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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416177610][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
ePro1-Manage Sourcing business process is for the purpose of:
· Creating solicitation packages
· Posting invitations to respond to solicitations
· Receiving and evaluate responses
· Awarding a contract or purchase order (PO)
· Managing the protest process
The Manage Sourcing process starts when the department identifies a need to purchase goods or services to create a new contract and a solicitation package is created. RFx is a term that references strategic sourcing and procurement, including: Request for Proposal (RFP), Request for Quote (RFQ), Request for Information (RFI) and Auction. Creating a solicitation event starts by copying information from the requisition to the solicitation or by entering solicitation information directly into FI$Cal. 
Department Buyers may select from a predefined set of bid factors configured in the FI$Cal solicitation module for bid solicitation. Bid factors are evaluation factors for weighting bid responses and may be cost or non-cost related, such as price, warranty, or years of experience. Pre-defined bid factors may be modified to fit the bid event, or new factors are created, as appropriate. An example of a bid factor is Small Business/Disabled Veteran Business Enterprise (SB/DVBE).
Bid invitation lists may be generated in FI$Cal during the solicitation process by using various search criteria (vendor name, address, etc.), SB/DVBE certification, or searching the United Nations Standard Products and Services Codes (UNSPSC). By clicking the “Public Event” check box, the approved event posts to the FI$Cal California State Contracts Register (CSCR).
In FI$Cal, the term “bidder” represents any entity that expresses an interest in responding to a solicitation to do business with the State of California. Note that a “bidder” becomes a “vendor” upon award of any PO or contract and only vendors exist in the FI$Cal Vendor Management File (VMF). 
Bidders may directly key responses to bid events into FI$Cal, or they may enter their bid information into an .xml file and upload it to FI$Cal. Only registered bidders can submit responses in FI$Cal.  Bidders cannot submit online responses past the end date/time enforced in FI$Cal. Bidders may also submit paper responses, which the Department Buyer manually enters into FI$Cal on behalf of the bidder.
The Department Buyer may request collaboration of stakeholders and subject matter experts (SMEs) for review of the bid event and bid analysis. Collaborators are FI$Cal users, other than the contract creator, who have the proper security role to review and change documents and transactions. Email notifications are sent to the Department Collaborators as the event is routed sequentially for approval in FI$Cal. Department Collaborators can check out the event in FI$Cal and check it back in after they make their markups. 

The analysis and award of a solicitation starts when the system tabulates bid responses which may be sorted by total cost or score. Tabulation may be exported to an Excel spreadsheet for further manipulation.
After determining a bidder to award, and once the protest period has expired (if applicable), the award is posted in FI$Cal and bidders are notified. The award may be to a contract or to a PO. The post award process automatically creates the contract or PO, using requisition/solicitation information. The Manage Sourcing process ends when the PO or contract is awarded/posted, rebid, or cancelled.

[bookmark: _Toc400710773][bookmark: _Toc416177611][bookmark: _Toc347930420]FI$Cal System and Organizational Roles

	EPRO1-MANAGE SOLICIATIONS

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department Buyer
	Buying Department

	Department Collaborators
	Department

	Bidder
	Submit bid response


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc416177612]ePro1 – Manage Sourcing Process Steps Description
[bookmark: _Toc416177613]Create RFx Bid Event Sub Process Steps Description
The bid event is a solicitation process that results in the procurement of goods and/or services. The Create RFx Bid Event sub process creates the solicitation event, which may be entered directly into FI$Cal or originate from a requisition.
1. Create RFx Bid Event: The Department Buyer creates the RFx bid in FI$Cal, including bid factors, line items, and bidder list. After creation, the event may be routed for collaboration with departments/units, stakeholders and SMEs. This process also includes workflow approvals of the event.
2. Create Sourcing Project Plan?  An option exists to create a sourcing project plan; this is helpful to identify milestones in the solicitation process.
If Yes: Create sourcing project plan. Continue to step 3. 
If No: The Department Buyer decides if collaboration is required. Continue to step 4.
3. Create sourcing project plan: Develop a procurement and sourcing strategy, including activities, start and end dates and milestones for the solicitation.
4. Collaboration?  The collaboration feature in FI$Cal allows the Department Buyer to request collaboration in reviewing contractual documents, if required. The Department Buyer sets up the collaboration by entering the Department Collaborators in the sequence in which they will be reviewing the document. Collaborators can be anyone with the property security setup.
If Yes: Department Collaborators check out, edit, save, and check in the event in FI$Cal. Continue to step 5.
If No: The Department Buyer routes for workflow approval. Go to step 7.
5. Check out, edit, save and check in the event: Department Collaborators receive an email notification, check out the document, make edits, save, and check in the document.
6. Receive and review event: The Department Buyer receives the event in the work list after the last Department Collaborator has made edits. 
7. Event workflow approvals: The event is routed for approvals.  The event workflow approval set up is based on State and Department approval rules.
8. Post event and notify bidders: Once the event is approved, it is posted and viewable online in the FI$Cal California State Contracts Register (CSCR) website. Event posting sends an email notification to invited bidders. If the event is flagged as “Public” in FI$Cal, it is visible to anyone registered in FI$Cal. The state dispatches electronic or paper solicitation (paper, fax or email) and accepts electronic or paper responses. Only bidders registered in FI$Cal can submit bid responses through the system. 
9. Advertising required? Some solicitations are required to be advertised.
If Yes: If advertising is required then post the event. Continue to step 10.
If No: Leave the “Public Event” check box un-checked and determine if a bidder conference is required. Continue to step 11.	
10. Post event advertisement: The Department Buyer advertises the event by clicking the “Public Event” check box to post the event to the California State Contracts Register (CSCR).
11. Bidder conference required?  According to state and departmental policies, a bidder conference may be required.
If Yes: The Bidder Conference is conducted. Continue to step 12.
If No: The Department Buyer determines if an addendum is required Continue to step 13.
12. Conduct bidder conference: The Bidder Conference is set up.  This conference provides an opportunity for the bidders to receive instructions and ask bid related questions.
13. Addendum required? The solicitation may require an addendum (a document not included in the main part of the contract) as a result of the bidder conference.
If Yes: Go to Bid Event Addendum. Continue to step 14.
If No: Go to receive bid invitation. Continue to step 15.
14. Bid Event Addendum: The addendum is generated after the initial posting of the bid solicitation and sent to the bidders. 
15. Receive bid invitation: The bidders receives the bid invitation.
16. Enter bid online? Is the bid entered into FI$Cal?
If Yes: The bid is entered into FI$Cal. Continue to step 17.
If No: Responses must be manually loaded. Continue to step 18.
17.  Submit online bid responses: Responses to bid events may be keyed directly into FI$Cal by the bidder, or created as an .xml file which can be uploaded by the bidder.
18.  Manual responses entered in FI$Cal: Paper responses are manually entered into FI$Cal by the Department Buyer. Online responses allow the bid to be directly entered into FI$Cal.
[bookmark: _Toc416177614]Create RFx Document Package Sub Process Steps Description
The RFx document package/attachment is created and attached to the solicitation event.
1. Create, edit, and save the solicitation package: The Department Buyer utilizes the FI$Cal document library which contain templates for predefined clauses to build the solicitation document package which is then saved in FI$Cal.
2. Collaboration? Document packages may be routed via email notification to subject matter experts or stakeholders by the Department Buyer to provide input into the document.	
If Yes: Department Collaborators edit the document. Continue to step 3.
If No: The document package is attached to the bid event. Continue to step 4.
3. Check check out, edit, save and check in the event: Department Collaborators selected by the Department Buyer review the RFx document package, check out, make their edits, save, and check in the event in FI$Cal.
4. Attach document to the bid event: The Department Buyer attaches the completed document package to the bid event in FI$Cal.
[bookmark: _Toc416177615]Bid Event Addendum Sub Process Steps Description
Amendments or addendums can be generated after the initial release of the bid event solicitation. This process determines whether an addendum is needed to the bid event document.
1. Amend bid event addendum? The Department Buyer determines if an amendment/addendum is needed to the bid event document.
If Yes: Changes are made to the existing document. Continue to step 2.
If No: Create a new version of the bid event. Go to step 3.
2. Make changes to existing document: The Department Buyer makes changes to the amendment in FI$Cal and saves the document.
3. Create new version of bid event: The Department Buyer creates a new version of the bid event, making any necessary changes and saves the event document.
4. Collaboration? The amended bid event document may be routed for collaboration in FI$Cal.
If Yes: Department Collaborators edit the event addendum. Continue to step 5.
If No: The Department Buyer creates a new version of the bid event, make necessary changes, and save. Go to step 7.
5. Check out, edit, save and check in addendum: The Department Collaborators receive notification of the bid event addendum, check out, make their edits, save, and check in the addendum in FI$Cal.
6. Reviews, accepts or rejects edits and saves addendum: When the last collaborator has edited and checked in the addendum, The Department Buyer reviews the mark-ups then either accepts or rejects the edits, and saves.
7. Create new version of bid event: The Department Buyer creates a new version of the bid event, making any necessary changes and saves the event document.
8. Collaboration? The bid event document may be routed for collaboration in FI$Cal by the Department Buyer.
If Yes: Department Collaborators check out the event addendum. Continue to step 9.
If No: The event is routed for approval. Go to step 10.
9. Check out, edit, save and check in addendum: The Department Collaborators receive notification of the addendum, check out the document, make edits, save the document, and check in the document.
10. Event approval: The event is routed for approvals. The workflow approval is set up based on State and Department approval rules.
11. Post new version of bid event: The Department Buyer posts a new version of the bid event.
[bookmark: _Toc416177616]Receive Bid Response Sub Process Steps Description
After the bid event is posted, the bidders use the self-service online response or the self-service response using Excel or a paper response. 
1. Bid response through FI$Cal? Was the response to the bid event performed in FI$Cal?
If Yes: The bid response is stored in FI$Cal and the bidder is notified. Continue to step 2.
If No: The bid response is manually entered, or a spreadsheet (.xml) is uploaded into the FI$Cal System. Continue to step 3.
2. Bid response stored in FI$Cal: Response information is stored directly in FI$Cal and bidders are notified. 
3. Bid response manually entered or spreadsheet uploaded to FI$Cal: Bidders may submit their response in paper form to be received by the State on or before the bid closing date. Alternately, bidders can fill in a spreadsheet (XML) and upload it to FI$Cal. The Department Buyer downloads the responses and loads bid details into FI$Cal upon receipt of the bidder information.
[bookmark: _Toc416177617]Bid Analysis and Award Sub Process Steps Description
1. Online bid analysis: The Department Buyer performs a preliminary review of the responses in FI$Cal to determine which bids meet qualifications and are eligible to proceed forward.
2. Qualified bid? Does the bid meet qualifications?
If Yes: Export bid analysis. Continue to step 4.
If No: The bid is rejected. Continue to step 3.
3. Bid is rejected: The bid is rejected and the bidder is notified. The process ends here.
4. Export bids for analysis: The online bids may be exported to an Excel worksheet for further manipulation and analysis.
5. Analyze results for qualified bids: Qualified bids are analyzed based on established criteria including price and other bid factors. 
6. Determine bidder to award: The Department Buyer determines a bidder to be awarded the PO or contract.
7. Collaboration? The proposed bidder award may be sent for collaboration by the Department Buyer for review and feedback. 
If Yes: Department Collaborators receive notification. Continue to step 8.
If No: Proceed forward with Notice of Intent to Award. Continue to step 9.
8. Check out, edit, save and check in: Department Collaborators selected by the Department Buyer will receive notifications for review of the bidder award. They will check out the document, make edits, save, and check in the document.
9. Notice of Intent to Award? Some events require the Department Buyer to send a Notice of Intent to Award.
If Yes: Create the Notice of Intent to Award online form. Continue to step 10.
If No: Award the PO or contract in FI$Cal. Go to step 16.
10. Create Notice of Intent to Award: Create Notice of Intent to Award online form and route for approval. 
11. Create public posting of Notice of Intent to Award: The Notice of Intent to Award is posted to the public. Emails with the Notice of Intent to Award may be sent to appropriate parties as needed.
12. Receive Protest Notice? For specific types of solicitations, protests may be filed during the protest period.
If Yes: The Protest Process begins. Continue to step 13.
If No: Award the PO or contract in FI$Cal and notify the appropriate parties. Go to step 16. 
13. Protest process: The unsuccessful bidder(s) must follow the State’s Protest process.
14. Protest successful? Protests may or may not be successful.
If Yes: Determine the appropriate actions. Continue to step 15.
If No: Award the PO or contract in FI$Cal. Go to step 16.
15. Determine appropriate actions: Manual steps or actions are performed when a protest is successful, such as to rebid the solicitation. The process is exited at this point.
16. Award PO or contract and notify bidders: The successful bidder is awarded a contract or a PO in FI$Cal. Appropriate notifications are given (for example, the winning bidder or losing bidders).
17. Receive notification: Bidders are notified of the results of their bid.
18. PO2-Manage Purchase Order process: If the award is to a PO,  the PO option is selected in FI$Cal and starts the PO2-Manage Purchase Order process.
19. ePro2-Administer Vendor Contract process: If the award is to a contract,   select the “Contract” option in FI$Cal and start the ePRO2-Administer Vendor Contract process.
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	TITLE
	PURPOSE OR DESCRIPTION
	TC #
	INTERFACE
IN/OUTBOUND
	REPORT
Y/N

	FI$CAL CSCR (CA State Contracts Register) Reporting 
	Able to view progress payments
	N/A
	
	Y

	Bid Quote Report 
	Able to view the number of bids in FI$Cal
	N/A
	
	Y


[bookmark: _Toc400710782][bookmark: _Toc416177619]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another process to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the ePro1-Manage Solicitations Process exists as follows:
Pre-requisite Business Process(es):
· If SCO chooses to require Requisitions prior to all solicitations, then ePro3 is appropriate here
Succeeding Business Process(es):
· PO2 – Manage Purchase Orders
· ePro2 – Administer Vendor Contract Process
[bookmark: _Toc416177620]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the ePro1-Manage Solicitations Process includes, but may not be limited to, the citations in the following table.
	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	State Contracting Manual (SCM)

	Volumes I, II and III
	The SCM is a reference source to Statewide procurement and contracting policies and procedures.


	State Administrative Manual (SAM)
	Section 1233
	This SAM section describes the requirements for Competitive Bidding.
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[bookmark: _Toc416177621]Appendix
[bookmark: _Toc416177622]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint: ePro1-Manage Sourcing Flow Diagram
[bookmark: _Toc400710788][bookmark: _Toc416177623]FI$Cal Terms and Definitions
FI$Cal Public Website: http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc416177624]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips: http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc416177625]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login): http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html 
Page 1 of 1

image1.png




