

Save Changes 

 
 

 

 

 
 



Buyer 
Attachments 

Location for Purchasing Agent/Issuing Officer 
Attachments to the Respondents. Attach RFP 
Document here 



Buyer Attachments 

Buyer Attachments Section - This is where the Buyer 
will upload the RFP document. 

Click on the Add Attachment button to add the RFP 
Document and any other relevant files or links. Click 
the Add New Attachment button to upload more 
attachments or links. Make the RFP document FIRST 
in the list by changing the Display Order. 

Clicking the Actions button will allow you to Edit, 
Download or Delete the Attachment. 



Vendor 
Attachments 



Vendor Attachments 

Vendor Attachments are where the Buyer will 
find any of the attachments you asked the 
Respondent (Vendor) to provide. 



Questions 
Section 



Questions Section 

The Questions Section has four (4) questions 
pre-populated. If the Respondent answers “Yes” 
to question 1.1 - Confidential Treatment of 
Information - then, question 1.2 becomes 
visible, and the respondent will follow the 
directions in the question and fill out Form 22. 

Questions 1.3 and 1.4 are where the 
Respondent will upload their solicitation 
responses - Technical and Cost. 



Vendors Section 
Vendors Invited by Commodity Code 

Add Vendors to the Event 



Vendors Invited by Commodity Code 

If there are Vendors that have registered under 
the Commodity Codes that were entered earlier 
in the Setup Section, then you will see the 
number of Vendors that will be notified when 
the RFP opens. 



Add Vendors to Event by Searching 

The Buyer may add Vendors to be notified 
manually. 

Under the Add Vendors to Event Tab, a Search 
Window opens, allowing the Buyer to search 
for Vendors registered in the IMPACS system. 

Enter the information and click Search. 

If the Vendor is registered, then the results will 
show the Vendor’s name and contact 
information. 

(Optional) add a contact by clicking the Add 
Contact button. 

Click Add to Event to add the Vendor. They will 
receive an email notification of the RFP. 



Add Vendors to Event – Manually Invite 

The Buyer may also fill out a pop-up window or 
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 

Repeat as necessary by clicking Save and Add 
Another or Save to move on. 

(Optional) If you have many unregistered 
vendors to add, you may download the 
template, fill it out, and import it back to 
IMPACS. 

Click the Manually Invite Vendors button and 
Get Import Template. 



Add Vendors to Event – Manually Import 

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. 



Add Vendors to Event – Manually Import 

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

For Import Action, Select Validate, 
then upload the file. 

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



Add Vendors to Event – Manually Import 

It might take a few minutes for IMPACS 
to validate the spreadsheet. You 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. Correct any errors 
and repeat the process. 



Add Vendors to Event – Manually Import 

When the Buyer is ready to import the 
validated file, navigate back to the 
Vendors main page and select 
Manually Invite Vendors - Import 
Vendors. 

For Import Action, Select Import. 

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. 

Or, you may select Email Me When My 
Import Is Ready, and the Buyer will 
receive an email when the file is ready. 

Click Submit. 



Add Vendors to Event 

The number of additional Vendors – 
manually invited - 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. 



Review and 
Submit Section 

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 
question. 

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. 



Return to Event 

If you are self-approving your 
solicitation, you may need to 
return to the solicitation and 
approve it. Click the Return to 
My Event hyperlink. 



Approvals and Workflow Actions 

To check the approval, navigate 
to Tools>Approvals to see if the 
workflow has been completed. 

You may click the Workflow 
Actions button in the upper 
right-hand corner to return the 
solicitation to draft status to 
make edits. You may also cancel 
the solicitation altogether. 

If the solicitation was not 
approved by workflow, there will 
be an Approval selection in the 
list. 



Event Actions 

Event Actions dropdown has 
options to Copy the Solicitation 
and Export the Solicitation as a 
PDF. 



Vendor 
Responses    



Vendor Responses 

A completed Event submission 
has a Submitted tag under 
Progress and is 100% complete. 

The globe icon indicates that the 
vendor responded via the public 
posting site. The information icon 
will display vendor contact 
information. Clicking on the 
Vendor Name hyperlink will bring 
you to the vendor profile. 



Tools 
Question and Answers Board 



Question & Answer Board 

Once the RFP is open, the Respondent 
may have questions. When the 
Respondent posts a question(s) to 
IMPACS, the Buyer will be notified by 
email. Navigate to the Tools menu tab 
and select Q&A Board to view the 
question. 



Question & Answer Board 

The question will appear on the Q&A 
Board. 

The Buyer may answer the question by 
selecting the Answer Question button. 



Question & Answer Board 

The Buyer enters the answer in the Answer 
text box. If the Buyer does not want the 
Respondent to respond to the answer, then 
check the Vendor Response Disabled box. If 
the answer requires an attachment, it may 
be uploaded under the Attachment field. 

Answers will post to Public Q&A. Select No 
if you do not want the answer to be public. 

When done, select Post Answer. 



Question & Answer Board 

Once the answer is posted, the 
Buyer may: 

Edit the answer, 

Make this Q&A Private, or 

Post a Question Like This. 



Award 
Evaluation and Award Actions 
After the Five-day Appeal Period 



Since RFPs are evaluated outside of IMPACS, using an evaluation team 
and scoring matrix, the Vendor is awarded in IMPACS only after the 
Notice of Intent to Award (NOIA) has been issued and the five-day 
appeal period has passed. 

The Issuing Officer will return to IMPACS to award the vendor in the 
system. Once completed, the status of the solicitation on the public 
website will change to Awarded. 

You will see a section for NOIA in IMPACS, but it is not used at this 
time. 



Award Vendor 

Navigate to Vendor Responses in the 
Wizard. From the Vendor Response 
screen, select View Response. 
This is a quick way to VIEW (not 
evaluate) the responses from 
respondents. The Buyer may select to 
Disqualify a respondent from this 
dropdown menu or ask a question. 

If there are no Prerequisites, Questions 
or Items in the solicitation template, you 
may skip viewing the Response on this 
page. The Response will be files that the 
respondent uploaded to IMPACS. 

Download and evaluate those 
documents outside of IMPACS and 
return to IMPACS when ready to Award 
to the Vendor. 



Award Vendor 

To Award the Vendor, check the 
boxes next to the responsive 
Respondents and select Evaluate 
Selected Responses. 



Award Vendor 

From the Scenario Award Actions 
dropdown menu, the Buyer may 
Award to the Vendor, or choose No 
Award. 



Award Vendor 

Once the Buyer initiates an Award, 
then the Pending Award tag 
appears under the awarded 
Vendor’s name. 

Click the Finalize Award button. 



Approvals 

Navigate to Workflow Actions and 
select Approve. The Pending Award 
Vendor is now Awarded. 

To see the Approval workflow, open 
the Approvals tab in the Tools Wizard 
and navigate to the Solicitation 
Evaluation Workflow tab. 

If the Buyer is the Approver, click the 
Expedite button for Award To 
Supplier. 

The Finish step will disappear after 
you navigate off the page. 

Note: Workflow may differ for your 
Agency. 



Approvals 

Once the Vendor has been awarded 
through the approval process, you will 
see the Awarded tag in several places. 

If the Buyer wants to create a Contract 
from this Sourcing Event, please see 
the Initiate Contract section. 



Export and Publish 



Export and Publish 

Under the Tools>Award Notifications: 

Export the RFP documents from the 
Event Actions dropdown menu. 

Publish documents to the Public Site 
by clicking on the Add Attachment 
button and attaching the file(s). 



Initiate Contract 
Create a Contract from a Sourcing Event 



Contract Creation from Sourcing Event 

Return to your Sourcing Event and 
navigate to Vendor Responses then to 
Evaluate Selected Responses. 

From the Award Scenario Page, Select 
Scenario Breakdown 



Contract Creation from Sourcing Event 

The Create Contract link appears. 

Note: The Create Contract link is only 
available after the vendor has been 
awarded and if you have the 
appropriate permissions to create a 
contract. 

Click the Create Contract hyperlink on 
the right side of the screen. 

The Create Contract wizard opens – 
See the next slide. 



Contract Creation from Sourcing Event 

The Contract Wizard opens. Follow the 
contract creation process (See the 
IMPACS Contracts Instructions). 

One difference you will encounter 
when creating a contract from a 
Sourcing Event is adding the Awarded 
Items to the contract. This is not 
applicable to a RFP Sourcing Event 
since there are no items to add. 



Contract Creation from Sourcing Event 

The Buyer is returned to the 
Evaluation Page, and a new 
Contract Number & Status 
field appears. 

Clicking on the contract 
number hyperlink will take 
you to the Contract Summary 
Page. From there, you may 
open the Contract for editing. 

Please see the IMPACS 
Contract Instructions for 
further information. 



Questions? 

Please contact purchasing.mailbox@iowa.gov 
Or call 515-330-7325 

mailto:purchasing.mailbox@iowa.gov
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