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	PURCHASING BUSINESS PROCESS WORKSHOP – WAVE 2
DATE: WEDNESDAY, OCTOBER 1, 2014
TIME: 9:00 A.M. – 4:00 P.M.
LOCATION: 2000 EVERGREEN STREET, SACRAMENTO
ROOM: JADE AUDITORIUM



	[bookmark: _GoBack]Facilitators:
	FI$Cal Change Management Team, FI$Cal Business Team

	Meeting Purpose:
Type of Meeting:
	Introduction of Wave 2 Purchasing Business Processes and Impacts to Departments
Business Process Workshop 



	AGENDA TOPICS/MINUTES 



	#

	Topic
[Brief description]
	Presenter
[Name]
	Duration
[Time in Min.]

	1 
	FI$Cal Project Overview
	Kelly Holtz
	15 minutes

	2 
	Business Process Workshop Purpose and Objectives
	Kelly Holtz
	15 minutes

	3 
	Create & Approve Requisitions: Purchasing Authority
	Mary Dodson
	90 minutes

	4 
	Manage Sourcing Process
	Patti Moore
	90 minutes

	5 
	Manage Sourcing Detailed Process Flows
	Jon Tugade
	60 minutes

	6 
	ePro 2 – Administer Vendor Contracts
	Patti Moore
	60 minutes

	7 
	Business Process Workshop Wrap-Up
	Jon Tugade
	15 minutes

	8 
	Closing Questions and Concerns
	Danese Hammond
	15 minutes



	QUESTIONS AND ANSWERS



	Question
	Answer

	ID: Create and Approve Requisitions: Purchasing Authority
	

	Q1: For Leveraged Procurement Agreements (LPAs), does the system auto-populate the percentage of the amount spent on SB/DVBE?
	A1: No, the SB/DVBE certification  and percent participation will have to be manually entered by the Contract Buyer.

	Q2: What happens when we know ahead of time that our purchases will exceed our purchasing authority? What happens when it goes to DGS?
	A2: It is the same as using the STD 66 process today. You can create an internal requisition and approvals, but you will need to send the purchase to DGS to take over the purchase (using DGS’s purchasing authority, instead of your department’s authority), so your department never hits the hard stop of going beyond your procurement authority. 

	Q3: How does the new Wave 2 Purchasing Authority (PA) request process affect future wave (post Wave 2) departments? 
	A3: Future Wave, Deferred and Exempt departments will request Purchasing Authority from DGS outside of FI$Cal, the same as they do today,..

	Q4: How do we associate the items with the contracts?
	A4: Item IDs are entered in the contract lines.  You will be able to search by item ID number from the requisition or PO.

	Q5: When you set up an item, can you restrict it to your business unit?
	A5: Departments will not have the authority in FI$Cal to set up items.  DGS, CalPIA, and CalTech will be the control agencies responsible for establishing items. When Departments document LPA items on their purchase order, the use of the item on the Department specific purchase order is restricted to your business unit.

	ID: Use Internal Catalog
	

	Q6: How do we locate our items with multiple catalogs and thousands of items?
	A6: The only catalog that will be available in FI$Cal in Wave 2 will be the CalPIA catalog.  A user will select the catalog from the eProcurement requisition, and search by Item ID , description, and other attributes to find an  item within the catalog.

	Q7: How do we differentiate between items that are on a contract and items that are not?
	A7: The items ids are specified/visible on contract lines if you have access to the contract.  From the PO, the contract lines with corresponding item ids are visible when a contract id has been selected.

	Q8: Can we mix and match purchases from different LPAs?
	A8: The System will allow it, but the business process will be to use one LPA per purchase order the same as is allowed today by state policy.

	Q9: How can you tell which LPA the PO is coming off of?
	A9. The PO line has a Contract ID field that the PO is ordering against.

	ID: Manage Sourcing Process
	

	Q10: After we have identified what we want to purchase, will the System show which contracts the items are on?
	A10: Yes. After selecting the item from the ePro catalog, the contract that the item belongs to will be populated in the resulting PO.

	Q11: When a contact is mandatory, where will it display?
	The item configuration will be flagged as contract required.  The system will enforce at the PO level that when an item is ordered, the contract must be specified on the PO,

	ID: Manage Sourcing Summary Flow
	

	Q12: Does the System allow for multiple awards?
Can one line item be awarded to multiple bidders?
	A12: Yes. You can award 100% to one bidder, or a percentage/quantity to several bidders.  Awards can be split by line or for the full solicitation.

	Q13: What about for concurrent reviews?
	A13. The collaboration feature allows one user at a time to review the solicitation.  However, the business process will be for the designated solicitation event coordinator to download bid information and provide it to multiple evaluators for concurrent review.

	Q14: Will this process be used for Requests for Information (RFIs)?
	A14: Yes

	Q15: How will the two envelopes and security of costs work?
	A15: FI$Cal incorporates the two envelope process. All cost information will be hidden. After the evaluation is completed and the event coordinator or designee marks the flag to display cost information the costs will be viewable.

	ID: Manage Sourcing Detailed Process Flows
	

	Q16: Please elaborate on the Collaborator Rule.
	Collaborators are users that the Event Buyer selects to review and provide markups to the draft.  These users will need to be assigned a role of Department Event Collaborator for them to be available to pick in solicitation collaboration.

	Q17: How will that affect training? Can a System user go to training as a collaborator and not as a buyer?
	A17: There will be a training outline that will have a course for approvers and collaborators together.

	Q18: Can we upload our own template into the System?
	A18: Yes, you can use your template as an attachment to your requisition.

	Q19: Will our template be loaded into our department library or the State library?
	A19: It can be stored in the FI$Cal standard comments or the Document Library.  Department specific templates will be stored in FI$Cal department folders.

	Q20: Regarding bids that are mailed in, will we have to key them into the system manually or can we scan them and upload them?
	A20: Paper bids will have to be keyed in manually, and you can attach the scan as an attachment. Only the bid information needed for evaluations/system calculations has to be keyed in manually.

	ID: Manage Sourcing Illustrations
	

	Q21: What is expected for an existing Request for Proposal (RFP) that hasn’t been evaluated?
	A21. Specific guidelines have not been published but solicitations already posted and responded to may be completed outside the system.  The resulting award (contract or PO) will be entered in this situation.

	Q22: Will Public Records Act (PRA) requests, be processed in the System? What about if the PRA involves a purchase that includes confidential data?
	A22: It will be done in FI$Cal. Confidential and sensitive information is stored separately (on a confidential page). The information to be disclosed as a result of the PRA will still be at the discretion of the Department’s Legal Counsel.

	Q23: For procurement confidentiality, we have to uncheck the confidentiality box?
	A23: Yes. It can become unlocked once the information is no longer confidential. 

	Q24: How do costs get opened? Can we trigger which open?
	A24: A flag to display cost information will be available to mark when the cost information can be opened.

	Q25: Will we be able to specify a maximum amount on our bids?
	A25: Yes.

	Q26: If we receive approval from Department of Finance (DOF) before the award, is that included?
We require approvals via commission meetings and approval from the Board. How do we capture that in FI$Cal?
	A26: That is a special situation. For awards to get DOF approval, if you need approval, you can always ad hoc DOF into the approval workflow.  
Attach the Board Resolution to the solicitation event.

	Q27: If we are doing a Question and Answer as part of the bid process, is that included?

	A27: FI$Cal does feature a discussions forum. In sourcing an event, the discussion is available for viewing between all buyers and vendors, or it can be private.  The Q&A document may also be attached to the solicitation event in the system.


	Q28: How many levels of approval?
	A28: This has not been finalized.  Will disseminate the information when it is available.

	Q29: What if a bidder is not registered?
	A29: You can invite an ad hoc bidder, but the bidder needs to be registered/created in the system to enter a bid via FI$Cal. Paper bids can also be accepted. 

	ID: Create Sourcing Event - IFB
	

	Q30: For the Small Business option, will we have the option to invite only certified Small Businesses? 
	A30: Yes, there will be an option to invite only certified SBs or only certified DVBEs. 

	Q31: What does “posted to the portal” mean?
	A31: It means that the solicitation event is posted and available to view on the FI$Cal web site, and visible to vendors/bidders. 

	Q32: Can we have bid factors and categories where you can rate the bidder?
	A32: Yes, there are bid factors and categories where you can rate the bidder.

	Q33: Is there a bid solicitation requirement as an attachment, or that is enclosed in the system for RFP? Is it allowed to have a solicitation attachment for RFPs?
	A33: Yes, you can have an attachment.

	Q34: If it is a more complicated RFP, there might be thousands of requirements to be filled out. Some RFPS include 40 pages just on evaluation criteria alone, and the entire RFP can fill a big box. Can we scan and attach the RFP to the solicitation?
a. Our RFPs award points based on years of experience: 2 points for two years, 4 points for 4 years, etc.
b. What if a formula is used to calculate the scoring, not a specific number?
	A34: For a complex bid, yes, you can attach the full RFP. Only the scoring needs to be in the System. The actual numbers for calculations must be entered. Supporting documents can be scanned and attached. We can address specific procurements with you outside of this session.
a. In FI$Cal, you can continue to do this. Ask the bidder for years of experience, independently verify that the years of experience are correct, and award points based on the verified actual years of experience.
b. If the scoring calculations are complicated, you can do this outside of the System, but you still need values to calculate scoring in the System or in a spreadsheet. We will determine this case by case. The FI$Cal Project Team will work with departments to structure this.

	Q35: In regards to vendor & bidder notifications (public solicitations), can the System automatically notify all registered bidders/vendors who offer goods or services under a specified UNSPSC code?
	A35: Yes, bidders and vendors that are registered for specific UNSPSC codes that match a solicitation line UNSPSC codes will get a notification automatically

	Q36: The current BidSync system automatically notifies the subscribers. Will the new system (FI$Cal) automatically notify the bidders?
a. Are email notifications generated to the original bidder list , when an addendum to the solicitation is posted?
	A36: The Event Buyer selects the bidders that will be invited and receive notifications generated by the system.  
a. Yes.

	Q37: Does a notification get sent out when the RFP is published?
	A37: When the RFP is approved and posted and becomes visible, emails can be sent out.

	ID: Create Sourcing Event - RFP
	

	Q38: With collaboration, what is document control?
	A38: It means that only one person can edit the document at a time. (Check out for modification and check in when complete). The latest (draft) version is whatever is checked in. Posting is the final version, and is no longer a draft.

	Q39: If a bidder declines to bid, will the System allow you to see why?.
	A39: A reason code is available to specify why a bidder is declining a bid.

	Q40: Other than the low bidder, do you notify the other bidders?
	A40: Everyone who needs to be can be notified.

	Q41: Can bidders sign electronically?
	A41: Contracts will require wet signatures.

	Q42: At what point do the vendors get to see the proposed contract?
a. Does the vendor see the contract terms & conditions (T&C) in the solicitation, before award? Can we attach the T&C to the solicitation?
	A42: At the contracting phase. The solicitation and contract are separate. A draft of the contract may be sent by the buyer to the vendor in advance.
a. Yes, you can if your process needs it. FI$Cal is flexible; it is not one size fits all.

	Q43: They don’t see the contract until after the award?
	A43: Buyers may send a draft of the contract during the contracting phase prior to final execution.

	Q44: Can we attach terms and conditions to the solicitation? We have an 80-page solicitation template in Word; can we use that instead of re-creating it in FI$Cal?
a. Can you load PDF files into FI$Cal using the document wizard?
	A44: Yes, terms and conditions can be attached to the solicitation.   In your example, yes, you can attach the Word document to the system-generated transmittal cover page.
a. Yes.

	ID: Manage Sourcing Department Roles
	

	Q45: Can we add temporary roles?
	A45: You can request to add new roles and request for removal of roles.

	Q46: Is it possible for an Eevent Bbuyer to be an Eevent Aapprover?
	A46: The system allows for a user to have Eevent Bbuyer and Eevent Aapprover roles. The department is responsible for following the Sseparation of Dduties (SOD) rules.

	Q47: For multi-year service contracts, we were able to move money from previous years to cover when we were out of money. What happens in the new System?
	A47: Those are accounting questions and will be covered and answered during the Accounting BPW. In the Procurement module, you cannot encumber future fiscal year funds.

	Q48: Does the System have a communication component to notify all vendors involved?
	A48: Mailing lists may be generated or emails sent out.

	Q49: When FI$Cal creates a contract, do we have to encumber?

	A49: When the contract is created in FI$Cal, an encumbrance via a PO will be required to order against the contract and create a payment in FI$Cal. .

	Q50: There are zero dollar contracts.

	A50: FI$Cal can accommodate zero dollar contracts.  Examples of these are pricing agreements with no defined amount to be purchased.

	Q51: When do contracts make sure reporting is done? If a contract is included in Project Costing reporting requirements, is it linked?
	A51: There is no direct link between contracts and project costs.
 A PO can reference a contract and funding connected to projects.

	ID: Contracts Key Terms
	

	Q52: In regards to the Expiration Date, is this triggered by the contract expiration date? What if invoices are received after the contract expires?
	A52: Yes, it is by the expiration date of the contract. The expiration date of the contract is when all of the work (for services) has to be completed by, or all of the goods have to be received by, and no new POs can be issued against the contract after the contract expiration date. You can receive and pay an invoice after this period for goods and services that were received before the contract expired in FI$Cal the same as today.

	Q53: How will the department be notified that a contract is about to expire?
a. Does notification have to be to a FI$Cal System user?
	A53: You can set it up in the System to automatically notify you when the contract is close to expiring, or when either the contract dollar or quantity threshold is about to be reached. For example, you might be notified when a contract maximum dollar amount (budget) is 50% depleted, or when a contract will expire in 30 days, etc. You can specify who you send the notice to, and buyers can set-up the System to send notifications to themselves.
a. No. Notification that a contract is close to expiration or depletion doesn’t have to be to a FI$Cal System user, it can be emailed to anyone,

	Q54: Can we receive the goods after the contract expiration date?
	A54: Yes, you can. The expiration date affects only the last date when you can issue POs against the contract.

	ID: Contracts Summary Flow
	

	Q55: Do we need to amend contracts that have expired?
	A55: If you have the authority, you can go in the system to amend the start/end dates of the contract.

	Q56: In regards to notifications, can external users be notified automatically?
	A56: Yes, anyone that you included on your notification list. 

	ID: Administer Vendor Contracts
	

	Q57: To order office supplies (on a PO issued against a contract), do we need to set terms?
	A57: No.

	Q58: Will we still need the STD215 form?
	A58: All STD 215 functionality will be captured in the System in Wave 2 (it is now being developed), and you will be able to generate a report to view and verify the information. We are not replicating the STD 215 form electronically, and you will no longer need the paper STD 215 form.

	Q59: So funding information remains on the STD 215 form?
	A59: The System will capture funding information, but you won’t need the STD 215 form. The Vendor Contracts mModule is being designed and configured to capture all of the information that is currently on the STD 215 form, and queries and reports can be generated to review the STD 215 data,

	Q60: If we enter the contract directly, can we enter the contract types?
	A60: Yes.

	Q61: For total contract amount available, what about multiple sources of funds?
	A61: The default funding information may be entered in the contract.

	Q62: For PO process related to contracts, can we create PO’s for every contract?
	A62: Yes;
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