Creating a Sourcing Request in LESA

This document describes the procedure for creating a Sourcing Request.

1. Log into LESA (http://louisiana.sourcing.ariba.com). On the left side of the screen, click “Sourcing
Request” under Common Actions.

HOME SOURCING CONTRACTS SUPPLIERS

Sourcing Project % | Search using Title, 1D, or any other term

Common Actions W Event Status

Create

I Sourcing Request I

Contract Request (Procurement)

Manage
Sourcing Library O
Supplier Knowledge Events
My Tasks

MNews

2. On the Create Sourcing Request screen, required fields are marked by a red asterisk (*). Some fields
include Help Tips, which may be accessed by clicking on the circled “i” at the end of the field.

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Reguest appear in the

Nam Untitled Sourcing Request l D]

Description:

y

Copy from Project: | (no value)

Test F’ru:nje | Yes ( INe (D
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http://louisiana.sourcing.ariba.com/

3. Enterthe name of the project in the Name field and a brief description of the project in the Description
field.

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Reguest appear in

Name: * | RFP for Consulting Services 0
Description: | A consultant is needed to assist our agency with modernizing our work )]
Processes.
Copy from Project: (no wvalue) 4

4. The next field, Copy from Project, should be ignored. This field copies information from another
Sourcing Request in LESA, including all fields, such as submittal date. Since the dates will change from
one Sourcing Request to another, the field must be left blank.

5. If you are training or practicing how to create and submit a Sourcing Request, select Yes for Test
Project. Otherwise select No.

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Request appear i

Name: ™ | RFP for Consulting Services (i
Description: | A consultant is needed to assist our agency with modernizing our work (i
processes.
Copy from Project: | (no value) 4

Test Project: * () Yes @ No (i)

6. For Statewide/Region(s)/Parish(es), click the down arrow on the field. If you have previously created
a Sourcing Request, the system will present a list of previously selected items that can be chosen by
clicking on them. If this is your first Sourcing Request, or the item needed is not included in the
previously selected items list, choose “Search more”. Select the location(s) where the work will be
performed or the goods will be delivered. Individual parishes, regions, or statewide may be chosen
by selecting the box to the left of the appropriate item. Click on the arrow next to the region to
expand the list to include the individual parishes within that region. Multiple selections may be made.
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NOTE: The regions correspond to the GOHSEP and Department of Military Affairs regions, which may
differ from a region map regularly used by your agency.

Create SDurcing REC]LIESt
To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Request apped
Name: * | RFP for Consulting Services O]
Description: | A consultant is needed to assist our agency with modemnizing our work 0
processes.
Copy from Project: (no value) Na
Test Project: * i:_:ﬁ' Yes "' Mo (i)
Base Language: | English -~
Statewide/Region(s)/Parish(es): | (no value) N
Agency: * All Statewide
. R2 Region 2
Estimated Value:
Q, search more I
Proigrt Booonmn:

Choose Values for Statewide/Region(s)/Parish(es)

Add to Currently Selected Currently Selected

|. Region v.| | | [ Search ] Description T Region
|:| Description 1 Region No items

{]\;r Statewide All < >
(] ¥ Region 1 R1
|:| Jefferson JEF

\r|z| Orleans ORL

|:| Plaguemines PLA
|:| St. Bernard sTB

I » Region 2 R2
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7. Choose the appropriate Agency(ies) by clicking the down arrow on the field. If you have previously
created a Sourcing Request, the system will present a list of previously selected items that can be
chosen by clicking on them. If this is your first Sourcing Request, or the item needed is not included in
the previously selected items list, choose “Search more”. Agencies may be selected by selecting the
box next to the agency name. Click the arrow next to the Department to show the agencies within
that Department. Multiple selections may be made. NOTE: The agency level must be chosen, not the
department.

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Request appes

Name: * | RFP for Consulting Services @

Description: | A consultant is needed to assist our agency with modernizing our work
processes.

Copy from Project: | (no value) v

Test Project * () Yes (@)No (D

Base Language: |Engli3h A

Statewide/Region(s)/Parish(es): | RZ Region 2 Y4 Add more
ORL Orleans
Agency: 1"| (no value) Y4

Estimated Value: * 107 Division of Administration
820 Office of State Procurement
Project Reason:
DAF Department of Hﬁriculture and Forestry

Predecessor F’rn}ject:l Q. Search more |
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Choose Values for Agency

Add to Currently Selected Currently Selected
| Function v| ‘ | | Search Function 1 ID
|_| Function 1 1D No ftems
— <
[ | wa All A
] Community and Technical
|_| > College System Letes
[ ] > CPRA CPRA

_| > Department of Agriculture and DAF
Forestry
[ ] v poc

Department of Corrections

| | Adult Probation and Parole 415

7| Allen Correctional Center 408
Avoyelles Correctional
Center 405

|_| B.B. Sixty Rayburmn

Corractinnal Center 416
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In the Estimated Value field, enter the project budget or estimated value of the resulting contract(s).

For multiple awards, it is the combined value of all expected contracts.

If the contract will result in a no-cost contract for the State, the agency should enter the estimated
value of the contract for the total contract term (e.g. the value of the contract to the Contractor).

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Reguest appea

Name: * | RFP for Consulting Services

(i)

Description: | A consultant is needed to assist our agency with modernizing our work 0
processes.
Copy from Project: (no value) v

Test Project: * () Yes (@)No (D

v | Add more

Base Language: English -~
Statewide/Region(s)/Parish(es): | R2 Region 2
ORL Orleans

Agency: *| 405 Avoyelles Correctional Center

A | Add more

408 Allen Correctional Center

Estimated Value: * | $500,000

| usD

e
|\_|F‘|

Last Updated 3/19/25




9. Inthe Project Reason field, select one of the choices by clicking the down arrow.

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Reguest appeg

Name: * | RFP for Consulting Services 0]
Description: | A consultant is needed to assist our agency with modernizing our work @
processes.
Copy from Project: (no value) W

Test Projecl:*i:._.:ﬁl Yes i:‘:ﬁl No (i)

Base Language: |English 4

Statewide/Region(s)/Parish(es): | R2 Region 2 N | Add more
ORL Orleans
Agency: * | 405 Avoyelles Correctional Center N | Add more

408 allen Correctional Center

Estimated value:*| $500,000 |U5D y

Project Reason: [ Mo Choice v| 0]

Predecessor Project: | No Choice | (D)

Contract Expiring
Recurring RFP: *

New Requirement

. .
Previous RFP Transmittal: | New Component/iReengineer

Previous Protest? * | Legislative Mandate

Federal Mandate

Price Improvement

10. The Predecessor Project field does not need to be completed.
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11. In the Recurring RFP field, select Yes if this project is a recurring RFP. Select No if the project is for a
new service.

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Request appear

Name: * | RFP for Consulting Services 0]
Description: | A consultant is needed to assist our agency with modemizing our work 0]
processes.
Copy from Project: | (no value) W

Test Project: * -:- Yes -Q- No (i)

Base Language: |English W

Statewide/Region(s)/Parish(es): | R2 Region 2 R | Add more
ORL Orleans
Agency: * | 405 Avoyelles Correctional Center R | Add more

408 Allen Correctional Center

Estimated Ualue:*| $500,000 |USD @
Project Reason: | Mo Choice W | @
Predecessor Project: | (no value) v | (i)

Recurring RFP: * -ﬁ:'_':i- Yes ©ND 0] I
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a. If Recurring RFP is Yes, two (2) additional fields will appear: Previous RFP Transmittal and Previous
Protest.

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Request appear in

Name: * | RFP for Consulting Services (i)

(i b}

Description: | A consultant is needed to assist our agency with modernizing our work
processes.

Copy from Project: | (no value) W

Test Project: * () Yes (@)No (D

Base Language: |Engli3h 2

Statewide/Region(s)/Parish{es): | R2 Region 2 4 | Add more
ORL Orleans
Agency: * | 405 Avoyelles Correctional Center 4 | Add more

408 Allen Correctional Center

Estimated ‘u’alue:*| $500,000 |USD (i)
Project Reason: | No Choice v | 0
Predecessor Project: | (no value) v ‘ 0,

I Recurn’ngRFF‘:*@Yes (INe @ I

Previous RFP Transmittal: * |

Previous Protest? * ( )Yes ( )No (D

b. InPrevious RFP Transmittal, enter the Sourcing Request ID of the previous RFP that was processed
in LESA, the ProAct Transmittal number of the previous RFP that was processed in ProAct, or the
Shopping Cart number of the previous RFP that was processed in DocTracking.

c. For Previous Protest, select Yes if the immediately preceding RFP was protested.
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Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Reguest appear

Name: * | RFP for Consulting Services ®
Description: | A consultant is needed to assist our agency with modernizing our work 0]
processes.
Copy from Project: | (no value) '
Test Project: * [:._.:] Yes [:i:] No (i)

Base Language: |English e

Statewide/Region(s)/Parish{es): | R2 Region 2 A | Add more
ORL Orleans
Agency: * | 405 Avoyelles Correctional Center A4 | Add more

408 Allen Correctional Center

Estimated Value:*| $500,000 |usn ®
Project Reason: | No Choice v | @
Predecessor Project: | (no value) v | ()

Recurring RFF':*(&] Yes |Z:I_.:] No (i)

Previous RFP Transmittal: *| 3000015842 | (i

Previous Protest? * () Yes © No (D
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12. In the Commodity field, select the appropriate commodity code(s) by clicking the down arrow on the
field. If you have previously created a Sourcing Request, the system will present a list of previously
selected items that can be chosen by clicking on them. If this is your first Sourcing Request, or the
item needed is not included in the previously selected items list, choose “Search more”. Select the
box next to the appropriate commodity code(s). You may search for the appropriate commodity
code(s) by Name or by ID. Multiple selections may be made. Note: Commodity code(s) chosen must
have six (6) or more digits. This is at least two (2) levels down on the hierarchy.

Create Sourcing Request Cancel
To create a Sourcing Request, spedfy the fielcs beloa. Templates used for constructing your Sourding Recuest appear in the section at the bottom of the page, and avallablz Templates Mo
Hame: ™ | RFF for Consiting Sandcas i
Desciptan: | & consdland is resced o sesis) or sgency wilh modemnizng o work
ek Hasens
Copy from Progect: i i hid] '
Tost Froject: ™ | 1 Yes (i) No (T
Base Lenguags: | Erglish Owwnzr: | Austin Bachman y i
Statradde/Region|s)Parish{es): R2 Reglon 2 Add more Cuirandy LIS Ddllai /
OFL Orkeans Commedty: * | (na valua)
Ay T A6 Awupelles Correclionsl Cenler Agkd mure DIESEL FUEL 15101505
408 Mllen Comochional Conter GASOLINE 0R PETROL 15101506
ELEWATOR MAINTERENCE SERACES, 72101508
Esxtimabad Valua: ™ | §500,000 usn
EAMEING AND INSESTMERT 8412
Froect Roosan: | N Choics w | Gy Seanch moms

Choose Values for Commodity

Add to Curren'llg Selected

Mame VI onsult | | I Search

Mame 1 1]
T E * BUSINESS AND CORPORATE MANAGEMENT CONSULTATION SERVICES 801015
¥ FASHION COMSULTANTS 911019
Make up consullation g1101802
Dilfield consultancy senvices 1161605
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13. At the bottom of the create screen, answer the questions posed.
a. For the first question, answer Yes if your agency legal section needs to review the Sourcing
Request prior to submittal to OSP. This will insert your legal section in the approval workflow.
b. For the second question, answer Yes if your agency budget section needs to review the Sourcing
Request prior to submittal to OSP. This will insert your budget section in the approval workflow.

Select a template

Select the template you want to use, and answer any guestions related to it to create your project. How you set the fields in the section above might affect which templates are available.
. OSP Sourcing Request
Use this template to create a Sourcing Request.

Does your legal section need to review the documents prior to submittal to OSP?

No v|

Does your budget section need to review the request prior to submittal to OSP? ‘ No ' |

14. Click the blue Create button at the top or bottom of the screen to create the Sourcing Request.

Select a template

Select the template you want to use, and answer any questions related to it to create your project. How you set the fields in the section above might affect which templates are available.
@ OsP sourcing Request
Use this template to create a Sourcing Request.

Does your legal section need to review the documents prior to submital to OSP? | No -~

Does your budget section need to review the request prior to submittal o OSP? | No -~

15. Now that you have created the Sourcing Request, the activities to be completed in order to submit
the Sourcing Request to OSP may be found below.
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Submitting a Sourcing Request

Starting with step 16, this process describes the procedure for adding the necessary documents to a
Sourcing Request and submitting the Sourcing Request to OSP.

16. Log into LESA and access your already created Sourcing Request.
17. In the Sourcing Request, click on the “Tasks” tab. This displays the tasks that must be completed

in order to submit the Sourcing Request to OSP.

<D

RFP for Consulting Services

Related Knowledge

I Expuar
- ] Doouments Te: Massage Bowd Eviril WiSSages Hettory
Orverview w Proce
&
Quick
P — Anno
18. Click on the “Add Team Members to Project” task and choose “View Task Details”.
< a = =z & (

RFP for Consulting Services el
Related Knowledge

pt Wesione:

> Exparsl Projects
4l K
Orervini Dacurmants Tarsks Ty Message Bodnd Ewisnid Mestaged HEstary
Shew (Aarvy Stabus) o Required/Opticnal «+ | | (Any Cwmer)
RFP for Consulling Services A .
Actions 3

fication for Mew Sourcing Requests

P e . .
'\‘.I od Team Members to Project \.r'l

(S Action

KI.L ¥

Ecit Task

Mark Started
Mark Complete

Associate Document
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19. Each task contains a description of the action to be taken in that task. Read the description and
then click the “Mark Started” button.

(] * 5 0 @
To Do Task “

Tasks are assigned work bo b finished by a given date. I you have not yet staried the task. click Mark Started 1o indicate thal you are working on it If this task is finished. you Ao

RFP for Consulting Sendces Adkd Team Members bo Project

TSK120509968 Add Team Members to Project

Chek on the “Team™ tab. On the right side of the screen, chek the Acissrs button and select Edit.

Add team miembers by detlang the dows arrow under Hembers and choosing “Search more”™. For Agency Apprower, select the person 81 your agency whe has the authaaty bo
oomement, For Agency Budget, select the fis prover for your agency. For & t the attorney assisting you with the procurement, For
Committee, add members of the Evaluation C tee, f known. For Observers, add any agency personnel nay meed to be involved i the procuremsent, But do
nat fall ingo one of the cther Groups, If you need to add scmeone to the Team who does not have an Anba account, contact 5P,

m i

20. Returning to the Tasks tab, you will see the icon has changed for the “Add Team Members to
Project” task and the status now shows “In Progress”.

<O a e 9 0 @

RFP for Consulting Services N
Related Knowledge Tasks: incomplede Tasks: 3
Saurcing Request Mot Miestione: Submil Souscing Request to OGP

P Expand Progects

3 Knowledge Areas

Crandaw Documsnts Tasks Toam Massage Board Event Massages Hislory
peanch Knowiadge
Shows | (Any Status) w || RequirediOptionsl ~ | | [Amy Daned)
RFP for Consulling Services A
Hame Document Cramer Stathus D Date

RFP for Consultin
7] motification for Mew Sourcing Requests VS project Owner  Scheduled 112002020

Saraces v
B Acd Team Membsers 1o Projea ® Austin Bachman
(S Complete RFP Documnents ® RFP Documents w  Project Owner Mot Started 112002020

RFP for Consulting

Project Cremar KMot Started
Sendoes oo P

% d PRy
(".- Submil Sourdng Request 1o OSP ~

21. To complete the “Add Team Members to Project” task, click on the “Team” tab. On the right
side of the screen, click the Actions button and select Edit.
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<O a = 2 0 QO

RFP for Consulting Services L e 20 T
Related Knowledge Task

Chiarvilisg Documants Tasks Message Board Ewent Messages History
Team Members

Search Knowdedge

Tearn Members

(e value)

22. Add team members by clicking the down arrow under Members and choosing “Search more”.

a. For Agency Approver, select the person at your agency who has the authority to
approve the procurement.

b. If yourinternal agency policy requires agency budget to approve the project prior to
sending to OSP, select the fiscal approver for your agency in the Agency Budget group.

c. Ifyourinternal agency policy requires agency legal to approve the Scope of Work prior
to sending to OSP, select the attorney assisting you with the procurement in the Agency
Legal group.

d. For Observers, add any agency personnel that may need to be involved in the
procurement, but do not fall into one of the other Groups.

e. If you need to add someone to the Team who does not have an LESA account, contact

LESA@la.gov.
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Team

Team Members

Define the Team for this Sourcing Request. To add a new Group to this Sourcing Request, click Add Group.

W Add more

Group t Members
©  gency rpprove l
(_JI Agency Budget Shannon Arceneaux
Austin Bachman
ency Legal
O Ae i Calvin Mayeux
P .
() Evaluation Committee Glenn Frazier
Jessica Barmnes
O Observers
Q, Search more I
O ose I_,
_/ Project Owner Austin Bachman

Choose Values for Members

Add to Currently Selected

Mame w | | Pelicia
Mame T 1D Type Phone  Emall Address
Falica s
felicia sonnier@lagoy  Enterprise User 342 felicla sonnlenila.gov
B T
BOIR
{

Currently Selected

Mame 1 1D Type Phowe Email Address

o ftems
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23. Once all Team Members have been added, return to the Tasks tab. Click on the “Add Team
Members to Project” task and select “Mark Complete”.

Ty a T 5 @ @

1D SR120335 a8

RFP for Censulting Services

elated Knowledge Tasks: incomplete Tasks: 3
Sourdng Request e MiEstons: Subiml Sourcing Requet 1o O5P
[Exparnid Peogects
| Knowdedge Ancas -
Crverview Documents Tasks Team Muossage Board Event Mezsages History
parch Knowindpe
Shows | (Any Stabus) v | | RegurediOptional - | | (Rny Cwnar) W
RFP for Congulling Sefvices B
Karme Descumsnt Cramies Slabus Do Diaber
] Wotification for bew Sourcing Requests RFF for ConSUing oyt Ownor Schoduled 112002020
Senvices
r:ﬂ llur.' Team Members to Project ™ VI Austin Bachman I Frogress
[ Action - REP Documents ' Project Owrer Mot Started ¥ L/202020
& " gt RFF for Conuudling r Mol Stasted
«© View Task Detadls Y el Project Cwne it Stacted P»
Edlit Task
wiark Complete

24. Next click on the “Complete RFP Documents” task and select View Task Details.

< Q¥ a & 5 @ @

RFP for Consulting Services L
Related Knowledge Tasks: incomplete Tasks: 3

Soidng Foeques Hext Milestorse: Submil Sourcing Request (o 058
k Expand Projects

Il Ercmdisdige A
PR De Araad [ p— Documents Team Message Boatd Event Messages Hisbaiy

paat ch Brcwlad e

Shewt | [Ary Staha) w| | Required'Optionsl ~ | | [Ary Cwner)
RFF for Consulling Services Act =
Nams Document O Status Dus Date

RFP for Consaling

i1

Ll motification for New Sowrcing Requests Project Ownar Schadulad 112002020

Senaces W
_‘.J Add Team Members 1o Project 2 Busstin Bachman  In Progress
(5 Boomplete RFP Documents ™ REP Documents ' Project Cwner  Not Started 1002062020
RFP for Comsauttin
{5 Action 5P * Ay b P& project Owner ot Started P
Edit Task
Cipen Folder
Mark Started
Mark Complate
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25. Read the task description. The referenced document templates can be downloaded within the
task or from the RFP Documents folder on the Documents tab. Click Cancel to return to the
Tasks tab.

Document Task

Make the necessary changes to this task, and click OK to save the changes. You can change the Due Date, change the chronological display order of this task in the project by ~ More

RFP for Consulting Services Complete RFP Documents

TSK120509917 Complete RFP Documents Not Started

1) Open RFP Documents folder.
2) Download templates included in RFP Documents folder.
3) Complete documents and upload to RFP Documents folder.

[ RFP Documents (Read Only) Here you can do the following actions
W Scope of Work Template v * View folder and edit documents
i izzr?:mﬁsz,ns and * Replace document(s) on the left
Mark Complete
Properties Task History

26. Click on the “Complete RFP Documents” task and select Mark Started.

‘0 T e oo O

RFP for Consulting Services 0 SR1Z0336768
Related Knowledge Tasis: Incomplete Tasks: 3
ksl liint Maxt Milestone: Submil Sowrcing Reguest to D5F

b Expand Projects

il K Are
TS Cherview Dacurmsents Team Miessage Board Evend Messapes Histedy

[Bearch Knowledge

Show: | (Any Status) w | | RequirediOptional ~- || (A Cramned)
RFP for Consulting Services m =
K Docusmanit [a00 00 State Dase Dabe

BFP for {ﬁum_i,-_u-ug

Sendoes W Project Owner  Scheduled 112002020

U Hotification for New Sourcing Requests "

E add Team Members to Fraject ¥ o fugstin Bachman  In Progress

N Complete RFP Documents ® I RFP Dooumsnts ' Project v Mot Stamed 112020

(2 Action 5P FPfor CONSUNNG  priaet Owner Mot Started ¥
Sorvices W

Wiew Task Delails
Edit Task
Opean Foldes

Mark Started

Mark Complete
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27. Click on the Documents tab. Open the RFP Documents folder by clicking on it. Click on Scope of
Work Template and select Download.

< Ty

Related Knowledge

P Expand Progescts
all Knowlodge Arpas

kearch Knowledge

bAP Ariba

RFP for Consulting Senvices

s T

Quick Link:

Inestrusc]

RFP for Com

Coon

Wirav Datails
Ediit Attributes
Copy
Moo
Pulsish
¢ jons
Add 1o Guick: Links
Leck

Create Shofout

Replace Dooument W

Creste Mew Task

Ta Do
Resieny
APRoal
N poliation

Reatification

Meszage Board

a e 9 0 @

O SR1M03357/58
Tasks: Incomplete Tasks: 3

t Milestone: Submil Sowcing Request o O5P

Ewgnt Massages Histary
Shicww Darladls Actions » =
Progesct Cramr Kot Edibed
Progect Cramern
Project S ol Ecited
Progisct Cramier Rot Edibed
2008 < 0 A

28. Download the remaining documents in the folder using the same process.
29. Complete the Scope of Work Template and the other documents. Once the Scope of Work is
complete, return to the Documents tab. Click on Scope of Work Template and select Replace

Document.
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T s e oo ©
RFP for Consulting Services I S
Related Knowledge Tasks: Incomplete Tasks: 3
Sourcing Fequest Next Milestone: Submit Sourcing Request o O5F
P Expand Propects
Al Encedadge Araas
3 AR Dioscuamsenis Tasks Tiaamy Message Board Event Massapes Histary
Baearch Knowledge
bon
Quick Link:  Download
A Wiew Dotals
(" Sourdr
Instruct Edit Altributes
RFP for Com  Copy Show Dotalls Actions w <]
Moo
B Cramr Slabus
Publish
W 5 ) 5 st Exited
% sm A b e e s Pragect Ownir Mot Edite
v 3 RA Liek Project Cemner
(i i Prioject e Kot Edited
ﬁ g rEact O Mot oad
Craste Miw Task
TaDa
R
Appicval
BAP Ariba A \ Megotiation
i Bac heriars {muntin bacherand gov) Last visk 1LASE00 208 AM | Staie ¢ Neotification
Chutimary sy S wiw Sstwred Pavope 1608 R —

30. The completed Scope of Work can be uploaded by clicking Browse or by dragging and dropping
the file into the denoted box. Next click Replace.

Replace Document

Orginal Dosisrent

Drscription.

Choose a dooumnent to neplsce the Originad Document and enter 3 Descriiption 1o explain why the dooument is being replaced. You can replace the Original Cocument by

(%  Seepe of Wodk Template docx

<O a =29 0 @
Stae of Lounisrg
HOME CONTRACTS SUPPLIERS Recent %  Manage “  Create

Aarne

Lo chop fle bere

Replace criginal dacument vwith & docurment Irom & project

- CI,r': =
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31. You should receive a message stating the file you are uploading does not match the file you are
trying to replace. Select “Replace document by the uploaded file” and then click OK.

) a = 2 @ @

HOME QLARCING QNTRACT UIPFLIER Rocont “w M Rl W raate

Replace Document

The: file Scope of Work docx, which you are uploading. does not match Scope of Wk Template docs, which you are trying to replace. Do you want to

The file you are uploading does not match the e you ane tnyving to replace. You can either overarite the old file with this new one or choose a different file by selecting the  More

32. On the next screen, click Save.

Scope of Work -I Cancel

Echit this Document a5 necessary, You can choose to label these changes as & new version Iry checking the Dox ab the top. When you have finished edting this Document. click  Move

B Ve, saee a3 Ko, srve and continue editing v2

—— v — ot — W

33. Follow the same process to upload the other documents.

34. Return to the Tasks tab. Click on the Complete RFP Documents task and select Mark Complete.

35. The final task to perform is the “Submit Sourcing Request to OSP” task. This task is an approval
task that will route a simultaneous approval to the Team Members designated as Agency Budget
and Agency Legal, if applicable. Once the task is approved by Agency Budget and Agency Legal,
the approval routes to Agency Approver. Once the Agency Approver approves the task, the
Sourcing Request is submitted to OSP. To begin the approval workflow, click on the task and
select View Task Details.
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RFP for Consulting Services I0 SAI0336798

Related Knowledge Taskes: incomplete Tasks: 1
Soucing sl
Sowrcing Request Hext Milestone: Submit Sourcing Request io OSP

» Expand Projects

All Ereesdedge A
Lt Ovendew Documents Tasks  Team Message Board EvertMessages  History
Cagech Knowwlodge
Show: | (Any Status) “w || Reguired'Optional s | | [Ary Owner) o
RFP for Consulting Services Rl =
e Document AT Slahes Do Date
RFF I i
] hotification for ew Sousting Reguests v ‘:’cﬂ“ W€ ProjectOwner  Scheduled  11/20/2020
o  Add Team Members to Project ™ Austin Bachman  Compliste
v Complote RFP Documents ™ v RFP Documents % Austin Bachman  Comglete 1120603020
. RFP | i )
I {5 Subenil Sourdirg Reguest 1o OSP * I w::;;:ﬂ g Project Dwnar Mot Started P
Action
Ecit Task
Open SOoUrcng Roguest

36. An initial message may be entered to provide additional information to the approvers.

Approval Task

This task requines approval on one of mare documents, Prior b submitting this task. dotuments mast be ready for appeoval. You can enler any necessary task messages and

RFP for Consulting Senvices Submill Sourcing Request o O5F

TSK120509915 Submit Sourcing Request to OSP Roursd 1: Mot Started

Subwmit this task to begin the agency approval process. Once the Agency Approver has approved the Reguest, the Sourdng Request willl be submitted to O5F,

» O RFP for Consulting
1. = Serices W

2. Spedity Dus Date
Days after parent phase starts: None

@) fivesd Dste =)

3. Provice an initial message and click Submit

Adchticnal Altachments.

Adore
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37. To view the approvers, scroll to the bottom and click on Approval Flow. The specific approvers
may be seen by clicking on each group name.

Additional Attachments...

e
Properties Task History Approval Flow

Pendding Pending

v v v v
Agency Legal Agency Approver
Submitted Approved
Pending
¥ v
Agency Budget

Review Details for Agency Legal

These are the details for the approver you selected.
ID: PG120509904
Mame: Agency Legal
Users who can approve:

Karen Loftin

38. If additional approvers need to be added to the workflow, this can be accomplished by clicking
the appropriate blue arrow and choosing whether the new approver is a serial approver or
parallel approver. A serial approver is sequential whereas a parallel approver receives the
approval simultaneously with other approvers.
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Properties Task History Approval Flow

Pending Pending
b h ¥ A

] ' i Agency Approver
Add Serial Approver

Add Parallel Approver

Submitted Approved

Pending

Agency Budget

39. To begin the approval flow, click Submit.

Approval Task m

This bask requires approval on one o more documents. Prior to Ssubmifting this task, documents must be ready for approval. You can enbér sy necessary task messages and  More

RFF for Consulting Sendces Subemil Soucing Request 1o O5P

TSK120509915 Submit Sourcing Request ta OSP Found 1: Mot Started

Sulhemil thes task 1o begin the agency approval process. Once the Agency Approver has approved the Reguest, the Souwrcing Recuest will be submitied 1o OSP.

5] RFP for Consulting
L = Senvices W

2. Speciy Dus Dale
Days after parent phase starts: Nong

® Fioed Date =

3 Provide an initial message and click Submit

—sitg—  —fost— ~

These services are mission critical, The estmated cost i §300,000, Fund XvZ will be used.

Additionsl Attachmenis
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40. You can monitor the approval progress by returning to the task and viewing the Approval Flow.

Properties Task History Approval Flow

Subrmitted Approved

41. When the Agency Approver approves the task, the Sourcing Request is submitted to OSP. It will
be assigned to an OSP Analyst who will contact you regarding the next steps.
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