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PCS has made some upgrades to the portal process for completing a competitive
procurement.
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We'll go over the general portal process but mainly will be highlighting the latest upgrades
to the system.



Procurement Intake Changes

New features

PCS will send solicitation emails
Be sure to provide correct contact information

Vendors*
Please provide a list of at least three vendors for this procurement. Each vendor listed will receive a solicitation

e contact information you provide

* If you do not have a contact email for one of your vendors, please reach out to them directly and request an
email address to send bid opportunities to

r ethnicity, gender, disability, or
ation Office for Business
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To provide a fair opportunity to compete for government contracts regardless o
firm size, you are encouraged to search for and add a vendor registered by the C
Inclusion and Diversity (COBID). To search for a COBID vendor, please click the followi
link: https://pcs.uoregon.edu/content/search-vendor

Add a Vendor

< Previous | Submit Intake Form

Updates to the procurement intake have been live in the system for several months but will
be functioning more accurately after November 15t

PCS will now manage the solicitation email process. You are still required to provide three
vendors you wish to have the posting information sent to, but the system will be sending
those emails. Accurate contact information for your vendors is imperative. If you do not
have a contact email for one of your vendors, please reach out to them directly to request
an email address to send bid opportunities to. Do not discuss the project.

You are encouraged to still search for a HUB (MWESB) vendor on COBID, but the University
will be posting most procurement's on ORPIN, thus fulfilling the requirement. There may be
specialized procurement's that will still require you to identify a HUB vendor, but PCS will
inform you when that is needed.

Note: Be sure to add to the intake sheet, all the Department Contacts that will be involved
with the procurement. When Department Contacts are added to the intake sheet, those
individuals have better access to the matter and will be part of the conversations
throughout the process. Individuals not listed can still access a portal matter as long as it is
not marked ‘Limited Access’.



What Happens Next?

PCS reviews & reaches out with questions

Draft is finalized & procurement gets posted
Vendors now submit proposals through portal

UO Business and Bid Opportunities

Open 9 Closed Awarded Cancelled

7 ing Services | C Services | C Services || Goods ' Personal/Professional Services ' Trade Services
More Filters
A Opportunity Close Date/Time

Test Posting - DO NOT RESPOND e

RFI for 3D Printer for Volcanology Research - University of Oregon

RFP for Social Media Management System

O AN

PCS will review the intake and prepare a draft posting. The primary staff assigned to the
matter will reach out to the department contact if there are questions. Once the draft is
finalized, the posting will go live on the Business Opportunities webpage.

Vendors will now submit all proposal documents in the portal. A button will be available on
the website that will prompt them to log-in and register in the portal. Once logged in, they
will be able to view all open opportunities and submit their documents electronically.



VENDOR VIEW VENDOR VIEW
LOG-IN CLICK SUBMIT A PROPOSAL

J

Home l ) ot = l ) curar

Welcome to the UO Purchasing Portal! Welcome 1o the UO Purchasing Portall
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Upon log-in, the vendor will click ‘Submit a Proposal’

A pop up screen will show them all open opportunities that are biddable through the
portal. Athletics and Construction does not use this method for submission.



VENDOR VIEW VENDOR VIEW
AFTER SELECTING OPPORTUNITY AFTER SUBMIT PROPOSAL

New Proposal O "M X

Submit Proposal
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Once the vendor selects an opportunity they want to bid on, a screen pops up to verify
their information and allows them to upload all their bid documents.

When the vendor clicks ‘Submit Proposal’, a pop up message recommends they double
check all their uploaded documents.



VENDOR VIEW VENDOR VIEW

AFTER SUBMITTING PROPOSALS ABLE TO EDIT SUBMISSION

/ Submitted Proposal Ol |57 x . New Proposal Ol x|

TEST POSTING TITLE**DO NOT RESPOND**THIS IS A TEST
Purchasing & Contracting Servces end Purchasing & Contacting Services

Close Date
Oct 24, 2019 5:00pm

:

Proposal Received

| Tostvendora has already su 2 proposal for this
Vendor +  opportunity. Click the red it Fraposal button at right 10 edit

the existing submitted proposal
TestVendorA “ Lo

Submitied by TestA Vendor (uopcrtsitest- testvendoragma lcom)

Propessl

f i Test Vandor A Word Doc.docx (12¢

f VE Test Vendor A_Excel Doc.xlsx (12

f ? Test Vendor A PDF Doc.pdf (32€3

Minority Status

|| Seif-Reported or State Certified

State Ceritied *
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After the vendor submits their documents, a printable confirmation screen pops up. An
confirmation email is also sent to the email address they confirmed on the previous screen.

Vendors have the option to come back into the portal to update their bid documents, as
long as the opportunity is not closed. They will be informed their updated documents will
replace their previous submission.



During Posting Time

Vendor questions go to PCS

Department alerted how many bids prior to close
This is last chance to extend

Clarifications for Proposer. For additional information or clarification of requirements contact (in
accordance with the requirements set forth in Section below) the following University department:

Purchasing and Contracting Services
1600 Millrace Drive

Eugene, Oregon 97403
submit1@uoregon.edu

Please note that University will not respond directly to individual inquiries. University will not
address inquiries that are unique to a specific Proposer, are non-substantive, and/or are already
addressed in this RFP. University only addresses inquiries through a posted addendum when
it determines the information will assist all interested parties in preparing responsive Proposals.
University will not respond to oral inquiries.
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The posted document will tell vendors to send questions to PCS via email. All questions will
be forwarded to each matter in the portal and PCS will determine if an addendum needs to
be posted. Some questions can be answered by PCS, but PCS will forward them to the
department contact if necessary. In those cases, the department contact will send answers
back through the portal matter and PCS will post an addendum. PCS will send addendum
notices out to the solicited vendors as well as the vendor asking the questions.

Prior to the posting closing, the portal will send an email to the department contact(s)
alerting them to the number of proposals received so far. If the department wishes to
extend the closing date, it imperative to call PCS as soon as possible so we have time to
prepare an addendum. If a procurement closes, it cannot be reopened. It would have to be
reposted for the required amount of time.



After Posting Closes

PCS preps bids/award review docs
Releases to department
All bids documents available in the portal

[} [ Peapasiiriis o s honng o e
) Test Vendor A Word Doc.docx (12KE) - ot e e et
; o

—?2 Test Vendor A_txcel Doc.xdsx (12KE) p e e e

D\ Test Vendor A_PDF Doc.pdf (32KE)

O Note . Frees wew Frease deacribe

After the posting closes, PCS will prepare review documents and proposals from each
vendor. The department contacts will receive an email once those are ready.

Proposal documents from the responsive vendors will be available to download directly
from the portal.



Award Review in Portal

Award review documents & links to resources in portal
RFP Scoresheet — RFQ & AP Comparison Chart
Consolidate scoring and review notes

Award review documents will now be completed in the portal. The type of procurement
being processed determines the type of award review forms you will complete. RFQ’s and
AP’s use a comparison chart. RFP’s use a Score Sheet. There are helpful

links to documents that will assist you with your scoring or comparing.

You will be able to print award review documents for the initial department review and
discussion but final department recommendations must be consolidated and recorded on
the appropriate forms in the portal.

Note: RFP’s have the option for Competitive Range. When there is more than one proposer
whose proposals have a reasonable chance of being selected for award, the Competitive
Range process can be completed. This allows you to schedule vendor demos and
presentations, ask specific questions, and get a better idea of who will provide the best
product/service for your needs. The RFP Score Sheet has buttons to select which vendors
you want in the Competitive Range. If you elect to complete the Competitive Range
process, you will not be completing a department checklist until a final recommendation
for award is decided. At that time, you will also be asked to re-score the vendors included
in the Competitive Range.
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Award Recommendation

Department Checklist in portal
Department’s recommendation for award
Submit to PCS for review & approval

Checklist and Score Sheet
Once the checkdist and score sheet are complete, please click the submit button for award review.

O

Once your department decides which vendor(s) they want to recommend for award, the
Department Checklist must be completed. There are two buttons beside each responsive
vendor. You will click Award or Do Not Award for each vendor. If you choose Award, you will
be asked to enter the Estimated Award Amount and click a certification box.

RFP’s will require you to name all individuals on the Evaluation Committee and upload their
No Conflict forms.

Once the Department Checklist is complete, a button will appear at the bottom (and top)
for you to submit your award review & recommendation documents to PCS.
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Award Notice & Protest Period

PCS reviews department’s award recommendation & other items

Award notice emails sent to vendors from portal
Protest period tracked in portal

a Holly Stutz

Sent: <Date>

To: Department Contacts

PCS has made an Award Decision: 432000-00503-RFP - TEST POSTING TITLE

Hello,
In regards to
432000-00503-RFP - TEST POSTING TITLE

Purchasing and Contracting Services (PCS) has reviewed and approved your department’'s recommendation to award this Procurement to
TestVendorB

PCS has sent a Conditional Award notice to TestVendorB. PCS has also sent notice to the non-selected bidders. This has triggered the
mandatory three day protest period

Once the protest period ends, PCS will email you to ask if any protests were received by your department. If no protests are received, PCS
will proceed with the contract phase of this procurement and contact you with any questions

Vendor: TestVendor8
PCS Decision: Do Not Award
Department Decision: Do Not Award

After the department submits their award recommendation, PCS verifies the Comparison
chart or Score Sheet match the specifications of the posted procurement. PCS will also
review proposal documents and terms from the vendor, verify legal names, eligibility of
award, and determine the appropriate contract type that will be completed.

Once PCS approves the department’s recommendation to award or not, the portal will
send an email to the Department Contacts regarding the award decision for each vendor.
Award notice emails will also go out to all bidding vendors, which will start the protest
period.



Transition to Contract

PCS will transition procurement to a contract matter

Procurement matter accessible with one click
Route contract correspondence through new matter

Contract - 432000-00532-0

432000-00532-0

Submitted Oct 23, 2019 5:41pm by Holly Stutz

Documents

Contract

432000-00532-0
Due Nov 20, 2019
mail + k87p.9919j@ideal-logic.com

$0.00

PCS Office

Date Received: Oct 23, 2019
Standard Processing Date: Nov 20, 2019
Status
Department Information

Pending PCS
3rd Level Department Since Oct 23, 2019 5:42pm
Purchasing & Contracting Services - 432000 Waiting 1m.5s

Sth Level Denartment
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Once the protest period ends, PCS will verify with the department if any protests were
received. If no protests were received, PCS will transition the procurement to a contract
matter in the portal. The procurement is accessible with one click by using the Open
Procurement button.

All correspondence related to the resulting contract should now be routed through the new
matter.

Standard processing times apply.



Resources

Feedback about procurement upgrades:

PCS Webpage, Tell me about Procurement.

Contact Holly Stutz with process questions:

Use Email PCS link for issues related to your matter:
Actions

New Revision Request

Email PCS

Print this Intake Form

Print Soft File (Non-PCS Version)

Resend Confirmation Email UNIVERSITY OF

OREGON
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