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Sign In

Best practice: Create an RFx 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 
Solicitation



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 RFx.
2. Search for your department by clicking the 

Search icon (magnifying glass).

You will see this pop-up screen



(Optional) Select the Department

Select the arrow next to the appropriate 
Department tree.

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



(Optional) 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 the Event Type that applies.  

Select RFB – Attach Document 
Wrapper (or any RFx - Attach 
Document Wrapper Event Type)

The Template will automatically 
populate.

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 
RFx. 



Settings and Content

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

2. (Optional) The Buyer may change the 
RFx number by clicking the pencil icon. 
(IMPACS auto-generates a number by 
default). 

3. 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 RFx.

#1

#2

#3



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


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 RFx.

If additional Commodity Codes are 
needed for the RFx, 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 RFx.  



Display & Communication 

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 RFx 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 RFx
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.

Continue filling out the Close Date.

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 RFx 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 RFx 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 
information about the RFx. Your template 
may have specific language pre-populated.

Pull down the slide icon to expand the 
field.

The Buyer may add to the existing 
language.

The formatting controls are similar to 
Microsoft Word.

Save Progress or Next.



Buyer 
Attachments

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



Buyer Attachments

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

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

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



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 RFx 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 RFx.



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 RFx.

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.

If you have many unregistered vendors to add, 
then 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.

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. 



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 
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 
Solicitation should automatically be 
approved based on Agency approval 
workflow settings.



Return to Event

To check the Approval Status, click 
the Return to My Event hyperlink.



Approvals and Workflow Actions

To check the approval, 
Navigate to Tools>Approvals to 
see if the approval workflow 
has been completed. You may 
need to click on the Workflow 
Actions button to Approve

Before the solicitations is 
Released, you may click the 
Workflow Actions button in 
the upper right corner to 
return the Solicitation to draft 
status to make edits. You may 
also cancel the Solicitation 
altogether. 

Approve may be a 
selection in the Workflow 
Actions section, depending 
on the Agency approval 
workflow. Click to
Approve.



Workflow and Event 
Actions 
Amend, Extend, Cancel



Workflow and Event Actions

The Event Actions dropdown in the 
upper right corner has the following 
options: Copy the Solicitation, 
Export the Solicitation as a PDF, and 
Extend the Solicitation

The Workflow Actions dropdown in 
the upper right corner has the 
following options: Amend the 
Solicitation, Close the Solicitation 
Early, and Withdraw the Solicitation

Follow the instructions that pop up after selecting an action. If you amend the 
solicitation, you must go through the approval process again.

After the Solicitation is Released, the following options are available:



Questions?

Questions? 
Please contact laura.Shannon@iowa.gov

Or call 515-330-7325

mailto:laura.Shannon@iowa.gov
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