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Welcome to 

Sourcing for Buyers  
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Instructor, Ramon Mira 

 

 

Welcome and Introductions 

Logistics 

Ground Rules 

Course Objectives 

Course Content 

Introduction 
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Course Agenda 

Chapter Description 

1 Course Overview 

2 Professional Shopping Cart 

3 Sourcing 

4 Managing the RFx Process 

5 Contract Management 

6 Summary 
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By the end of this course, you will be able to: 

 

 

  Understand Buyer roles in the purchasing process  

  Describe the Shopping Cart and its approval process 

  View unprocessed Shopping Carts in the SRM Sourcing Cockpit 

  Source for vendors 

  Understand the RFx Process 

  Create a contract or P.O. from an RFx response 

  Manage contracts 

 

 

 

 

 

 

Course Objectives 
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Why Are You Here? 

Legacy refers to the District’s  

outdated financial (includes 

procurement) system known as IFS  

The replacement program refers to 

the overall project to replace IFS 

with SAP (Systems, Applications, 

Products) 

SAP is an enterprise resource 

planning software which will 

become the financial and 

procurement system for the District  

 

The Legacy Replacement Program (LRP) is a business 

transformation project for Finance and Procurement 
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What are the Key Benefits of SAP? 

Many processes become electronic: 

Electronic invoicing 

Use of online shopping cart  

Most procurements conducted online 

  Improvements to: 

 Inventory maintenance and asset management   

Accessibility to real time reports with more comprehensive data 

Volume buying discounts, generating cost savings  

Productivity and efficiency of procurement and 

 finance functions 

A single District financial system of record  
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What is Procure to Pay? 

  The Procure to Pay process represents the entire purchasing cycle, 

from the creation of a shopping cart to the payment of a vendor. This 

process includes determining requirements and requesting goods and 

services,  sourcing, creating purchase orders, processing goods or 

services receipts, and processing invoices and payments. 

 

 



8 

What is SRM? 

  Supplier Relationship Management (SRM) 

A user-friendly program which interfaces with SAP and allows 

schools and offices to use an online shopping cart to purchase 

goods and services from the District’s warehouses and from 

external vendors.  
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Purchasing Process Overview 

 

 
Create Shopping 

Cart 

Shopping 
Cart Approval Purchase 

Order 

Confirmations / 
Goods Receipts 

Vendor 
 Payment 

Vendor 
 Notified 

Vendor 
 Shipment 

Invoice 
Receipt 

3-Way 
Match 

Sourcing 
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Purchasing Roles 

  Requestor 

 Initiates the creation of the Shopping Cart (purchase requisition) 

  Shopping Cart Approver 

Approves the Shopping Cart request through workflow 

Strategic Buyer 

Reviews shopping carts to determine requirements 

Obtains quotes 

Determines costs of requirements and sources  

of supply 

Creates, maintains, and completes solicitations 

  (RFxs, which are bid invitations) 

Creates, maintains, and processes procurement  

documents (POs, contracts) 
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Purchasing Roles 

Operational Buyer 

Creates, maintains, and processes procurement  

documents (POs, contracts) 

RFx and Contract Approvers 

Approve RFxs and contracts, as applicable, through workflow 
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Key Changes 

  No longer a paper-based environment; majority of the work will be 

performed electronically  

  Automated Approval-routing (Workflow) for: 

– Shopping Carts 

– Purchase Orders 

– RFxs (solicitations) and 

– Contracts 

  Electronic form-creation & -maintenance 

– Bid-solicitation and responses 

– Purchase orders 
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Key Changes  

(Cont.) 

 

 System-generated messages will include 

 Bid-invitations 

 Award notices 

 Contract-expiration & -capacity alerts 

 Approval action reminders (RFxs and contracts) 

 Learning how to perform daily duties within a new system 
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Key Changes 

(Cont.) 

  Many contract, amendment and RFx templates will be standardized 

and available within a single repository 

On-line certification will replace vendor signatures on some RFx 

responses  
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Benefits of SRM for Buyers 

  Funding is already approved and pre-encumbered for shopping cart 

items 

  Auto-creation of purchase orders for catalog items, other items under 

contract and low value purchases 

  Workflow for Shopping Carts, P.O.’s, RFxs and Contracts 

  Ability to attach documentation  

  Access to real time data 

Ability to track the progress of processes 

Ability to generate own reports 

  Reduced paperwork 
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Course Agenda 

Chapter Description 

1 Course Overview 

2 Professional Shopping Cart 

3 Sourcing 

4 Managing the RFx Process 

5 Contract Management 

6 Summary 
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By the end of this chapter, you will be able to: 

 

  Discuss key terms and concepts 

  Describe the types of Shopping Carts 

  Describe the Shopping Cart creation process 

  Describe Shopping Cart Approvals  

 

 

 

 

 

 

Chapter Objectives 
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Key Terms 

  Shopping Cart 

 A feature used for shopping online to purchase goods and services from 

District warehouses and external vendors.  

 In most cases the quantity, vendor, required delivery date, estimated costs 

and other pertinent information is recorded in the shopping cart.   

 Purchase requisition 

 

Catalog through Open Catalog Interface (OCI) 

 Catalogs contain items that will result in automatically- 

 Issued purchase orders 

 

Product Category / Material Group 

 A classification with a description that groups  

materials with similar attributes 
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Key Terms 

Product ID 

A unique number used to specify an item with a Material Master 

– Referred to as a Material Number in ECC 

  Purchasing Group 

  Identification given to purchasing department personnel involved in 

the procurement process 

– Purchasing Group = Buyer ID 

Workflow 

Determines which persons are responsible for 

approving Shopping Carts, RFxs, contracts and purchase orders 
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Shopping Cart Types 

There are different ways of creating Shopping Carts:  

Catalog – an online list of goods, by category, including descriptive 

information and pictures 

– Internal catalog for items ordered from: 

– District warehouses 

– General Stores Distribution Center Catalog 

– KIS Computer Center 

– External catalog for items ordered from outside vendors and for 

which contracts are already in place 

– Arey Jones 

– K12 Market Place 

– Follet Educational Resources 

Non - Catalog (Free Text) - a Shopping Cart of an item that does 

not exist in any catalog. The Shopping Cart contains information 

that the Buyer needs to source the item such as descriptive 

information, pricing and referencing source.  
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Catalog Shopping Cart Creation 

Process Flow  

Create Catalog 
Shopping Cart 

Requestor 

Shopping Cart 
Approval 

Workflow 

Purchase Order 
Created 

PO is Automatically 
Created & Sent to 

Vendor 

Low-value, Contract or Catalog Shopping Carts 



23 

Create Shopping Cart - Catalog Items 

Select or look up item(s) 

Add the item(s) to the shopping cart 

Specify quantity 

Required date 

Any additional items 

Review and submit cart 

Funds are automatically checked and the workflow  

is initiated sending the shopping cart for approval  

and fulfillment  
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Create a Catalog Shopping Cart 
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Non-Catalog Shopping Cart Creation 

Purchases > $25,000 

Create Non-
Catalog 

Shopping Cart 

Requestor 

Shopping Cart 
Approval 

Workflow 

Review Shopping 
Cart in Sourcing 

Cockpit 

Buyer 

Source 
Shopping Cart 

Buyer 

Create 
Purchase Order 

Buyer 

Purchase Order 
Routed for 
Approval 

Buyer 
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Create Shopping Cart - Non-Catalog Items 

Enter descriptive information, pricing and referencing source for item(s) 

Add the item(s) to the shopping cart 

Specify quantity 

Required date 

Any additional items 

Review and submit cart 

Funds are automatically checked. Workflow initiates 

sending the shopping cart for approval, sourcing  

and fulfillment.  
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Create a Non-Catalog (Free Text) Shopping Cart 
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Shopping Cart Approvals 

  Shopping Carts may have one or more levels of approval: 

  First approval – Requestor’s Cost Center Manager 

  

  Key Note:  By the time a Shopping Cart arrives in the Sourcing 

Cockpit, the funds have already been pre-encumbered.  
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Shopping Cart Summary 

The product category/material group drives the Shopping Cart to the 

right Buyer 

  Reassign if necessary 

 

  Documents can be attached to the shopping cart  

  Documents will carry to the purchase order 
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Course Agenda 

Chapter Description 

1 Course Overview 

2 Professional Shopping Cart 

3 Sourcing 

4 Managing RFx Process 

5 Contract Management 

6 Summary 
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By the end of this chapter, you will be able to: 

 

 Discuss key terms and concepts 

  Review shopping cart requests in sourcing cockpit 

  Create a P.O. from a Shopping Cart 

  Create an RFx from a Shopping Cart 

 

Chapter Objectives 
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Key Terms 

Sourcing 

  The process of selecting and committing a supplier to provide a 

good or service required by the District  

Sourcing Cockpit 

The part of the Buyer’s work area in SRM from which the Buyer 

conducts the sourcing process 

Sourcing Cockpit can be used to: 

– View unassigned shopping carts 

– Assign vendors to shopping carts 

– Create solicitation documents 

– Create purchase orders 

– Create contracts 
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RFx Process 

  Identification of Need 

  Shopping Cart is for goods and services not under contract  

  Buyer’s own analysis indicates that a contract is nearing its 

expiration or its target value 

 

  Develop and Issue RFx 

  Create RFx 

  Create and attach supporting documentation 

  Publish (to approvers, where required) 

  See information regarding Formal and Technical RFxs posted on 

the Procurement website 
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Sourcing Goods & Services in Sourcing 

Cockpit Process Flow  

  

 

  

 

  

 

  

 

 

Process Flow 
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Cockpit  

Buyer 
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Identified 

Buyer 

Source Product - Less Than the Low-value Threshold [$25,000] 

Source Product - Greater Than the Low-value Threshold [$25,000] 
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Buyer 
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Buyer 
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order 

Buyer 
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ID Source 

Buyer 

Conduct 
Source-

selection 

Buyer 
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Sourcing Cockpit 
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Sourcing Cockpit 

(Cont.) 

The Sourcing Cockpit outlines and displays the Sourcing process: 

Select Requisition (shopping cart) 

Assign Source of Supply 

Review Drafts 

Summary Screen 
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Sourcing Cockpit 

(Cont.) 

Search Criteria 

  Allows you to narrow the results of Shopping Carts displayed 

  Allows you to set up your settings to display your personalized 

information the next time you log in. 
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Sourcing Cockpit 

(Cont.) 

Search Results 

  Based on the information entered for the Search Criteria, this 

area displays all applicable Shopping Cart (requisition) requests 
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Review Shopping Cart Request in Sourcing Cockpit 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Review Shopping Cart Request in Sourcing Cockpit 
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Purchase Order Creation 

  Purchase orders can be created three ways: 

Auto-created from shopping cart 

–  If under the threshold amount 

–  All required fields are completed (vendor, amount, etc.) 

Sourcing Cockpit 

–  Over the threshold amount 

–  Required fields were omitted 

–  No current contract 

Directly within SAP  
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Create PO from Shopping Cart 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Create PO from Shopping Cart 
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Sourcing with RFx 

Process Flow  

Review SC in cockpit 

Buyer 

Create RFx from SC 

Buyer 

Attach Docs to RFx 

Buyer 

Publish RFx 

RFx is electronically routed 
based on maintained tables 

Modify / Update RFx 

Buyer 

Respond to Bidder 
Question 

Buyer 

Review Bids 

Buyer 

Award 

Buyer 
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Create RFx 

RFx - can be created several ways: 

Sourcing Cockpit (from Shopping Cart) 

–  Informal RFx 

–  Formal RFx 

– Technical RFx 

–  Reverse Auction (alone or as part of RFx) 

Copy an existing RFx 

Directly in SAP 
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Create RFx from Shopping Cart 

  

Scenario: Add Questions that can be weighted for  

bid evaluation 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Create RFx from Shopping Cart 
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RFx Status 

  RFx Status:   

  Saved -  

  Awaiting Approval -  

  Published -  

  Completed -  

  Deleted -  

  Release Rejected -  
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Attach Documentation 

  One of the benefits of the SRM is the ability to attach documents to 

RFxs, RFx Responses and other records.  

This supporting documentation is available for easy retrieval.  

Documents can be added during the initial creation of a RFx or later as 

needed through 

Notes and Attachments tab or 

Collaboration Folder 
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Attach Documents to RFx 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Attach Documents to RFx 



53 

Document Builder 

Document Builder is a tool for creating the paper documents 

associated with a record—an Invitation for Bid document, for example, 

for an RFx record. 

Document Builder pulls some information from SRM (RFx submission 

deadline, for instance) and some information from the user’s responses 

to certain template-specific questions. 

  At go-live, we expect 13 RFx and contract documents to be accessible 

through Document Builder with more to come. 
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Document Builder 
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Document Builder 
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Document Builder 
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Document Builder 
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Document Builder 
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RFx Approval 

The RFx document has been completed in Document Builder and with 

the RFx record will be electronically routed via workflow for review and 

approval.  

  Authorized approvers were previously identified within SRM 

through maintained tables 

Additional approvers may be added on an ―ad hoc‖ basis 
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Publish RFx for Approval  
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Publish RFx for Approval 
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Course Agenda 

Chapter Description 

1 Course Overview 

2 Professional Shopping Cart 

3 Sourcing 

4 Managing the RFx Process 

5 Contract Management 

6 Summary 
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By the end of this chapter, you will be able to: 

 

  Discuss key terms and concepts 

  Respond to bidder questions 

  Modify/ Update RFx 

  Convert an RFx into an auction 

  Evaluate RFx responses in SRM 

 

 

 

 

 

 

Chapter Objectives 
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RFX WITH AUCTION PROCESS FLOW 

Review SC in cockpit 

Buyer 

Create RFx from SC 

Buyer 

Route RFx for Approvals 

RFx is electronically routed 
based on workflow 

Respond to Bidder 
Question 

Buyer 

Evaluate Bids 

Buyer 

Award 

Buyer 

Convert RFx to Auction 
(Short-listed Bidders) 

Buyer 

Conduct Auction 

Buyer 

Evaluate Final Bids 

Buyer 

Attach Docs to RFx 

Buyer 

Modify/Update RFx 

Buyer 
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Key Terms 

  Bidding Engine is a component of SRM that can be used by Buyers to:  

Create and process bid invitations and live auctions 

Respond to Bidder question(s) 

Evaluate bids 

  

  Supplier Self-Service (SUS) is a web-based application that gives 

Bidders access to doing business with the District  

over the Internet directly.  

Allows Bidders to register and maintain their  

own data for accuracy 

Used to submit bids in response to bid  

invitations and auctions 
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Integration 

  Supplier Self-Service (SUS) and Bidding Engine  

  Integration between the two allows the Buyer, to publish a bid 

invitation initiated in the Bidding Engine via SUS. Bidders can then 

use this service as a single point of access for all interactions with 

the Buyer.  

  Creates a streamlined and highly collaborative bid management 

experience 

  Enables staff to review each bid response 

 

 

 

 

 

 



67 

Bidding Engine 
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Bid Invitation 

  Formal and Informal RFxs Distinguished by Policy 

  Formal RFx- RFXP 

  Public or Private 

  Over State bidding threshhold 

Two levels of approval required (over buyer) 

  Informal RFx- RFXI 

  Private 

  Bidders’ list of Vendors identified 

  One level of approval  
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Bid Invitation continued 

Technical /RFx-RFXF 

Two envelope 

– Technical qualifications evaluated first 

– Price and related criteria evaluated second  

Two separate openings 

– Technical 

– Price 

Managed through collaboration folders 
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Bid Invitation 

(Cont.) 
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Bidders’ Response 

  If Bidders have additional questions regarding the RFx, they are able 

to ask the buyer questions 
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Respond to Questions 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Respond to Questions 
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Modify RFx 

  Based on the questions from the Bidder it may be necessary to update 

the existing RFx.  

Extend the bid submission deadline 

Modify other aspects 
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Modify/Update RFx 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Modify/Update RFx 
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RFx Process 

Receipt and Evaluation of Bids 

  Respond to Bidders’ questions 

  Modify RFx (if applicable) 

  Evaluate RFx Responses 

–  Determine if any follow-on procurement actions are appropriate 

(e.g., reverse auction, follow-on RFx) 

–  If so, Buyer can convert RFx to an auction or conduct follow-on 

RFx 

  Award 

  Notice of bid status  

  Notice of Non-award 

  Contract, where appropriate 

  Purchase Order 
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Review Bids & Evaluator Scores 

  Receipt of Bids and Enter Evaluator Scores 

  Bids will be received, reviewed and evaluated by Buyers 

  Evaluated bids may be issued scores manually or through SRM 
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Review Bid Proposals 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Review Bid Proposals 
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Reverse Auction 

  Reverse Auction (live auction) 

  Allows bidders to interactively adjust their bids in reaction to bids 

submitted by other bidders 

– Think eBay!  
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Convert an RFx into a Reverse Auction  

 w/Short Listed Bidders 

 

Scenario: Show both the Buyer’s view and the  

 Bidder’s View 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Create Reverse Auctions w/Short Listed Bidders 
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Award 

  Bid-status Notice 

  System Generated when buyer clicks Award after accepting and 

rejecting RFx responses (or after accepting and rejecting auction 

responses) 

  Award 

After a proposed award has been approved by Board of Education 

or otherwise: 

– Buyer manually sends notice to awarded party 

– May also send notice to non-awarded bidders 

– Buyer runs ZSR_RFX_TO_WEBSITE Transaction 

– This transaction posts award details to procurement website  
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Course Agenda 

Chapter Description Time 

1 Course Overview 

2 Professional Shopping Cart 

3 Sourcing 

4 Managing the RFx Process 

5 Contract Management 

6 Summary 
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By the end of this chapter, you will be able to: 

 

  Discuss key terms and concepts 

  Monitor Contracts and available amount 

  Forward Contract for Approval 

  Reference Contract in a Purchase Order 

 
 

 

Chapter Objectives 
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Contract Management  

  Manage Contracts activity will be used to create, approve, amend, 

renegotiate and complete District procurement contracts either as a 

result of (or independent of) a solicitation process, as required.   

  Create Contract – contract record created initiating workflow 

  Approve Contract - completed through workflow 

  Display Contract – view contract record 

  Amend Contract - contract changes will follow 

original process flow 
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Contract Management 

Process Flow  

  

 

  

 

  

 

  

 

 

Process Flow 
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Contract Management  

Process Flow (Cont.) 
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Monitor Contracts 

  As a Buyer, you will have to monitor two items for contracts: 

  Effective Term - validity period of a contract; valid to and valid from 

  Target Value - existing contract’s monetary capacity; not to exceed 

amount 

Automated alerts: 

– Expiration Date 

– Target Value 
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Contract Initiation  

  A Buyer will learn of the need to create or enter into an agreement 

from three key sources: 

  Shopping Cart 

  Buyer’s own monitoring of agreements 

  Offline procurement process for Facilities 
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Contract Development  

  A Buyer will develop a contract after: 

  Recognizing a need 

  Verifying no violation of District policy 
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Contract Execution 

  A Buyer will 

  Verify funding 

  Submit the proposed agreement for approval(s) –  

–  in SAP through  

– Established workflow and/or 

– Ad hoc approvers or 

– Offline 

Confirm District policy requirements - Was Board pre-approval 

needed?  

– Below Board-approval threshold, electronically route via SRM  

for final review and approval 

– Above threshold, manually prepare and submit 

for Board consideration 
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Contract Distribution 

Buyer submits contract document to vendor for signature offline  

Buyer will submit the contract offline for District signature 

  Once signed, the contract can be sent to the vendor and uploaded into 

SAP and released 

  Releasing the contract makes it available for use 
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 Demonstration 

This is a 

demonstration only.  

Watch as the 

instructor shows you 

how to complete the 

task in SAP. 

Forward Contract for Approval 
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 Exercise 

To complete this 

exercise  

follow the 

instructions listed 

here. 

Forward Contract for Approval 
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Course Agenda 

Chapter Description Time 

1 Course Overview 

2 Professional Shopping Cart 

3 Sourcing 

4 Managing the RFx Process 

5 Contract Management 

6 Summary 
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What have 

you  

learned so 

far? 

 

Do you have  

any 

questions? 

Course Summary 

At the completion of this course, we’ve learned:  

  The value of a Professional Shopping Cart 

How to create, maintain, and complete 

procurement processes (RFxs and auctions) 

  How to create, maintain, and process contracts 

  The SRM system allows for flexibility in terms of 

when changes can be made to a contract record. 
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You have just completed Sourcing for Buyers. 

 

Thank you for attending! 


