AGENCY DATABASE MAINTENANCE PROCEDURES

Cross-Reference Steps

1.6 Change Agency Header Table

Using the TAB key move to Printer 1D field and type desired printer
identification for agency default printer.

Using the TAB key move to Printer Type field and type desired printer
type of agency printer.

Using the TAB key move to LaPAC Post? field and type Y or N to
designate whether thisagency will be permitted to post solicitationsto the
web viaLaPAC.

Using the TAB key moveto Submitting Unit field and type desired FACS
submitting unit.

Using the TAB key move to Last FACS Order Number field and type
desired last FACS order number.

Using the TAB key move to Number of Notices field and type desired
number of award notices this agency isto receive.

Using the TAB key move to Contr Rev Del Authfield and typeY or N to
designate whether this agency has been delegated authority from the
Office of Contractual Review.

4. Press RETURN/ENTER.

NOTE: If an error condition exists, AGPS will display the appropriate error

messages at the bottom of the transaction screen. Clear the error
conditions identified and press RETURN/ENTER. If no error(s) exists,
AGPS will display 'UPDATE SUCCESSFUL".
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AGENCY DATABASE MAINTENANCE PROCEDURES
1.7 Delete Agency Header Table

1.7 Delete Agency Header Table

Overview The AGPS user isprovided the capability to del ete an agency header record with the Change
function. Thisisaccomplished by the use of the AGCY screen. The agency record must
be at status code 0.

Inputs ° Required agency number to be deleted
Outputs ° Updated Agency Header Table
Completing
TheProcedure
Cross-Reference Steps
1 Determine the agency to be deleted.
AGCY 4: AGCY a If you are not inthe AGCY screen, type AGCY in the Function Line and
press RETURN/ENTER.
b. Type INQUIRE in the Function Line.
C. Using the TAB key move to Agency Number field and type desired

agency number.
2. Press RETURN/ENTER. Reguested agency record should be displayed.
Type DELETE inthe Function Line.
3. Press RETURN/ENTER.
NOTE: If an error condition exists, AGPS will display the appropriate error
messages at the bottom of the transaction screen. Clear the error

conditions identified and press RETURN/ENTER. If no error(s) exists,
AGPS will display 'UPDATE SUCCESSFUL'.
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AGENCY DATABASE MAINTENANCE DOCUMENTS
ADET: Agency Purchase Detail Table

Field Completion

Field Size Description

Date 8 Protected. Display of system date.

Time 8 Protected. Display of system time.

Term 8 Protected. Display of system terminal identification number.

Agency Number 6 Unprotected. Key. If left blank the systemwill return with thefirst agency number
in the database. If input the system will return with the agency number specified.

Agency Title 35 Protected. Inferred title of the agency from the AGCY table.

Fiscal Y ear 4 Unprotected. Key. If left blank the system will return the first fiscal year in the

database for the agency specified. If input the system will return the specified fiscal
year if it exists. Format isCCYY.

Order Number 10 Unprotected. Key. If left blank the system will return with the first order in the
database for this agency and fiscal year. If input the system will return with the
record specified.

Vendor Number 11 Protected. The vendor number of the vendor of record for this order.

Vendor Name 25 Protected. The name of the vendor from the VEND table for this order.

Order Amount 9.2 Protected. Thetotal dollar value of the order from the ORDR table.

Number of Lines 5 Protected. The number of linesthat are attached to this order.

Agency Req Number 10 Protected. The agency requisition number assigned by the requisitioning agency for
this order.
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AGENCY DATABASE MAINTENANCE

DOCUMENTS

AGCY: Agency Header Table

AGCY Agency Header Table
ENTER FUNCTI ON: TRANS: AGCY
DATE:
AGENCY HEADER TABLE Tl ME:
KEY IS AGENCY NUMBER TERM
AGENCY NUMBER. . ....: DEPT FI NANCI AL:
AGENCY NAME. .......:
SHORT NAME.........: STATE BI D LI ST:
EXECUTI VE DEPT NAME:
STATUS CODE. . ......: :
STATUS CHANGE DATE. : REPORTS TO CENTRAL ACCT SYSTEM
CONTACT PERSON. . ...:
CONTACT PHONE. . . ...: - - - LAST CONTRACT REVI EW #:
AGENCY TYPE........: :
REPORTS TO AGENCY. . : NOTI FY AGENCY...: REQ ORDER CONTRACT
DEPT PURCH AGENCY. . : AGENCY BUYER:
PRINTER ID.........: PRI NTER CODE: LAPAC POST?:
SUBM TTING UNIT. .. .:
2-WAY/ 3- WVAY MATCH. . : / DELEGATED AUTHORITY LIMT. . :
VARI ANCE ALLOWED. . . : % VARI ANCE REC/ | NV/ PAY. ... .:
$ NTE AMT | NV/ PAY. . : PURCHASE LIMT. ... .:
PAYMENT LIMT......: NO. OF NOTI CES: LOCAL | NVENTORY:
CONTR REV DEL AUTH. : I D LST CHG DT LST CHG
Purpose The purpose of the Agency Header Table is to provide the user with the ability to ADD,

CHANGE, DELETE or INQUIRE agency header table data. The statebid list field allows
the ability to indicate if the state vendor bid list isto be used ("Y") or not ("N") when no
vendors are found on the agency CASV (Commodity by Agency Supplying Vendor) record.
The department purchasing agency and buyer fields provide the ability to assign arequisition
to aspecific buyer for the requisitioning agency. Accessisgranted only to those recordsfor

which the user has security access.

Screen

Characteristics Add, Change, Delete and Inquire Agency Header Table records.

Procedure

Cross-Reference Chapter 2 Agency Database Maintenance;
1.1 Add Agency Header Table

1.2 Establish Agency Accounting Distribution Labels

1.3 Establish Agency Dollar Threshold Processing Limits

1.4 Establish Agency 2 Way/3 Way Match
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AGENCY DATABASE MAINTENANCE

DOCUMENTS

Field Completion

Field

Contact Person

Contact Phone

Last Contract Review #

Agency Type

Agency Type Title

Reports To Agency

Notify Agency
Req/Order/Contract

Dept Purch Agency

Agency Buyer Code

Printer ID

Printer Type

LaPAC Post?

Submitting Unit

2-Way/3-Way Match

Size

35

3/3/4/4

30

vin

1

AGCY: Agency Header Table

Description

Unprotected. Required for add. The person within the agency designated as the
person to contact for the agency.

Unprotected. Optional entry. Theareacode, prefix, number, and any extension for
the telephone number of the contact person. If entered, must be numeric and valid
construct.

Protected. The sequential numbering system that automatically numbers CFMS
contracts when Date Approved is assigned by the Office of Contractual Review.

Unprotected. Required for add. Thetype of agency asoutlinedinBTAB Table AT
(Agency Type).

Protected. Inferred interpretation of the agency type from BTAB Table AT.

Unprotected. Optional entry. The agency to which this agency reports in the
organizational structure. If input, must be valid active entry in AGCY Table.

Unprotected. Optional entry. Used to indicate if the agency wants successfully
completed requisitions, orders and contracts from AGPS accounting returned via
electronic mail box. Defaultsto "N" onanadd. Valid entriesare"Y/N".

Unprotected. Optional entry. The purchasing agency number of the agency
responsible for the purchasing functions of this agency.

Unprotected. Optional entry. The buyer of the agency responsible for the
purchasing functions of this agency. The buyer must be a valid entry in ABUY
(Agency Buyer Table).

Unprotected. Optional entry. The designation of the printer where the agency’s
output information will print. If applicable, printer ID must be obtained from data
processing personnel.

Unprotected. Optional entry. Used to identify the type of printer used.
Unprotected. Optiona entry. Usedtoidentify if the agency has permission to post
solicitations to the web via LaPAC. Defaults to “N” on add. Valid entries are
13 Y/N" i

Unprotected. Required if agency reports financially to FACS, otherwise must be
spaces.

Unprotected. Optional entry. Defaultsto Y. Indicates if an agency is authorized
(Y/N) to use the 2-Way and 3-Way Match Processes.
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AGENCY DATABASE MAINTENANCE

DOCUMENTS

Field Completion

Field

Delegated Authority
Limit

Variance Allowed

% Variance
Rec/Inv/Pay

$NTE Amt Inv/Pay

Purchase Limit

Payment Limit

Number of Notices

Local Inventory

Contr Rev Del Auth

ID Lst Chg

Dt Lst Chg

Size

2.2

9.2

9.2

9.2

AGCY: Agency Header Table

Description

Unprotected. Optiona Entry. [f entered, must be numeric and greater than zero.
If greater than zero, will override global delegation of purchase authority limit
residing in the Installation Table (BINS).

Unprotected. Optional entry. Currently used to indicate if an agency will be
permitted variances on receiving/invoice/payment process. AllowableentriesareY
and N. If Y, variances will be permitted as stated in the AGCY Table, default
variancesisin the Installation Table (BIN2). Defaultsto 'Y on add.

Unprotected. Optional entry. If entered, must be valid numeric greater than zero.
If variance is greater than spaces, will override global percentage variance of the
BINS Table for this agency.

Unprotected. Optional entry. Used to indicate the dollar limit of this agency for
processing of invoicesor payments. Amounts greater than thislimit will resultinan
error being displayed.

Unprotected. Optional entry. Used to indicate the dollar threshold of this agency
for processing of requisitions or orders. Amounts greater than thislimit will result
in the building of an appropriate approval record.

Unprotected. Optional entry. Used to indicate the dollar threshold of this agency
for processing of payments. Amounts greater than this limit will result in the
building of an appropriate approval record.

Unprotected. Optional entry. Specifiesthe number of copiesof award noticesthat
this agency isto receive.

Unprotected. Optional entry. Defaults to space on add. Allowable entriesare Y
and N.

Unprotected. Required entry. Defaultsto’N’ onadd. Used to indicateif an agency
has del egated authority from the Office of Contractual Review. Allowable entries
areY and N.

Protected. The USERID of the person making the last change to this record.

Protected. The date of the last change to thisrecord. Maintained by the system.
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VENDOR DATABASE MAINTENANCE PROCEDURES

Cross-Reference Steps

1.1 Add Common Vendor Table

1. Determine vendor requirements for AGPS. As mentioned earlier, users need to
verify that avendor’s record is not already present before attempting to add a new
one. Thisinquiry can be accomplished by vendor number on the VENC screen,
using only the FEIN or SSN. Alternatively, if the user only knowsthe vendor name,
a name-to-number cross reference is available on the VNAM screen.

Thevendor number consists of anine digit vendor number and two digit location
codefor eleven digits. Thefirst ninewill bethevendor'sFEIN or SSAN. Thetwo
digit location code will be used to denote multiple locations for the same vendor.
The parent location code should be 00.

2. Add VEND Table record datainto AGPS.

VEND 4: VENC a

If you are not in the VENC screen, type VENC in the Function Line and
press RETURN/ENTER.

Type CLEAR inthe Function Lineand pressRETURN/ENTER. Screen
data entry fields should be blanked and ADD inserted in the Function
Line.

Using the TAB key, moveto Vendor Codefield and type desired vendor’s
Federal Employer Identification Number or Social Security Number plus
2-digit suffix.

Using the TAB key, move to Vendor Name 1 field and type desired
vendor name. Only use Vendor Name 2 field as a continuance if name
will not fit on Name 1 field.

Using the TAB key, move to Vendor Address 1 field and type desired
vendor address. Only use Vendor Address 2 field as a continuance if
address will not fit on Address 1 field. Use postal regulations in typing
address. If address has a Suite, Attn, floor, etc. put on field 1 and put
actual address on field 2. Do not put commas, dashes, or periods in
address fields.

Using the TAB key, move to City/ST/Zip field and type desired vendor
city, state and zip code.

Using the TAB key, moveto Parish field and type desired parish code for
vendor addressif stateisLA.
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VENDOR DATABASE MAINTENANCE PROCEDURES
1.1 Add Common Vendor Table

Cross-Reference Steps

h. Using the TAB key, moveto Country field and type desired country code
for vendor address.

i. Using the TAB key, moveto Contact Person field and type desired contact
person name.

j- Using the TAB key, move to Phone field and type desired phone number
for the vendor contact (area code - prefix- number-extension).

k. Using the TAB key, move to Email field and type desired email address.

l. Using the TAB key, move to Fax Number field and type desired fax
number (area code — prefix — number).

NOTE: If the vendor's Remit To Address (address for sending payments) is
different than the general (main) address, repeat steps e-l.
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VENDOR DATABASE MAINTENANCE PROCEDURES
1.1 Add Common Vendor Table

Cross-Reference Steps

3. Press RETURN/ENTER.

NOTE: If an error condition exists, AGPS will display the appropriate error
messages at the bottom of the transaction screen. Clear the error
conditions identified and press RETURN/ENTER. If no error(s) exists,
AGPS will display 'UPDATE SUCCESSFUL".
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VENDOR DATABASE MAINTENANCE

PROCEDURES

1.2 Change Vendor Header Table

1.2 Change Vendor Header Table

Overview The AGPS user has the capability to change vendor header record’'s datain AGPS. Thisis
accomplished by use of the VENC and VEND screens.

Inputs °

Required vendor number

Required change to vendor name

Required change to vendor main address (city, state, zip)
Required change to parish code if stateis LA

Required change to country code

Required change to contact person

Required change to contact phone

Required change to vendor main or remit to email address
Required change to vendor main or remit to fax number

Required change to FEIN/SSAN

Required change to primary vendor indicator
Required change to 1099 vendor indicator
Required change to master vendor indicator
Required change to backup withholding indicator
Required change to prevent deletion indicator
Required change to requesting agency
Required change to activation

Required change pay to agency

Required change to status code

Required change to DBA name

Required change to contact title
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VENDOR DATABASE MAINTENANCE PROCEDURES

1.2 Change Vendor Header Table

° Required change to contact toll free number
° Required change to previous name
° Required change to previous/new number
° Required change to suspend/debar date
° Required change to expiration date
° Required change to suspend/debar type
Outputs ° Updated VEND Table
Completing
The Procedure
Cross-Reference Steps
1 Determine vendor header data changes.
2. Change VENC screen datain AGPS.
VEND 4: VENC a If you are not in the VENC screen, type VENC in the Function Line and

press RETURN/ENTER.

b. Type INQUIRE in the Function Line.
C. Using the TAB key, move to Vendor Number field and type desired
vendor number.
d. PressRETURN/ENTER. Reguested VENC record should be displayed.
3. Type CHANGE in the Function Line.

NOTE: Vendor must be inactivated to change.

a

Using the TAB key, move to Vendor Name 1 field and type desired
vendor name.

Using the TAB key, move to Vendor Address 1 field and type desired
vendor address.

Using the TAB key, move to City/ST/Zip field and type desired vendor
city, state and zip code.
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VENDOR DATABASE MAINTENANCE PROCEDURES
1.2 Change Vendor Header Table

Cross-Reference Steps

d. Using the TAB key, move to Parish field and type desired parish code for
vendor addressif state isLA.

e Using the TAB key, moveto Country field and type desired country code
for vendor address.

f. Using the TAB key, moveto Contact Person field and type desired contact
person name.

g. Using the TAB key, move to Phone field and type desired phone number
for the vendor contact (area code - prefix- number-extension).

h. Using the TAB key, move to Email and type desired email address.

i. Using the TAB key, move to Fax Number and type desired fax number
(area code — prefix — number).

NOTE: To change datain the Remit To Address, perform steps b-i.

4, Change VEND screen datain AGPS.
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VENDOR DATABASE MAINTENANCE

DOCUMENTS

Field Completion

Field
Date
Time

Term

Vendor Number

Vendor Title

Complaint No

TitleLine 1

TitleLine 2

Agency Contact

Agency Phone

Vendor Contact

Vendor Phone

Complainant Name
Complainant Title

Text

Size
8
8
8

11

30

40

40

35

14

35

14

35
35

6x70

VCO3: Vendor Complaints Table #3

Description

Protected. Maintained by system. Current date.

Protected. Maintained by system. Current time.

Protected. Maintained by system. Terminal ID logged on to transaction.
Unprotected. Key. Required. If left blank the systemwill start the vendor list with
the first vendor in the database. If specified the system will return the list for the
vendor specified.

Protected. The vendor’s name from the VEND table.

Unprotected. Key. Required. If left blank the system will start with the first
Complaint Number for the vendor. If entered the system will return with the
vendor/Complaint number combination specified.

Protected. The first thirty characters of the descriptive title of this complaint.

Protected. The second thirty characters of the descriptivetitle of thiscomplaint, if
the title exceeds thirty charactersin length.

Unprotected. Required. The name of the agency contact person.

Unprotected. The phone number of the contact person in the agency that reported
this complaint.

Unprotected. The name of the contact person for the vendor against whom this
complaint is registered.

Unprotected. The phone number of the contact person for the vendor against whom
this complaint is registered.

Unprotected. Required. The name of the person who registered this complaint.
Unprotected. Thetitle of the person who registered this complaint.

Unprotected. Optional. Text detailing the complaint being made against the
vendor.
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VENDOR DATABASE MAINTENANCE DOCUMENTS

VENC

VENC: Common Vendor Table

Common Vendor Table

ENTER FUNCTI ON:

TRANS: VENC

COMWWON VENDCR TABLE (KEY | S VENDOR CODE) DATE:

FAX NUMBER. . :

FEI N SSAN. . . :

1099 VENDCR | ND. . :
BACKUP- W THOLDI NG
REQUESTI NG AGENCY:

TI ME:
TERM
-------- REM T- TO- ADDRESS- - --- - - -

PRI MARY VENDCR | ND:
MASTER VEND | ND:
PREVENT DELETI ON:

STATUS CODE. . . .: ACTI VATE (YINC/ P/ S).:
Purpose The purpose of the Common Vendor Table (VENC) screen is to provide the user with the
ability to add vendor header and type 1 and 4 addressrecordsin AGPS and AFS. Accessis
granted only to those vendors for which the user has security access.
Screen

Characteristics

Procedure
Cross-Reference

Add, Change, and Inquire VEND/VADR Table

Chapter 2 Vendor Database Maintenance;

1.1 Add Common Vendor Table
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VENDOR DATABASE MAINTENANCE

DOCUMENTS

Field Completion

Field

Phone

Remit To Address
Phone

EMAIL
Remit to Address
EMAIL

Fax Number

Remit to Address
Fax Number

FEIN/SSAN

Primary Vendor Ind

1099 Vendor Ind

Master Vend Ind

Backup-Withholding

Prevent Deletion

Requesting Agency

Size

14

10

50

50

10

10

VENC: Common Vendor Table

Description

Unprotected. Required. The area code, exchange, and number of the phone
number for the contact person.

Unprotected. Optional. The areacode, exchange, and number of the phone number
for the contact person.

Unprotected. Optional. The email address for the vendor contact person.

Unprotected. Optional. The email address for the vendor contact person.

Unprotected. Optional. Thefax number for the vendor contact person (areacode—
prefix — number).

Unprotected. Optional. Thefax number for the vendor contact person (areacode—
prefix — number).

Unprotected. Required. Used to record the vendor's Federal Employer
I dentification Number (FEIN) or Social Security Account Number (SSAN).

Unprotected. Required. Used to indicate if other locations use the Taxpayer
Identification Number in the vendor file. Valid entries are ‘Y’ and ‘N’. System
defaultsto ‘N’.

Unprotected. Required. Used to indicate whether or not the vendor is a 1099
vendor. Valid entriesare'Y"' or 'N'. System defaultsto 'N".

Unprotected. Required. Used to indicate the master vendor for 1099 purposes.
Valid entriesare'Y' or 'N'. System should validate that no other vendor with the
same value in the FEIN/SSAN field is already established as a master vendor.

Unprotected. Required. Used to indicate whether or not a vendor is subject to
backup withholding. Valid entriesare'Y' and 'N'. System defaultsto 'N'. "Y' can
only be entered if the 1099 Vendor Indicator isalso 'Y".

Unprotected. Required. Valid entriesare‘Y’ or ‘N’. System defaultsto ‘N’. Field
should only be set to ‘Y’ by OSRAP.

Unprotected. Required. Used to identify the agency requesting the establishment
of anew vendor record. Defaultsto user's Executive Agency number. OSRAPis
the only agency authorized to update thisfield.
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VENDOR DATABASE MAINTENANCE DOCUMENTS
VENC: Common Vendor Table

Field Completion

Field Size Description

Agency Title 35 Protected. Inferred title of the agency from the AGCY table.

Status Code 1 Protected. The current status of the vendor record.

Status Code Title 10 Protected. Inferred title of the vendor status. 1 = Active, 2 = Inactive, 3 =
Suspended, 4 = Debarred, 5= Casual, 6 = Pending Inactive, 7= CFMS Pending
Inactive.

Activation 1 Unprotected. C required for add. OSRAP isthe only agency allowed to activate

('Y"), inactivate ('N’), pending inactive (‘P’), or pending inactive CFMS (‘S) a
vendor. Updates hold-payment indicator on AFSto'N'if Activeor to'Y'if Inactive
or Casual Vendor. Updates vendor status on AGPSto '5' if Casual Vendor, '1' if
Active, '2'if Inactive, ‘6' if Pending Inactive, or ‘7' if Pending Inactive CFMS.
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VENDOR DATABASE MAINTENANCE DOCUMENTS
VSTA: Vendor by Status Code

Field Completion

Field Size  Description

Date 8 Protected. Maintained by system. Current date.

Time 8 Protected. Maintained by system. Current time.

Term 8 Protected. Maintained by system. Terminal ID logged on to transaction.

Status 1 Unprotected. Key. Required. Thisindicator describes the current status of this
vendor. Must be avalid entry in BTAB table VS (Vendor Status Code).

Status Title 30 Protected. Theinterpretation of the Status Code fromthe BTAB table VS (Vendor
Status Code).

Vendor Number 11 Unprotected. Key. Required. Thisisthe code by which the vendor isidentifiedin

the system. Typically, it is either the Federal Employer Identification Number
(FEIN) or the vendor’s Social Security Account Number (SSAN). Thevendor code
includes a two-digit agency suffix.

Vendor Name 1 30 Protected. Thefirst line of the name of the vendor.
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VENDOR DATABASE MAINTENANCE REPORTS

Chapter 6 Reports

BVOA  Vendor Master — AIPNaLiStiNg ........cuierieiririeiriiniesiese sttt st 2
BVOB  Vendor Master — NUMESiCal LiStNG ....c.ciirieiiiiieiriiierieee ettt bbb 5
BVOC  1NBCLIVE VENUON REPOIT ..ottt ittt ettt bbbt bbb bbb et b s b n e 5
BVOD  Vendors WithOut COMIMOMITIES ........ccueeitirieiiriiieiirieie sttt bbbt b e 5
BVOE Small Business Approved Vendors — AlPha LiStiNg........coverieirinieiniieesee e 5
BV1A Report of Statewide Small Business Set Aside Compliance by Number of Purchase Orders and Contracts
ISSUEA FISCaAl YA 9999........ecuiieeiiiteit ettt b et b e bt b e b e bt s bt eb e b e e bt e b ne bt b e e bt e e b e e 5
BV1A Report of Statewide Minority Set Aside Compliance by Number of Purchase Orders and Contracts I ssued
FISCAl YA 9999... .. ittt ettt b e et b e et b e ek bt e Rt b ne R e Rt e R e bR e e bt R et ekt nr e ebenrenea 5
BV1A Report of Statewide Women Owned Set Aside Compliance by Number of Purchase Orders and Contracts
ISSUEA FISCal YA 9999........c otttk b et b et b bt b e bt b e b e bt b e bt b e ne b e r e e bt nr e b nrenea 5
BV1A Report of Statewide Small Business Set Aside Compliance by Dollar Amount Fiscal Year 9999................. 5
BV1A Report of Statewide Minority Set Aside Compliance by Dollar Amount Fiscal Year 9999.........ccccccvevnienn 5
BV1A Report of Statewide Women Owned Set Aside Compliance by Dollar Amount Fiscal Year 9999................. 5
BV2A  Complaints Against RENEWEDIE CONIECES. .......ciuiieuiriiiriirieerieie et 5
BV3A  Open/Unresolved Vendor COMPIAINES.........ccuiiieiriiieiriiiecsiees ettt 5
BV4A  Vendor Performance History SUmmary for FY 9999 ..ottt 5
BV5A  Vendor Bid HiStOry - FY 9999 ........oiiiiiiieirtirieisies ettt bbbt b e 5
BV5A  Small Business Vendor Bid HiStOry - FY 9999 .......ccuiiiiiieineniee ettt 5
BV15P Report of Archived Vendor ENFOIMENES..........couiieiiiieireieeseee ettt s 5
VLOG Vendor MaintenanCe LOg REPOI .......c.civirieiiriiietiriiietestei ettt s st sn s b s snesnenes 5
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VENDOR DATABASE MAINTENANCE REPORTS

BV15P

Purpose

B15P: Report of Archived Vendor Enrollment

Report of Archived Vendor Enrollments

To provide the user areport of vendor enrollment records which have been archived.

Distribution

Frequency of

Preparation

Sort
Sequence

Page
Break On

Retention

Annually.

Report page break will occur when more than 1 full page of information exists.

Requirements None

Report
Description
REF # FIELD NAME SIZE DESCRIPTION OF INFORMATION
Vendor Number 11 The vendor number from VROL
Vendor Name 30 The vendor name from VEND
Payment Type 1 The payment type from VROL
Money Ordr/Chk Num 10 The money order or check number from VROL
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VENDOR DATABASE MAINTENANCE REPORTS

VLOG: Vendor Maintenance L og Report

VLOG Vendor Maintenance Log Report

Purpose To provide the user alisting of changes made to avendor record in AGPS. The report lists
the old and new data and will only display fields where the value was changed.

Distribution

Frequency of

Preparation Nightly

Sort

Sequence By Vendor Number, Date and Time of change.

Page

Break On Report page break will occur when more than 1 full page of information exists.

Retention

Requirements

Report

Description

REF # FIELD NAME SIZE DESCRIPTION OF INFORMATION
Vendor Code 11 Inferred vendor number for listed vendor from

the VEND Screen.

Userid Last Chgd 8 Inferred userid changing vendor record.
Change Date 6 Inferred date changed for vendor record.
Change Time 6 Inferred time changed for vendor record.
Name 1 30 Inferred vendor name 1 from VEND Screen for

listed vendor number.

Name 2 30 Inferred vendor name 2 from VEND Screen for

listed vendor number.

Address 1 25 Inferred vendor address 1 for main vendor

address listed on the VENC Screen.

Address 2 25 Inferred vendor address 2 for main vendor

address listed on the VENC Screen.
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VENDOR DATABASE MAINTENANCE

REF # FIELD NAME SIZE DESCRIPTION OF INFORMATION

City 15 Inferred city for main vendor address listed on
the VENC Screen.

State 2 Inferred state for main vendor address listed on
the VENC Screen.

Zip Code Vadr 11 Inferred zip code for main vendor address listed
on the VENC Screen.

Country Code 2 Inferred country code for main vendor address
listed on the VENC Screen.

Parish 2 Inferred parish code for main vendor address
listed on the VENC Screen.

Contact Person 30 Inferred contact person for main vendor address
listed on the VENC Screen.

Contact Ph Nbr Vend 14 Inferred contact phone number for main vendor
address listed on the VENC Screen.

Remit Address 1 25 Inferred vendor address 1 for remit-to vendor
address listed on the VENC Screen.

Remit Address 2 25 Inferred vendor address 2 for remit-to vendor
address listed on the VENC Screen.

Remit City 15 Inferred city for remit-to vendor address listed
on the VENC Screen.

Remit State 2 Inferred state for remit-to vendor address listed
on the VENC Screen.

Zip Code Vadr Remit 11 Inferred zip code for remit-to vendor address
listed on the VENC Screen.

Remit Country Code 2 Inferred country code for remit-to vendor
address listed on the VENC Screen.

Remit Parish 2 Inferred parish for remit-to vendor address
listed on the VENC Screen.

Remit Contact Person 30 Inferred contact person for remit-to address
listed on the VENC Screen.

Main Con Position 30 Inferred contact title for vendor listed on the

VEND Screen.
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REF # FIELD NAME SIZE DESCRIPTION OF INFORMATION

Remit Ph Nbr Vend 10 Inferred contact person phone number for
remit-to address listed on the VENC Screen.

Vend 800 Number 10 Inferred toll free number for vendor listed on
the VEND Screen.

Fein 9 Inferred Fein/Ssan number for vendor listed on
the VENC Screen.

Primary Vendor Ind 1 Inferred primary vendor indicator for vendor
listed on the VENC Screen.

Vendor Ind 1099 1 Inferred 1099 vendor indicator for vendor listed
on the VENC Screen.

Master Vend Ind 1 Inferred master vendor indicator for vendor
listed on the VENC Screen.

Backup Whold Flag 1 Inferred back-up withholding flag for vendor
listed on the VENC Screen.

Prevent Deletion 1 Inferred prevent deletion flag for vendor listed
on the VENC Screen.

Requesting Agcy Vend 6 Inferred requesting agency for vendor listed on
the VENC Screen.

Status Code Vend 1 Inferred status code for vendor listed on the
VEND Screen.

Pay To Agency 6 Inferred pay to agency for vendor listed on the
VEND Screen.

Setup Date Vend 6 Inferred date entered for vendor listed on the
VEND Screen.

Previous Name 1 30 Inferred previous name 1 for vendor listed on
the VEND Screen.

Previous Name 2 30 Inferred previous name 2 for vendor listed on
the VEND Screen.

To From VVend Nbr 9 Inferred prev / new number for vendor listed on
the VEND Screen.

Suspense Date 6 Inferred suspend/debar date for vendor listed

on the VEND Screen.
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REF # FIELD NAME SIZE DESCRIPTION OF INFORMATION

Suspense Exp Date 6 Inferred expiration date for vendor listed on the
VEND Screen.

Type Suspension 2 Inferred suspend / debar type code for vendor
listed on the VENC Screen.

Fee Expire Date 6 Inferred fee expire date for vendor listed on the
VEND Screen.

Fee Paid Ind 1 Inferred fee paid indicator for vendor listed on
the VEND Screen.

Status Chg Date Vend 6 Inferred change date for vendor listed on the
VEND Screen.

Business Type 2 Inferred business type for vendor listed on the
VEN2 Screen.

Organ Type 2 Inferred organization type for vendor listed on
the VEN2 Screen.

Business Own Code 2 Inferred business ownership code for vendor
listed on the VEN2 Screen.

State of Incorp 2 Inferred incorporation state for vendor listed on
the VEN2 Screen.

Incorp Date 6 Inferred incorporation date for vendor listed on
the VEN2 Screen.

Out of State Ind 1 Inferred out of state indicator for vendor listed
on the VEN2 Screen.

Foreign Vend Ind 1 Inferred out of country indicator for vendor
listed on the VEN2 Screen.

Nbr of Employees 6 Inferred number of employees for vendor listed
on the VEN2 Screen.

Independ Owned Ind 2 Inferred independent owned indicator for
vendor listed on the VEN2 Screen.

Rating Code 2 Inferred rating code for vendor listed on the
VEN2 Screen.

Company Size 2 Inferred company size for vendor listed on the

VEN2 Screen.
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VLOG: Vendor Maintenance L og Report

REF # FIELD NAME SIZE DESCRIPTION OF INFORMATION

Ethnicity 2 Inferred ethnicity code for vendor listed on the
VEN2 Screen.

Minimum Quote Amt 11 Inferred minimum quotation amount for vendor
listed on the VEN2 Screen.

Payment Appr Ind 1 Inferred payment hold indicator for vendor
listed on the VEN2 Screen.

Gross Revenue 1 Inferred gross revenue code for vendor listed
on the VEN2 Screen.

Stkhidr Disclosure 1 Inferred stockholder disclosure flag for vendor
listed on the VEN2 Screen.

Date Filed 6 Inferred date filed for vendor listed on the
VEN2 Screen.

Remittance Fein 9 Inferred remittance vendor for vendor listed on
the VEN2 Screen.

Remittance Loc 2 Inferred remittance suffix for vendor listed on
the VEN2 Screen.

Date Bid Appl Rec 6 Inferred bid application received date for
vendor listed on the VEN2 Screen.

Dun Bradstreet No 10 Inferred dun and brad number for vendor listed
on the VEN2 Screen.

Cvt Code Number 5 Inferred cvt code for vendor listed on the
VEN2 Screen.

Reciprocity State 2 Inferred reciprocity state for vendor listed on
the VEN2 Screen.

EDI Mailbox Address 50 Inferred email address for main vendor listed
on the VENC Screen.

EDI Mailbox Ad Remit 50 Inferred email address for remit-to vendor
listed on the VENC Screen.

Fax Number 10 Inferred fax number for main vendor listed on
the VENC Screen.
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Terminology

FOB Point. Thistermisused torefer to astatement (Freight On Board) defining the point at
which delivery isconsidered performed. E.G., Destination, Vendors Warehouse Dock, etc.

GEO Bid Code. Thisterm isused to refer to a code that is used to define a geographical
areafor performance of an award issued as aresult of a bid.

Line Number. Thisterm isused to refer to two different transactions. If referring to the
solicitation record, it refers to the line number of the solicitation line. If referring to the
requisition record, it refers to the requisition line record.

Master Bid Return Code. Thistermisused to refer to acode used to define the condition
of avendor’s bid at the solicitation level.

Nature of Purchase. This term is used to refer to a code used to define the nature of
purchase of a solicitation document, i.e., routine, complex, difficult.

Notice To Bidders. This term is used to refer to a printed notice of availability of a
solicitation, and is mailed to avendor on abid list instead of a solicitation.

LaPAC Post. Thistermis used to define an action that would place a copy of asolicitation
and amendment to the web viathe LaPAC system.

Price Sheet Style. Thistermisused to refer to acode used to define the style of price sheet
to be used for solicitation processing of a solicitation line.

Purchasing Agency. Thistermisused to refer to an agency identified as being responsible
for the purchase action of this solicitation.

Solicitation Code. This term is used to refer to a code used to define the required
solicitation processing of a solicitation document.

Solicitation Number. Thistermisused to refer to aunique number assigned to asolicitation
document for processing and tracking within AGPS.

Source Code. Thistermisused to refer to acode used to define the source of asolicitation
bidding vendor record.

Return Code. Thistermisused to refer to acode used to define the condition of avendor’s
bid at the line level.

T-Number. Thistermisused to refer to acode used for identifying type of or contract group
for a contract award action.
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Key Concepts

Overview

Solicitation
Components

Types of
Solicitations

Solicitation
Amendments

Recording
of Bids

Key Concepts

A solicitation is another of the key fundamental components of the purchasing process.
Solicitation processing is that part of AGPS where the purchasing agency requests the
vendors to submit an offer for the supplies or services. The data entered previously on the
requisition is used in the solicitation and ultimately the contract or order. The solicitation
identifies and describesthe supplies or servicesto be purchased and when and wherethey are
to be delivered. The purchasing agency uses the information recorded during solicitation
processing to award the contract or issue the order for the supplies or services.

The solicitation process is divided into four major components. preparing solicitations,
amending solicitations, recording bids, and awarding orders or contracts to vendors.
Preparing solicitations includes creating the solicitation header, attaching requisitions, and
establishing characteristics such as certifications, conferences, and vendor selection criteria.
Amending solicitations includes creating an amendment document that includes changes to
the solicitation such as the bid opening date. Recording bids includes opening, recording,
and tabulating bids. Awarding contracts includes setting award flags and changing the
solicitation status codes.

There are two basic types of solicitations defined as document types which determine the
process to be used to accomplish the purchase. Formal solicitations require submittal of
sealed bids and public bid openings. Informal solicitations aso require submittal of sealed
bids but may not require a public bid opening as in the case of an invitation to bid. The
solicitation code combined with award code and requisition document typewill determinethe
processfor award. Awardsmay befor non-contract itemsresulting in open market purchase
orders. Awards may also result in contracts for recurring purchases.

These documents are used to change solicitation specifications or terms and conditionsin a
minor way. If thereisamajor changeto the solicitation, it should be cancelled and reissued.
The most common amendment is to change the date of a bid opening, either by itself or in
conjunction with other changes. Amendments are distributed to all vendorswho received a
copy of the solicitation unlessthey have been eliminated by the purchasing agency for some
reason.

A bid can only be recorded if the bidder is in the AGPS vendor database and is associated
with the solicitation. Bid return codes are used to describe the condition of bids and how
they should be handled. For example, a hon-responsive bid is one that does not respond to
the essential requirements of the solicitation and will not be considered for award. AGPS
will handle primary and alternate bids, if authorized and submitted.
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Solicitation
Vendor Table
(SVEN/SVE2/
SVE3)

Solicitation
Amendment
Table (SAMD)

Solicitation
Amendment Text
Table (SATX)

Requisition
Vendor Table
(RVE2)

Discussion of Transactions

The solicitation vendor table transaction(s) isto used to add and maintain solicitation bidding
vendor record(s) for a solicitation. This same record is subsequently used for recording
vendor bid response data, bond data and conference attendance at the solicitation level.

The solicitation amendment table transaction is used to add and maintain solicitation
amendment(s), revise bid opening date and time for a solicitation and select vendors to
receive a copy of a solicitation amendment. This transaction also identifies the type of
amendment action processed for that solicitation.

The solicitation amendment text table transaction is used to create and maintain solicitation
amendment(s) text for a solicitation amendment.

Therequisition vendor table transaction is used to record the vendor’s response and condition
of that response at the solicitation/requisition linelevel. Additionally, thistransactionisaso
used to indicate award of the solicitation/requisition line.
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To add the vendor to the bid list, see paragraph 4 Create/Change Solicitation Bidder Lists
above.

There is information that pertains to the entire solicitation such as discount terms, FOB
point and delivery date. This is referred to as vendor-level information. There is
information that pertains to the individual lines on the solicitation such as unit price,
brand name and model number and vendor preference. This is referred to as line-level
information.

The vendor-level information is entered and the master bid return code is entered. The
master bid return code characterizes the condition of the bid as acceptable, errors existed,
exceptions taken, etc. The master bid return code is also used to determine if the vendor
responded, and to update the Commodity and Vendor databases to show the vendor's
response.

Theline-level information is entered for each line bid and the bid return code is set on the
line as well. The same bid return codes are used but in this case it applies only to the
solicitation line. This information will be used to tabulate and rank this bid against all
other bids recorded for this solicitation line.

Bid return codes are used to describe the condition of the vendor’s bid and how it should
be treated. The macro level (Master Bid Return Code) applies to the entire bid.
The micro level (Bid Return Code) applies to each line item being purchased and
responded to by the vendor. The various types of bid return codes are listed below:

Vendor Returned Responsive Bid

Vendor Failed to Respond

Vendor Returned Responsive Bid (With Minor Exceptions)
Vendor Returned Non-Responsive Bid

Vendor Returned aNo-Bid

State Rejected Vendor's Bid

Vendor Withdrew Bid

Disregard this Bid

A Vendor Returned Responsive Bid is one which does not vary from the specifications
and terms set out in the solicitation document. This bid return code identifies the bid as
being acceptable and as such will be considered in the award process. This bid return
code can apply to the entire bid or to lines on the bid. The bid return code that appliesis
01. Before an award can be made on the line, the bid return code must be set to 01.

01 - Responsive Bid Returned

A Vendor Failed To Respond bid return code is used to identify when no response is
received from the vendor. All bid return codes are initialized with this bid return code. If
the vendor fails to respond, then nothing has to be done to this record. The bid return
code that appliesin thisareais (03):

03 - Bid Not Returned
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A Vendor Returned Responsive Bid (With Minor Exceptions) is one which does not
vary from the specifications and terms set out in the solicitation document but does have
some minor irregularity. This bid return code identifies the bid as one that may be
accepted by the State or not. Routinely the bid would be accepted even with the
irregularity. This bid return code can apply to the entire bid or to lines on the bid. The
range of bid return codes which apply in this area are (10-32):

10 - Failed to Acknowledge Amend
11 - Alternate Bid Received

12 - Sample Not Received

13 - Literature Not Received

14 - Exception to Bid

15 - Exception - Other

16 - Failed to Initial Price Alter

17 - 3Z - Reserved

A Vendor Returned Non-Responsive Bid is a bid that does not conform to the essential
requirements of the solicitation document. In its current state, this bid will not be
considered for award. The range of bid return codes which apply in this area are (40-52):

40 - Bid Not Signed

41 - Bid Received Late

42 - Bid Submitted in Pencil

43 - Bid Bond Not Received

44 - Did Not Attend Mandatory Pre-Bid Conference
45 - Did Not Attend Mandatory Site Visit

46 - Failed to Return Reqd Certificate

47 - Failed to Return

48 - 57 - Reserved

Vendor Returned a No-Bid. This set of bid return codes identifies no-bids. The range
of bid return codes which apply in this area are (60-62):

60 - "No Bid" - Keep on Bid List

61 - "No Bid" - Remove From Bid List
62 - "No Bid~ - Can't Perform

63 - 6Z - Reserved

State Rejected Vendor’s Bid. This range of bid return codes is used to identify that the
bid was rejected and the reason why it was rejected. This range of bid return codes can
be used only as a Master Bid Return Code. If a bid on a line is determined to be
unacceptable, that line should be determined to be Non-Responsive. Once a bid has been
rejected, that vendor cannot receive an award for that solicitation. The range of bid
return codes which apply in this area are (70-72):

70 - Minimum Purchase Amt Unacceptable
71 - Does Not Meet Specifications

72 - Unit of Measure Change Unacceptable
73 - Minimum Quantity Unacceptable

74 - No Sample
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Completing
The Procedure

Cross-Reference

AGCY 4: AGCY

INST 4: BAAT

INST 4: BTAB

SDOC 4: SDOC

1.2 Change Solicitation Header Table

Steps

Determine solicitation changes. This will normally be performed after a
reguisition has been attached to a solicitation.

Purchasing Agency must be key to a valid and active record in the AGCY
Table.

User must have access and maintenance for the purchasing agency to process a
record in SDOC.

Status Code must be a valid entry in BTAB Table SB (Status Code
Solicitation).

Set Aside Code must be avalid entry in BTAB Table SA (Set Aside Type).
T-Number must be avalid entry in BTAB Table TA (T-Number).

Evaluation Type must be avalid entry in BTAB Table ET (Evaluation Type).
Type Price Sheet must be avalid entry in BTAB Table PS (Price Sheet Type).

Type Bid Tabulation must be avalid entry in BTAB Table TB (Bid Tabulation
Type).

Change SDOC Table datain AGPS.

a If the user is not in the SDOC screen, type SDOC in the Function Line
and press RETURN/ENTER.

b. Type INQUIRE in the Function Line.

C. Using the TAB key, move to Solicitation Number field and type
desired solicitation number.

d. Press RETURN/ENTER. Requested solicitation record should be
displayed.

Type CHANGE in the Function Line.
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1.2 Change Solicitation Header Table

Cross-Reference Steps

a Using the TAB key, move to Days Bids Firm field and type desired
number of days that a vendor must honor a submitted bid for this
solicitation.

b. Using the TAB key, move to Title Line 1 field and type desired
solicitation title. If line 1 is not enough, TAB to line 2 and complete
title.

C. Using the TAB key, move to Status Code field and type desired status
code.

If... Then ...

Identifying  solicitation for | Type status code = 301
SUPErvisor review

Identifying  solicitation for | Type status code = 302

buyer review

Re-bid of solicitation Type status code = 305
Initiate Approvals Type status code = 325
Preparing abid list Type status code = 335
Printing a draft solicitation | Type status code = 345
(OlL)

Printing a draft solicitation | Type status code = 350
(OIN)

Issuing a solicitation (O/L) Type status code = 355
Issuing a solicitation (O/N) Type status code = 360
Recording bids Type status code = 365

Printing a bid tabulation with | Type status code = 370
automatic award (setting of
award flags in RVEN for
proposed awardee)

Print bid tabulation w/o award Type status code = 375

Processing partial award (O/L) Type status code = 379

Processing partial award (O/N) Type status code = 380

Processing final award (O/L) Type status code = 384
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Cross-Reference Steps

1.2 Change Solicitation Header Table

If... Then ...
Processing final award (O/N) Type status code = 385
Canceling solicitation Type status code = 396-399

Using the TAB key, move to # RFP Copies field and type desired
number of RFP copies.

Using the TAB key, move to Purchasing Agency field and type desired
purchasing agency.

Using the TAB key, move to LaPAC Post field and type desired post
solicitation indicator. Allowable entriesare Y or N. If Y, solicitation
will automatically post to the LaPAC internet site when afina print is
accomplished.

Using the TAB key, move to Delivery Days ARO field and type
desired number of delivery days.

Using the TAB key, move to Delivery Weeks ARO field and type
desired number of delivery weeks.

Using the TAB key, move to Alt Del Schedule field and type desired
indicator. Allowable entriesareY or N.

Using the TAB key, move to FOB Point field and type desired FOB
point.

Using the TAB key, move to Coop Procurement field and type desired
indicator. AllowableentriesareY or N.

Using the TAB key, move to Set Aside Code field and type desired set
aside code.

Using the TAB key, move to T-Number field and type desired T-
Number.

Using the TAB key, move to Whim field and type P (purchasing).

Using the TAB key, move to Evaluation Type field and type desired
evaluation type.

Using the TAB key, move to Type Price Sheet field and type desired
type price shest.
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1.2 Change Solicitation Header Table

Cross-Reference Steps
. Using the TAB key, move to Specify Brand field and type desired
indicator. Allowable entriesareY or N.
r. Using the TAB key, move to Type Bid Tabulation field and type

desired type bid tabulation.

NOTE: If the solicitation is requesting a percentage discount from a catalog,
the bid tabulation type must be P in order to record the percentage.

4, Press RETURN/ENTER.

NOTE: If an error condition exists, AGPS will display the appropriate error
messages at the bottom of the transaction screen. Clear the error
conditions identified and press RETURN/ENTER. If no error(s) exists,
AGPS will display 'UPDATE SUCCESSFUL".
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6.2 Print/Issue Final Solicitation

6.2 Print/lssue And/Or Post Final Solicitation

Overview

Inputs

Outputs

Completing
The Procedure

Cross-Reference

SDOC 4: SbOC

The AGPS user is provided the capability to print and/or post a final solicitation for issue
in AGPS. When the buyer has prepared the solicitation in draft and is ready to print
and/or post the final solicitation, the final solicitation may be printed and/or posted by
entering a bid opening date and time on the SDO3 transaction and by setting the status on
the SDOC transaction to 355 for O/L or 360 for overnight. At this status code, AGPS
will automatically create a bid list based upon the criteria on the solicitation record. The
vendors are chosen based upon the commodity classes/sub-classes being purchased, the
vendor selection codes and the geographic bid area codes. If the LaPAC Post field is
“Y”, the solicitation will also be posted to the LaPAC internet site. Thisis accomplished
by the use of the SDOC screen.

° Required solicitation number
° Required status code
° Updated SDOC/SVEN Table
Steps
1. Perform normal solicitation processing. Determine solicitation to be printed in

final for mailing.

2. Print and/or post final solicitationin AGPS.
a If the user is not in the SDOC screen, type SDOC in the Function Line
and press RETURN/ENTER.
b. Type INQUIRE in the Function Line.
C. Using the TAB key, move to Solicitation Number field and type
desired solicitation number.
d. Press RETURN/ENTER. Requested solicitation vendor record should
be displayed.
3. Type CHANGE in the Function Line.
a Using the TAB key, move to Status Code field and type 355 or 360.
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Cross-Reference Steps

6.2 Print/Issue Final Solicitation

NOTE: Status code 355 will result in on-line print and/or post of the final

solicitation documents.

Status code 360 will result in over night print and/or post of the final
solicitation documents.

A bidder’s list can only be generated during a nightly. Therefore, on-
line print of a final solicitation will not produce a bidder’s list, and
therefore would only print a solicitation to add-on vendors. If user
wishes to print the final solicitation on-line, a draft solicitation should
be done with status 350 in order to produce the bid list, and then the
status could be set to 355 to print the final solicitation on-line.

4. Press RETURN/ENTER.

NOTE: If an error condition exists, AGPS will display the appropriate error

messages at the bottom of the transaction screen. Clear the error
conditions identified and press RETURN/ENTER. If no error(s) exists,
AGPS will display 'UPDATE SUCCESSFUL".

Before the solicitation is printed draft or final, AGPS will automatically
consecutively renumber the solicitation lines. If multiple requisitions
are attached to the solicitation, AGPS numbers all lines consecutively
beginning at 1, therefore the solicitation line numbers for the second
and subsequent requisitions will differ from the requisition line
numbers. From this point forward, all AGPS references will be to the
solicitation line numbers and not the requisition line humber. The
awarded contract or order will reference the solicitation line number
and the solicitation line number will be printed on the contract or order.
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7.1 Add Solicitation Amendment

7 AMENDING SOLICITATIONS

When a solicitation needs to be changed, the buyer can prepare a change to the
solicitation by creating a record in the solicitation amendment table (SAMD) and by
adding text to the solicitation amendment text table (SATX). The buyer can change any
aspect of the solicitation with the amendment including the bid opening date and time. A
solicitation may be canceled in its entirety with an amendment. In some cases, the
solicitation may need to be re-bid. For information on this process, see paragraph 8, Re-
bid/Rework Solicitations below. When the amendment is printed in final, the revised bid
opening date and time for the solicitation are updated automatically to reflect the new
date and time.

Solicitation amendments may be printed in draft by setting the amendment status code to
350. Only one copy of the amendment is printed in draft. The buyer should review the
draft amendment, make any corrections and reprint the draft if desired.

Solicitation amendments may be printed and/or posted in final form by setting the
amendment status code to 360. A final amendment is printed for each active vendor on
the solicitation bid list. If the original solicitation was posted, the amendment will
automatically be posted to LaPAC.

Following are the details of the procedures to create a solicitation amendment, print draft
amendment, obtain approvals and print and/or post final amendment.

7.1 Add Solicitation Amendment

Overview

Inputs

Outputs

Completing
The Procedure

The AGPS user is provided the capability to add a solicitation amendment header in the
system for processing change to an issued solicitation. The first step in issuing a
solicitation amendment is to add an amendment header record in the solicitation
amendment table. Thisis accomplished by the use of the SAMD screen.

° Required solicitation number
° Required amendment number
] Required amendment type

° Required label request type
° Updated SAMD Table
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SOLICITATION PROCESSING PROCEDURES

7.1 Add Solicitation Amendment

Cross-Reference Steps
1 Determine solicitation to be amended.
SDOC 4: SbOC Solicitation Number must be key to a valid and active solicitation record in the
SDOC Table.
INST 4: BTAB Amendment Type Code must be a vaid entry in BTAB Table AM
(Amendment Type).
Label Request Type must be a valid entry in BTAB Table LR (Label Request
Type).
2. Add SAMD record datainto AGPS.
SDOC 4: SAMD a If the user is not in the SAMD screen, type SAMD in the Function Line
and press RETURN/ENTER.
b. Type CLEAR in the Function Line and press RETURN/ENTER.
Screen data entry fields should be blanked and ADD inserted in the
Function Line.
C. Using the TAB key, move to Solicitation Number field and type
desired solicitation number.
d. Using the TAB key, move to Amendment Number field and type
desired amendment number.
e Using the TAB key, move to Amendment Type Code field and type
desired amendment type code.
f. Using the TAB key, move to Label Request Type field and type desired
label request type.
3. Press RETURN/ENTER.

NOTE: If an error condition exists, AGPS will display the appropriate error

messages at the bottom of the transaction screen. Clear the error
conditions identified and press RETURN/ENTER. If no error(s) exists,
AGPS will display 'UPDATE SUCCESSFUL".
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SOLICITATION PROCESSING PROCEDURES

7.2 Change Solicitation Amendment

7.2 Change Solicitation Amendment

Overview

Inputs

Outputs

Completing
The Procedure

Cross-Reference

SDOC 4: SDOC

The AGPS user is provided the capability to change/maintain a solicitation amendment
header in the system for processing change to an issued solicitation. The user may revise
the bid opening date and/or time, indicate mailing label requirements, etc. This is
accomplished by the use of the SAMD screen.

° Required solicitation number
° Required amendment number
° Required change to amendment type
° Required change to status code
° Required change to advertisement required
° Required change to date advertised
° Required change to revised bid open date
° Required change to revised bid open time
° Required change to label request type
° Required change to |abels needed
° Required change to labels number up
o Updated SAMD/SDOC Table
Steps
1 Determine changes to solicitation amendment.

Solicitation Number must be key to a valid and active solicitation record in the
SDOC Table.
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7.2 Change Solicitation Amendment

Cross-Reference Steps

INST 4: BTAB Amendment Type Code must be a vaid entry in BTAB Table AM
(Amendment Type).
Label Request Type must be a valid entry in BTAB Table LR (Label Request
Type).

SDOC 4: SAMD Amendment Number, combined with solicitation number, must be key to a
valid and active amendment record in the SAMD Table.

2. Change SAMD record datain AGPS.
SDOC 4: SAMD a If the user is not in the SAMD screen, type SAMD in the Function Line

and press RETURN/ENTER.

b. Type INQUIRE in the Function Line.

C. Using the TAB key, move to Solicitation Number field and type
desired solicitation number.

d. Using the TAB key, move to Amendment Number field and type
desired amendment number.

e Press RETURN/ENTER. Requested amendment record should be
displayed.

3. Type CHANGE in the Function Line.

a Using the TAB key, move to Amendment Type Code field and type
desired amendment type code.

b. Using the TAB key, move to Status Code field and type desired status

code.

If ... Then ...
Identifying solicitation | Type status code = 301
amendment for  supervisor
review
I dentifying solicitation | Type status code = 302

amendment for buyer review

Printing a draft solicitation | Type status code = 350

amendment (O/N)
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SOLICITATION PROCESSING PROCEDURES

Cross-Reference Steps

7.2 Change Solicitation Amendment

If ... Then ...

Printing a solicitation | Type status code = 355
amendment (O/L)

I'ssuing a solicitation | Type status code = 360
amendment (O/N)

Canceling solicitation | Type status code = 396-399
amendment

Using the TAB key, move to Advertisement Required field and type
desired indicator. Allowable entriesareY and N.

Using the TAB key, move to Date Advertised field and type desired
date. Required if Advertisement RequiredisY.

Using the TAB key, move to Revised Bid Open Date field and type
desired date. Date must be greater than existing solicitation scheduled
or revised bid opening date.

NOTE: When solicitation amendment is processed to the vendor(s) the
solicitation (SDO3) revised bid opening date will be updated
with this date.

Using the TAB key, move to Revised Bid Open Time field and type
desired time.

NOTE: When solicitation amendment is processed to the vendor(s) the
solicitation (SDOC) revised bid opening time will be updated
with thistime.

Using the TAB key, move to Label Request Type field and type desired
label request type.

Using the TAB key, move to Labels Needed (Y/N) field and type
desired indicator. Allowable entries are Y and N. Defaults to "N" if
left blank.
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7.10 Print/Issue Solicitation Amendment

7.10 Print/Issue And/Or Post Solicitation Amendment

Overview

Inputs

Outputs

Completing
The Procedure

Cross-Reference

SDOC 4: SDOC

SDOC 4: SAMD

SDOC 4: SAMD

The AGPS user is provided the capability to print a draft solicitation amendment for
review purposes in AGPS. When a buyer has prepared the solicitation amendment record
in the desired manner, the next logical step isto print the solicitation amendment in draft
form for review. The draft solicitation amendment may be printed by setting the status
on the SAMD transaction to 350 for overnight. When the buyer has prepared the
solicitation amendment in draft and is ready to print the final solicitation amendment, the
final solicitation amendment may be printed by setting the status on the SAMD
transaction to 355 for on-line or 360 for overnight. If the LaPAC Post field is Y, the
solicitation amendment will also be posted to the LaPAC internet site.

° Required solicitation number
° Required solicitation amendment number
° Updated SAMD Table
Steps
1. Perform normal solicitation amendment processing.

Solicitation Number must be key to a valid and active solicitation record in the
SDOC Table.

Amendment Number, combined with solicitation number, must be key to a
valid and active amendment record in the SAMD Table.

2. Print and/or post solicitation amendment in AGPS.
a If the user is not in the SAMD screen, type SAMD in the Function
Line and press RETURN/ENTER.
b. Type INQUIRE in the Function Line.
C. Using the TAB key, move to Solicitation Number field and type

desired solicitation number.

d. Using the TAB key, move to Amendment Number field and type
desired amendment number.
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SOLICITATION PROCESSING PROCEDURES

7.10 Print/Issue Solicitation Amendment

Cross-Reference Steps
e Press RETURN/ENTER. Requested amendment record should be
displayed.
3. Type CHANGE in the Function Line.
a Using the TAB key, move to Status Code field and type 345/350 or
355/360.

NOTE: Status code 345 will result in on-line print of the draft solicitation
amendment documents.

Status code 350 will result in overnight print of the draft solicitation
amendment documents.

Status code 355 will result in on-line print and/or post of the
solicitation amendment documents.

Status code 360 will result in overnight print and/or post of the
solicitation amendment documents.

4, Press RETURN/ENTER.

NOTE: If an error condition exists, AGPS will display the appropriate error
messages at the bottom of the transaction screen. Clear the error
conditions identified and press RETURN/ENTER. If no error(s) exists,
AGPS will display 'UPDATE SUCCESSFUL".

All active vendors on the bid list for the basic solicitation will receive a
copy of the solicitation amendment if SAMD Label Request Typeis A
(All). After the final solicitation is issued, any vendors who casually
pick up or request a copy of the solicitation will be added to the bid list.
These vendors will automatically receive a copy of all amendments.
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