SPO 141 — Reporting/Posting Awards

Slide - Title Page

Hello and welcome to our recorded State Procurement Office webinar. Today's webinar is on Reporting
and Posting awards. This is SPO Workshop 141.

Slide — Who this Workshop is for and What it is Intended to Do

Let's start with talking about who this workshop is for and what it's intended to do. This workshop is
designed only for state and county personnel who are responsible for posting the award information or
are responsible for conducting the procurement and are responsible for ensuring that the award
information gets posted or if you're a contract administrator and must ensure that your amendments
get posted to the awards site as well. Lastly this workshop is for department and jurisdiction account
managers for PANS. This workshop is going to demonstrate the mechanics of posting an award. We'll
also spend some time reviewing responsibilities for procurement personnel who are responsible for
ensuring that the information gets posted, and also indicate some common mistakes that people make
when posting awards. This workshop will not teach you everything you need to know about
procurement or award procedure. There just is not enough time. That's why we have the other
workshops. Be sure you take the appropriate workshop for the method of procurement.

Slide — What Will be Covered

What are we going to cover today? The items that must be reported, the time in which you have to
report them (that is the timeline), our responsibilities and how we work together; for instance if
someone else is conducting the procurement but you're responsible for posting the award, how soon
the procurement person should get the information to you. Then we'll review both the postings site and
the public site because it's two different sites and lastly we'll go over a few tools that we have available
for you.

Slide — Before You Procure/Administer Contract: Written Delegated Authority and Training

Before you procure or administer a contract you must have written delegated authority and training.
This is particularly true if you are the person conducting the procurement. If you're only job is to post
the procurement, then you do not need to have written delegated authority. At any rate you'll see
information on the SPO web site on both delegation and also on training.

Slide — If You Only Post Awards...
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As | said earlier, if you only post awards and never participate in procurement in any other way, your
only responsibility is to take SPO 140 or SPO 141 within six months of being designated as the PANS
user.

Slide — Why We Need to Report/Post

So let's start from the beginning. Why do we need to report or post this stuff? Well we have a
responsibility for open and transparent procurement process and that means posting things in a place
that's easily accessible as it can possibly. These days that's the web and that's why we do this. There's
also another reason and that's because of a protest process. For goods and services, in HRS 103D-701, it
states that the vendor must submit their protest within five working days after the posting of the award.
So the awards website is where we post that award and the vendor gets five days. In health and human
services, in HAR's 3-143-619, 3-144-602, 3-145-608, 3-146-602, 3-147-601, these are the section that
require reporting of award in a manner prescribed by the administrator. And the administrator
prescribes that you post them on the website. And then the very last reason why we post or report
these awards is that it's just the right thing to do. This in taxpayer money that we're expending and they
have a right to know where it's going.

Slide — Roles and Responsibilities

So what are the different roles and responsibilities in reporting and posting awards? First of all there's
the accounts manager. There is one for every department and every CPO jurisdiction. The accounts
manager manages all the accounts for the department. Then there's the user. The user is the person
who posts the award, or the amendment, or the final award amount/term information. Also involved
are the procurement personnel. They generally will provide the information to the user about the award
and then go into the public site to ensure that it’s posted correctly. Lastly is the contract administrator.
The contract administrator will usually provide information to the user about amendments and the final
award amount or any change in terms. And then also goes into the public site and checks to make sure it
is posted correctly.

Slide — Responsibilities Accounts Manager

So what are the responsibilities of the account manager. Well the account manager serves as the point
of contact with SPO. Users contact their department or CPO jurisdiction accounts manager. They don't
contact SPO for accounts. The accounts manager also delegates the user accounts and reports the users
to SPO on form SP0O-040. If you're going to be on a user, someone who posts on the site, you may be
given form SPO-040 to complete. Be sure you give it to your accounts manager. Lastly, the accounts
manager is responsible for oversight to ensure that account security is maintained, for example, making
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sure that users know they can't share the account with everybody. Lastly account managers ensure that
the information is posted correctly. Now most of you are aware that our account managers are being
the accounts manager as among their other duties as assigned, so they cannot check every single award.
What they'll do is periodically go in to the website and spot check. They will do it monthly if they have
the time, usually quarterly, and they'll be looking for obvious problems. For example, if someone fails to
complete the correct fields or they see that something is the small purchase award and then it's over the
small purchase limit amount like for instance $300,000 or if the basis for exemption code is obviously
wrong. Departmental PANS account managers are online on the SPO website in the For State & County
Personnel section and click on the tile Department/CPO jurisdiction contacts.

Slide — Delegating Users

Users have to have some knowledge of computers and the Internet. You cannot expect to call your
accounts manager or SPO and teach you how to move a mouse. So you need to have some knowledge
of computers. Because we're doing these online, although it is an application, you need to have some
knowledge of the Internet. So you need to be able to navigate to the site and enter the data. It's also
helpful if users have some knowledge of procurement. This is nice to have because it can serve as a
check and a balance if something doesn't look right but it is not essential because we had data entry
forms that can be completed by the procurement officer or the personnel conducting the procurement
or the contract administrator and these can assist the people who have been delegated to actually do
the posting and it also decreases the extent of procurement knowledge necessary. Lastly it can also cut
down on data entry problems particularly if it's transmitted via e- mail; that way the person posting only
needs to copy and paste. The SPO form 040 to be able to delegate the users has instruction with it and is
available on the SPO website.

Slide — Responsibilities Account Users

So what is your responsibility if you're one of those posting people and you're not one of the others? So
if you're an account user your responsibility is to maintain security of your account. Now it is
recommended that one account be assigned to each division or office. So you may be sharing the
account with someone else. So not every person should have their own account. We'll talk about why
that's not a great idea later. The second responsibility as an account user is to enter the data in a timely
fashion because there are time limits on how soon an award must be posted. And then thirdly, a good
account user checks their work on the public site to make sure it looks right. It can look right when
you're posting it when you're putting the data in but when it goes out on the public site, that's the true
test where you get to know whether you entered it correctly.

Slide — Responsibilities Procurement Personnel
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So what are responsibilities of procurement personnel? Well you need to know your internal procedures
and who the person responsible for posting is. Then you need to submit the data for posting to the
person who posts in a timely manner. Most data have to be posted within seven days. That means you
don't wait until day six to send it to the person who posts. And there are a number of other reasons why
you don't want to do that. Also you must submit the information in a manner the person posting will
understand. That's why we created those forms. You don't have to use the data entry forms but you do
need to use something that the person posting will understand. Giving them a copy of the contract is
not sufficient because some people who post aren't familiar with the whole procurement process.
Lastly, the last thing that procurement personnel are responsible for is checking the information and
ensuring that the award information is complete and correct and noting the date that it was actually
posted. Why? Because vendors have five working days after the first date it's posted to protest. So for
procurements of goods, services and construction, you want and get out there and make sure that the
award was posted in a timely manner. Otherwise you're extending the amount of time a vendor may
have to protest.

Slide — Responsibilities Contract Administrators

So, what are the responsibilities of contract administrators. Sometimes procurement personnel will also
be the contract administrator but other times, they are different and what happened is one person does
the procurement another person is handed the contract to administer. If you're the contract
administrator, you must know your internal procedures and who the person responsible for posting is
just like procurement personnel. Also you want to submit the data for posting to the person who does
the post in a timely manner. Again with amendments, most data must be posted within seven days.
Thirdly you want to submit the information to the person posting in a manner that they'll understand.
For that reason, we also have a data entry form for amendments. Remember that the person posting
may not know your contract or procurement and we recommend using the appropriate data entry form
and e-mailing it to the person so they can just copy and paste and cut down on data entry problems.
Once posted, contract administrators should note the date that it was actually posted and check that
the award information is complete and correct.

Slide — Award Information to be Reported Goods, Services, and Construction

So what information needs to be posted? Well all awards for the method of procurement or exemption
or amendment or contract end must be reported for the following: all competitive sealed bids, all
competitive sealed proposals, any small purchase request for quotes where the award is $2,500 or
above, any sole source or emergency where the award is $2,500 and above, any exemption from
chapter 103D where the award is $2,500 and above, when it's an amendment, a supplemental
agreement, a change order, or an extension, it must be posted when the change is affecting either the
funding amount or the length of the contract. Lastly a final contract amount and term, that is if it's been
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extended, must be posted. Keep in mind that the dollars threshold for posting small purchase request
for quotes has changed. Let me go over that again quickly. The competitive sealed bid, nothing to worry
about. Every award, every amendment where the amendment affects the funding amount or the length
of the contract has to be posted. The same thing for competitive sealed proposals. For small purchases
request for quotes, sole source, emergency, and exemption, anytime the award is $2,500 than above, it
must be posted on the award site. Also any amendment, change orders, supplemental agreements,
extensions, renewals, whatever you call them, when that change affects the total funding amount or the
length of contract, they must be posted. Lastly when it's a contract for usually services or something
that occurs over a period of time, the final contract amount and the total term of the contract must be
posted for all awards.

Slide — Award Information to be Posted Professional Services Awards

So what about award information to the posted when it's a professional services award? Well when it's
a professional services award, there's a whole different site for that because there is statutorily required
information that must be posted. All awards of $5,000 and greater procured pursuant to HRS Chapter
103D-304, professional services, have to be posted. When do they have to be posted? Again within that
seven days. The data will remain on the website usually for 36 months, sometimes it's a little bit longer.
We don't do it exactly at 36 months. Once a year we will purge the data that is older than 36 months. It
will automatically be removed you do not want to delete it. You want to leave it there. What gets posted
in professional service awards? A little bit more than what we put in other types of awards: The names
of the applicants submitted to the head of the purchasing agency, the awardee name, the contract
dollar amount, names of the heads of the purchasing agencies or the designee making the selection, any
relationship of the principals to the official making the award, and names up review and selection
committee members. Remember these things are required. The names of the review in selection
committee members are required for the executive branch by the CPO.

Slide — What Must be Reported Health and Human Services

What about health and human services and what needs to be posted for that? Well it's really simple all
awards, all methods of procurement, must be posted. All modifications and final contract term and
amount must be posted.

Slide — Timelines for Reporting/Posting Goods, Services and Construction

What are the timelines for goods, services and construction? Well for all of the methods of
procurement, the number of days that you have to post from the date that you are issuing notice of
award is seven. For exemptions, it's the same thing, seven days. Same thing for amendments, seven

7/14



SPO 141 — Reporting/Posting Awards

days. The final amount and the final term of the contract for goods, services and construction you have
60 days, and the reason that it's this long - though we don't recommend that you take that long - the
reason it's this long is that sometimes awards are awarded pursuant to federal grants and sometimes it
takes a while before they know the final amount and the final exact term.

Slide — Timelines for Reporting/Posting Health and Human Services

Timelines for reporting and posting for health and human services. same thing similar to goods, services
and construction for all methods of procurement, it's seven days. For exemptions and amendments it's
also seven days. The final amount and term is a little bit longer than it is for goods, services and
construction because there are a large number of Federal grants under health and human services, and
usually the final amount takes a while to establish and so it may be a little bit longer, it's 90 days. If you
do have the final amount sooner, we recommend that you post it as soon as possible. The longer you
wait, the more likely you are to forget to post.

Slide — Reminder: Responsibilities Contract Administrators What must be reported

Just a reminder that amendments or change orders or supplemental agreements that involve changes in
funding amount or term of the contract must be reported. At the end of the contract the things that
must be reported are the final awarded amount and any changes in the contract term.

Slide — Some Changes in Posting

For those of you who used to post, these are some changes that have occurred. Note that the award
date is the notice of award date and it's mandatory. It no longer states notice of award or PO date
because some people for small purchases were waiting until the PO with cut which was at the end of the
contract.

Slide — The Awards User/Posting Site

This is the awards user posting site. This is where you'll go to post all awards except for professional
services awards. It's the main SPO website, you'll click on Manual for State & County Personnel, and
then Procurement, and then PANS.

Slide — Professional Services Awards Posting Site
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For professional services, it's again the main SPO website, click on contract awards, click on contracts for
goods, services and construction, professional services in the lower right hand corner you'll find the
login.

Slide — The Public Site

A little bit about the public site. Where to direct vendors and the public. The same site that you just used
to go to get to the professional services. You're going to go to the main SPO website and tell vendors to
click on contract awards. For all awards except professional services they can go in and they can search.
Professional services is in a separate database and it's searchable in the professional services. You can
also search by department, division and the contract number or keyword. For professional services
awards, you can select professional service awards, selected your department from the department list
and use the search box to find your award when you’re checking the public site.

Slide — Common Mistakes

Some common mistakes. When people do supplemental agreements they list them as separate
contracts but they're not they're supplemental to the original contract. So they're a form of an
amendment and should be entered as such. They're not to be listed as a new contract. When you're
using the exempt method of procurement or sole source make sure that the basis for the exemption or
the sole source is correct and that it matches with being purchased. One of the glaring problems, and
there are a lot of people who look at our website, is they'll look at the method of procurement, they'll
look at the fact that it's been issued as an exemption and the exemption or sole source listed says that
it's for something like training and the sole source reason has nothing to do with that. It's something
entirely different remember that the notice of award means just that. The date must be before the
goods or services are delivered. It's not when the vendor is paid so the notice of award is when the
vendor is notified that they've been awarded. Also remember that each payment to a single vendor is
recorded as part of the award so you may be paid by multiple purchase orders but it doesn't mean that
each PO is a new award and you list it as a separate record. If you're paying by multiple PO's, enter a
contract or put the first PO number in the contract number and you can place the additional PO
numbers, if you want to put them in there, in the comments field. Note that HlePRO awards are posted
automatically on the HlePRO public site and there is a link from the public site for the rest of the awards
to HlePRO awards which will be showing you shortly.

Slide — Supplemental Agreements

Again, a reminder, supplemental agreements are not to be entered as separate contracts or awards.
They're simply amendments to the existing award.
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Slide — Tips on Entering Data: Funding Amount Fields, Amendments

A few tips on entering the funding amount fields and amendments. In the original amount, if you're not
sure of the total amount, enter an estimate of the total amount to be expended if the contract is not a
fixed price contract. When the contract ends, enter the amount actually expended in the final expended
amount field. If the amendment amount, when entering an amendment amount for an amendment, the
amount of the change to the original award is what's to be entered in the amendment. Let me say that
again. When entering an amendment amount you're entering in the change in the total price, not the
total price. So, if an amendment increases a contract by $28,000, you're entering in the 28,000 that
you're increasing the contract by in the amendment amount. At the end of the contract you'll sum all
the additional funds from all your amendments along with the original amount and list the final
expenditure.

Slide — Awards Reporting Do’s and Don'ts

Some do's and don'ts for awards reporting. Remember entries that are not acceptable in the description
field. Don't put only the RFP or the IFB number. That doesn't tell the public anything. Don't put
something that's so generic that people can't really tell what it is. For instance, consulting services. Say,
consulting services for and then list what they're consulting. Don't leave the description field blank and
don't write Year two, and we've seen this, Year two of maintenance agreement. This is an automatic red
flag to auditors who are going to be saying, "Well where's year one and why wasn't it procured? Is this
an improper procurement?" So you want to make sure that all the information you post on the public
site is solid because we don't want to have it audited.

Slide — Tips on Entering Data

Some tips on entering data remember that you need to complete all fields remember to enter a brief
but informative description in the description field remember that the goal here is to be open and
transparent. Also, try not to use any parentheses, commas, semi-colons, colons, etc or acronyms in the
description field. You want it to be clear. Sometimes parens interfere with the programming. We think
that we've edited that out, but if you run into a problem take out the parens, the commas, or the semi-
colons. Remember also to review your entry on the public site to make sure that it posted correctly.
Sometimes putting in a parentheses or comma will change what shows up on the public site.

Slide — Departmental Allocation of Accounts
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How do we allocate our accounts? Well SPO recommends one account per division with a primary user
and one or two persons serving is backup. The SPO doesn't need to know who the backups are; we just
need the SPO-040 for the primary user and the division. When you login you'll only be able to see or
amend the awards that you entered in that account name. If you have more than one account for that
division and one person leaves, that second person who has their own account cannot change anything
in the first person's account number; they can only change their own, the things that are put in by the
account who enters it in the first place. So if the primary person goes on vacation and the secondary
person has their own account and enters a new award, only the secondary person will be able to amend
that award later on. When the primary person returns, the only way the primary person will know an
award has been entered is to look at the public site. They won't be able to see it internally.

Slide — Tools You Can Use All on the SPO Website

All the tools that you can use are on the SPO website. The guide for reporting, the quick reference, the
data form, the FAQs, and the references are also on the SPO website. They're on every page in the menu
bar. Watch for any updates to these quick references and data reporting forms.

Slide — In Summary

In summary there are just two sections for each award site (goods, services and construction and health
and human services): the user site where the users enter data is different than the public site were all
awards entered properly are visible to everyone. Once you've logged in to the user site each account
(that is login or password) can only see with has been entered by that account. So if you have an
account and somebody else has an account in your division, you cannot see each other's entry or edit
them. Lastly, user accounts are allocated by your department our jurisdiction accounts manager not
SPO.

Slide — In Summary Continued

So what information has to be reported? All awards, all amendments that change the funding amount or
the term of the contract, and the final amount awarded and the final end date. Let's say you're
awarding, you're buying a tractor and you know how much you're going to pay for it. You can enter the
final award amount at the time you create the award in PANS. You do not have to wait until it's finally
paid off as long as you know that that's the amount that it will be paid. How often and when do you
have to put awards and amendments, notices of amendments in PANS? Well for all notices of award,
seven days or sooner if you can. Remember the seven days starts the countdown for vendors who may
want to protest. For amendments again the date is seven days and by days we mean calendar days. The
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final amount and term of contract for goods, services and construction is 60 days and 90 days for health
and human services.

Slide — In Summary Continued

There are two different systems for posting awards, notices and solicitations. Remember the user ID for
both systems will be the same but the passwords may be different. It depends on what the user chooses
to do. Users can change their passwords and for each system there's a different process for changing
that password.

Slide — Hints:

Remember use the guides for posting awards when you're posting. If you have any question check the
reporting posting awards FAQ. If you're not sure if something needs to be posted or not. Check the quick
reference; that's where it's going to tell you those things.

Slide — SPO Website

Ok, let's go to the site. So here is the SPO website. It's a little collapsed today, I'm not real sure why, and
the first thing we'll do is go to the site to report all awards. So, I'm going to click on for State & County
Personnel in the menu bar at the top, and then I'm going to click on Manual for State & County
Personnel, and then I'm going to go to Procurement, and then Posting Awards, Notices and Solicitations.
A quicker a way to do that is to the go from Home, click on Manual for State & County Personnel and
that takes you directly to the same place. So there's two ways you can go. Procurement, click on Manual
for State & County Personnel and that takes you directly to the same place. So there's two ways you can
go. Procurement, and then Posting Awards, Notices and Solicitations. Once you click on that you'll see
some more tiles. This is an overview of PANS. Here's where you go if you forget how to obtain an
account. Here's the PANS Help & Support. This is where you'll find the quick references and the manual.

What do you do if you forget your password? Where do you login? If you still need help, here's where to
go for the FAQs.

Where to Post & Report Where to Post & Report Here's where to post and report. Notice that this has
two columns. This is the public site this is where you're going to send vendors, this is where you can go.
This is the posting site, all the things that you need to post will be here. So let's go to awards. Note that
this is awards except for professional awards. We're going to go to the awards site.

To log in simply type in your username and your password. If you've used this site more than once, your
username may come up. Click submit. And you will be logged in. Now this particular user has access to
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pretty much everything. Most of you will see only two items: you will see health and human services
contracts and you will see, if you have health and human services you may also see RFPs for health and
human services, and you'll also see contracts for goods, services and construction. Let's say | want to
enter a solicitation for contracts for goods, services and construction. I'm going to click on manage, and
I'm going to add a new contract. The first thing that will come up is the method of procurement. Click
the drop down and select the method of procurement. You must know this. This has to be on the data
entry form so if you're giving it to someone to post remember that you need to provide them with that
information. I'm going to select invitation for bids. It happens to be the first one on the list but | know
that the thing I'm selecting is for competitive sealed bids. After you select the method of procurement
you'll have to select save because that will determine the kinds of question that you get. Competitive
sealed bids. The first thing it's going to ask me for is the contract or PO number. If you're posting this
notice of award and you don't know the contract or PO number you cannot post unless you put
something in this field. If you leave this field blank, it will not appear on the public site. So what most
people do is they put in the IFB number. Next you're going to put in, your department will be spelled out
for you and you will not need to select your department; it will be there for you. Once your department
appears, and it should appear automatically, below that you'll be able to select all the divisions within
that department. Next goes the description. This was a solicitation for IT services to include installation
of new software and testing. After you've entered the description you're going to enter the name of the
contact for this particular contract. Next you'll enter the phone number, the e-mail, next from the list
you will select the vendor who's been awarded. Now this list is in alphabetical order and if you tap the
first letter of the vendor name, it will automatically take you to the first of P's. Unfortunately it will not
give you the second letter. The awardee for me is PACE Applied Technology. If your vendor is in this list,
there is nothing else you need to do. Do not click on Add New Vendor. If you scaled the whole list and
the vendor is not in the list, then click add new vendor, type in the vendor's name, any abbreviation for
that vendor and type save. | already found the vendor's name. So I'm not going to put it in again. The
original award amount is $75,000. I'm not putting in any commas. This was a fixed price contract so |
don't have to worry about the end of the contract because | know it's not going to go above that but if |
don't know and it's possible it might change, then | won't put in the final amount. My notice of award
date was is April 1, 2014. The contract will be starting on April 15th, 2014. Notice the format that you
have to put it in. The end date of the contract will be a specific date. If | have any comments, | need to
put them in there. If | don't have any comments, guess what, that's all you need to do.

To view it, shows here that it's been added, click on view source and here's the information. Notice that
the date that it was created and the date it was updated is in the system. | did not enter that and neither
will you. There is no way to change this date so it's important that you post these things in a timely
manner.

How do | do an update? That's pretty easy. | go back to the search. How do | look for my contract? |
simply type in the contract number. And there it is. To amend, now it's hard to see, let's make these
buttons a little bit bigger, you'll see four buttons on the left. The first is to amend what you already
have. For instance if you need to amend the end date. The second is to add an addenda, the third is if
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you want to upload an attachment, and the fourth is to delete the record. So let's go ahead and create
an addendum.

Here you'll see we've created a first amendment. There are no amendments to this contract yet | have
to go all the way to the right to add a new amendment. And then what | have to do is select the type. Is
this an amendment or is this an extension and basically what that means is am | extending the contract
or is this for some other reason? I'm going to extend his contract. What is the date of my amendment?
Well that's the date that | notified the vendor that it's going to be extended. So I'm going to put in
4/25/2014. In the description you’re going to put in the reason for amending the contract. I'm putting in
a reason. My contract is being extended for 30 additional days to complete the project. Ran a little bit
behind schedule. And what I'm going to do is I'm going to go and make a point of saying in here that no
additional funds were required. That will automatically let people know that it just ran a little bit over
and that there's no hanky panky going on. I'm going to put in here that there were zero extended
amount. | don't have to add any funds. Then I'm going to click on save. And I've added my amendment.

Want to see the IFB? Click on the IFB number and you'll see the original amount. And the amendment.
Here's the extension. The updated amount is zero. Not an additional amount. The contract is being
extended for 30 additional days to complete the project no additional funds were required. K that's all
there is for that.

Let's go now to the professional services. I'm going to go to contract awards, going to click on awards.
This is the public site where you go when you check. And here you see the public site. So if | want to
check on my awards for goods, services and construction and a want to find the IFB that | just posted |
can click on search or | can click on IFB and then search. To start with I'm going to click on search. I'm
going to limit it to IFBs so it'll go faster and then I'm going to put in my IFB number. And you'll see I've
typed it before so it appears. Here's what the public sees in the site. To see the details click on it and see
all the details that you saw by checking the source. Again to the public it shows the date it was created
and the date it was updated.

Again how do we do our professional services? We go to the awards site, we click on a contract awards
then we click on contracts for goods, services and construction. We go to professional services, and we
go and get a cup of coffee because it takes awhile for the professional services site to come up. This is
very long it is much faster now than it used to be. If you would like to review the public site notice that
in the public site there is a way to search the awards. You can search them by state agency, by category,
these are the categories that are in there, or an award that was awarded after a date. If you want to
look at more than ten at a time. See where it says show ten entries. There's a drop down box next to it
click on the drop down box and you can show up to 100 entries at a time. Another way to check for
professional services award is to use the search field. For instance, if | want to look for architects notice
that it searches fairly fast and will search as you type. Every contract with the word architect will come
up and you'll see that there are 887 of the 2900 awards here have the word architect in it. We want to
post our first professional award so here's what we're going to do. We're going to go to the bottom of
the page and we're going to look with our sharpest eyes at the very bottom of the page where the
copyright is, directly above the copyright it will say Home, Terms of Use, and Log In. You're going to click
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on login. And again you're going to type in your username and password. And again you're going to type
in your username and password. After you do that click on Continued to the State Procurement Office
home page. Click on the method of what you're trying to post. Most of you will have access to both
notices and professional service awards. Notices are for notices of procurement. We're going to click on
professional awards today. Click on it one more time.

And then you'll see a page that looks very similar to the page you just came from, but it's not. It's got
one little difference and that is this line right here. It will say Go to professional services award menu.
Click on that.

Now you're able to add a new award. To add a new award under Add New click on Award. Once you
have you'll see that it will start it will tell you who it's posted by. That's your name, who the purchasing
agency is that's determined by who you are, the professional services category that you're selecting.
These are the professional services category that I'm selecting. We'll click on an architecture and
engineering. The services to be provided are design services for a new ball field. The awardee is ABC
Design Incorporated. This is just a text field so you're going to put in the name of the company, their
legal name, the date that the contract was actually awarded, and you'll be able to put in date and you
again want to post it within seven working days. The amount of the initial award. if you're going to
amend the award you'll come back in and you'll select the award and this is where you'll be able to
come to amend it. If you want to it add any comments when you amend it you put it in there. But for
now you're going to put in the title, the name and the title of the official making the selection for this
award. Remember that that should be the head of the purchasing agency or their designee. The
relationship between the principals of the company you're awarding to and the official making the
selection. The default is none but of course that there is a relationship it should be entered. The contact
name for the award who should an interested person contact if they have any questions about the
award. Their contact number please put in the area code and their e-mail. Next you need to put in the
names submitted for the selection. And this goes out on the real site so I'm going to put in test. And the
names that are submitted for selection must include must include the three names of the vendors. We
recommend that you put them in alphabetical order. Who is on the review committee and then
ultimately who made the selection. Remember the difference between the review committee and the
selection committee. The review committee reviews all applications that were submitted and determine
whether they can be entered on the list and the selection committee is made up of the people who
actually did the selection. Once you've entered that, you can scroll down. If you're amending the award
again you can put in the date that the award was amended the date it's amended if you go back in later
and amend it will be entered at that time automatically. Notice that the posting date is automatically
recorded and we can't go in and change it. Remember of the patient, it takes a minute for it to go.
Watch the round circle. And here's your data please review your data before you leave the site. When
you're done you can simply log out of the site or simply close it. If you see any mistakes, click on edit.
Otherwise click close, this will take you back to the page before. If you see it in here and realize you
made a mistake simply go to the professional services award menu and instead of new click on my
records and then you can find your award and select it. It will open it. If you need to edit it click on edit.
Putting in this is a test award in case someone logs in and says hey how come | didn't have a chance to
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apply? Then after that, save your changes. And you're done. When you're done entering everything you
need to enter, log out.

Slide — Hints:

Remember to use the guides for posting awards when you're posting. If you have any questions, check
the reporting and posting awards FAQ, that is you go to our FAQs then go to PANS. If you're not sure if
something needs to be posted or when it needs to be posted then the quick reference is what you use.
Where do you go to find those things?

Here are the FAQs. Find the FAQs for awards and postings, simply scroll down on the left and select
awards and postings and that's where you'll find all the FAQs. If you want to find the training references,
the manuals, go to for state and county personnel or go to home and select training for state and county
personnel select training references and material. Under general, scroll down until you see SPO 141 and
you'll see all the training manuals and the forms for reporting and posting awards.

Thank you very much for attending today's webinar feel free to come back to the webinar at any time
and watch any portion of it. Again thank you for attending. If you have any questions call SPO at 586-
0554. Thanks and have a great day!
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