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Qualifying Purchases

We all know there are standard rules to follow when we buy something or establish a
contract on behalf of the State, but in rare circumstances, there may be needs that don’t
line up with the traditional requirements.

Special purchasing methods are allowed by Indiana Code, but the law is very specific
about the criteria necessary under this provision. It takes research, documentation, and
detailed justification to support a Special Procurement.

The instruction in this training covers entering a Request for Special Procurement form in
PeopleSoft; it doesn’t cover all the business requirements.

To make sure you know what’s required, check out the Delegation of Purchasing
Authority (DPAP) manual on IDOA’s webpage
https://www.in.gov/idoa/files/ProcTraining DPAPManual.pdf or review the Indiana
Code on the Indiana General Assembly website
http://iga.in.gov/legislative/laws/2020/ic/titles/001 .

If you need advice or guidance, contact your IDOA Account Manager, one of the Sourcing
analysts, or any of the IDOA Procurement Division directors for help.

W

A Special Procurement is not the same thing as a Special Request requisition. Be sure you know the difference.

° A Special Request is a PeopleSoft term; it refers to a requisition with line items that aren’t available in the eProcurement catalog.
° A Special Procurement refers to rules that allow special purchasing methods based on provisions under Indiana Code. It requires the Request for Special Procurement form in PeopleSoft and IDOA approval (over
$5,000).

° A Special Procurement will always be entered as a Special Request requisition in PeopleSoft, but a Special Request requisition will infrequently represent a Special Procurement.



https://www.in.gov/idoa/files/ProcTraining_DPAPManual.pdf
http://iga.in.gov/legislative/laws/2020/ic/titles/001
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New Procedures

With the implementation of the new PS form there are significant new requirements.

$5, 000 OR MORE

ALL SPECIAL PROCUREMENT REQUESTS $5,000 OR MORE ARE TO BE ENTERED IN
PEOPLESOFT USING THE REQUEST FOR SPECIAL PROCUREMENT FORM.

v

A PS REQUISITION NUMBER IS REQUIRED AND must be entered on the form in the
Agency Details section. Purchases to result in SO or revenue generating contracts are
exceptions to this requirement.

LESS THAN $5,000

Under the Delegation of Purchasing Authority Program (DPAP) you may make qualifying
purchases less than $5,000 according to Special Procurement rules without IDOA
approval. That policy isn’t changing, but there are some new procedures.

* All purchases made using special methods must be appropriately documented in the
- solicitation file, but a form will no longer be required. (Please refer to the DPAP
- manual for instruction concerning documentation requirements.)

* Asrequired by statute, all solicitations done using special methods must be
maintained in a separate file for Special Procurements only.

MORE

W

The req must be entered and saved, but it doesn’t have to be approved or budget checked before
the request form is submitted.
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Oversight Approvals

Here’s how it works.

All PS Financials users with the basic ePro User role (which is everyone) have access to
the Request for Special Procurement form.

After you complete and submit it, the form routes to your agency head procurement
agent for approval.

The submitter is the person who created the form and submits it into workflow
If you’re the HPA and the submitter, the request will self-approve.

After the HPA approval, it’ll route to an IDOA Account Manager or Sourcing Analyst.

If the purchase value totals greater than $1,000,000, it’ll route to the Director of Account
Management, Director of Strategic Sourcing, or the IDOA Deputy Commissioner.

HPA Reviews and
Approves.

Form Routes to IDOA

User Submits.
Form Routes to HPA

IDOA will review the request.

* If required, they’ll insert IOT and SBA approvers.
* If no additional review is needed, IDOA’s step will complete the cycle.

Once all required steps are complete, the submitter will receive an email notification that
the request has been approved.

IDOA Reviews;
Inserts 10T, SBA, and
Approves.

IOT Reviews and
Approves.

Form Routes to SBA. MORE

Form Routes to IOT. w

The head procurement agent security role is new and being used to designate a required approval
step in workflow. It's extremely important to keep this information current. Notify your IDOA
account manager or any Procurement Division director of any changes immediately.

SBA Reviews and
Approves.

Approval Cycle

A new head procurement agent must first be nominated by your agency head, then approved by
Completed.

IDOA. This applies even when someone in the role moves from one agency to another. Once the
nomination is approved, IDOA will request the PS security role update on your agency’s behalf.
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Internal Review

The workflow design for the SPR form is structured to meet the oversight-level
requirements, and changes to the configuration to accommodate your agency’s internal
needs aren’t allowed. If you follow the business rules, though, manually inserting others
for internal review is a simple option.

The Request for Special Procurement must be submitted to IDOA by the agency head
procurement agent.

If someone is inserted after the HPA, the HPA must also be inserted to be the approver
prior to the IDOA step; Yes, that means the head procurement agent will have to approve
the form twice.

We'll go over the PeopleSoft steps to insert an approver when we talk about submitting

HPA Inserts 2 Internal your form.

Users, Themself, &
Approves. Form Routes
to Internal User 1.

User Submits: Form
Routes to HPA

Int User 1 Reviews and Int User 2 Reviews and
Approves. Form Routes g Approves. Form Routes
to Int User 2 to HPA

l Be careful if you choose to insert approvers. If the form is submitted to IDOA by anyone other than
your head procurement agent, the request will be denied, and you’ll have to resubmit it.

MORE

HPA Reviews Again and
Approves. Form Routes
to IDOA
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Recent Places

Requisition

~of Fostds Manage Requisitions

Manage Requisition Approvals

7
Ao/ Receive Items
Approvals
Procurement Card Center
My Preferences Reports
v
A p— .
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The Navigation

The Request for Special Procurement form is found in the PeopleSoft eProcurement
menu selection. Here’s how to get there.

After you log into Financials, open the NavBar.

Click on the Navigator icon. E

Navigator

Select eProcurement from the menu options.

Click on Special Procurement Request.

If you don’t see the Special Procurement Request as an option in your menu, submit a ticket to
GMIS. Be sure to include your User ID.




£ Employee Self Service

Search/Fill a Form

—nter any information you have and click Search. Leave fields blank for a list of all values.

¥ Searc riteria

Sequence Number

Subject

Document Key String

Priority

Due Date

Approval Status

[]Case Sensitive

Clear

- ™
begins with| V|

begins with|v|

- v
= ™

- ™ v

. = L
Basic Search =" Save Search Criteria

Search/Fill a Form
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Create or Search for a Form

Whether you want to create a new request or find an existing one, it all starts from the
Search/Fill a Form page.

With the Fim an Exissng Vaka (5 selected, use any of the criteria choices to search for
an existing form.

If you don’t enter search criteria and just hit the Saarch button, a list of all the forms
you've entered will be returned. Using any of the search options will narrow your results
and make it easier to find your form.

Aai] @ By Wl

To start a new form, just select the tab and a blank form will open.

EXISTING FORMS ARE ACCESSIBLE ONLY TO THE PERSON WHO CREATED IT ORIGINALLY.

MORE

W

As you’re deciding what search criteria options might work best, don’t forget that the operator
choices in the drop-down menus offer even more flexibility. They can be helpful if you know what
you're looking for but you’re lacking specifics.

If you typically use the same criteria options and don’t want to enter them each time you search,
use the Save Search Criteria link at the bottom of the page (next to the Search and Clear buttons).
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W) The Form StrUCture
Before we start entering any information, understanding how the components of the
form are organized will be helpful.
Irsfructions Afachmants
The tabs you see at the top divide the content into three sections.
Epacisl Proowramsnt Raquact
“Bubject |0&1 FPE supplies
Priortty | 3.Standard ] Duwe Date |
[ S —— yubentt * The Form tab is where all the information required is entered or selected.
AGENCY INFORMATION JUSTIFICATION
* The Instructions tab explains a lot about what constitutes a Special Procurement as
PAgeanay | DiEton |\TOA Parkig Fuciies ausificatian decumenting ihe speci neods, research, and analysis done SapRring well as the rules and specifics defined by Indiana Code.
the request 1o make fhis purchase under the 12 Special Frocuremaent provisions i
*PE Buc Uit |DO0GY =1 raquired
ks kit e
sContsat Parson | Jeania Wernar secion, nlll'sd e cn‘rdclo;ldo:u;mn;alr.m\:hd anhu arfiac hed u:;tc :.b:;::wdmlhns
- nequest more of |5 newded, onal afac hments may be upio; . .
i - ' * The Attachments tab is where you’ll find forms that you need to download, and
“Comtnof Phons |31 TSE5EEEE The jusificadion supplemeent i3 reouired; fafwne fo nclude this laformadion with ) .. . . . .
your FRquest will delay Spproval andior B¢ cause for refeetion. where you’ll attach additional justification or documents for the approvers to review.
“Caonisot small |pwemeridoa.in.gov
Plaaca calsst the ohsokbox balow H this raquact lc COVID 18 ralaisd.
VENDOR RESPONSES . .
A ves, this 15 GOVID 18 miated Click on the tabs to move back and forth between the sections as needed.
Wil this reguast reculf In a ona-Hi L : . LU L} . A . L
B Oms-Tim
O Tarm Co
Pizea solect e emessnox veiow | 1 NE iNnfOrmation on the Instructions tab is VERY important!
a Epsolsl Prooursmant. &3 copy of
redLngt
Oenor snsp| There are lots of regulations defined in Indiana Code to consider with a Special MORE
Procurement, and lots of business rules that apply, too. Make sure you W
SPECIAL Pl understand what’s required. If you have questions, contact your IDOA Account
QUALIFYIF | Manager, one of the Sourcing analysts, or any of the IDOA Procurement Division
directors for help. At first glance the form may look overwhelming, but it’s not complicated.
INDUSHA CODE {IC) 5-22-10 The Forms Builder tool requires the form fields to be organized into one or two columns; This form
SPECIAL PURCHA 3ING METHOD 3 uses tWO.
AVows for purThasas wihoot & compatifive ormosss peovided the fecls sumoort dhe Hame
reguwremaric of he code secfion cied  The information required’ n $hs fowm & inisnoed
o docement those facfs. PrinaivVales

Read it as you might a newspaper. Start with Agency Information section and continue down the
left column to the bottom of the page; then return to the top and follow down the right column
that begins with the Justification section.




Instructions

*Subject

Priority

Status

Attachments

061 PPE supplies

3-Standard

Initial

[v]

Preview Approval

Request

Submit

PG 10
General Basics

In the Subject field, enter the last three digits of your agency’s Business Unit followed by
a brief description of the goods or services to be purchased with this request.

The Priority and Due Date fields DO NOT trigger system actions or alert approvers that a
request is considered a priority. You may use them for internal tracking if you’d like, but
they offer no other benefit. You may also ignore them completely.

The Status field will display Initial when you start a new form and will update as your
request is processed through workflow.

* Pending Approval means it's been submitted and is pending an approver’s action.
e Canceled means it’s been submitted, but the submission was canceled.
* Approved means workflow routing is complete and your request is approved.

* Denied means your request was submitted and denied by an approver.

This is important. A response is required in any field marked with an asterisk (*). If

something doesn’t apply to your request, enter N/A or Not Applicable; you won’t be
allowed to save your work if you leave it blank.

MORE

W

As you complete the form, keep in mind that unlike pages in the PS application, a Form doesn’t
validate your response to make sure it’s accurate or formatted correctly.
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AGENCY INFORMATION

*Agency / Division
*P5 Bus Unit

*P5S Requisition 1D
*Contact Person

*Contact Phone

*Contact email

IDOA Parking Facilifies

ooos1 Q@

0000025255
Jeania Werner
3175556666

premen@idoa.in.gov
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Agency Information

Now. Let’s get started on completing the form.

The AGENCY INFORMATION section asks for very basic info, and all the fields are
required to be completed.

A requisition is required unless the approval of your request will result in a SO contract,
a revenue generating contract, or will be paid for using the P-Card.

In the PS Requisition ID field, enter

» A valid requisition ID, or

« $0 Dollar for a Zero-Dollar contract

* Rev Gen for a Revenue Generating contract, or

* P-Card if it will be paid for with a procurement card

If the req ID field isn’t completed correctly based on the type of purchase to be made,
your request may be returned. If there’s a problem with being able to provide a req, for
whatever reason, contact your IDOA Account Manager, one of the Sourcing analysts, or
any of the IDOA Procurement Division directors to discuss the issue before you submit
the form.

A valid Requisition ID must be entered, but the req isn’t required to be
Approved or have a Valid Budget Check status prior to submitting your
request.

The PS Requisition ID will allow this request to be linked to other resulting PS Financials documents,
like contracts, purchase orders, and payments for reporting and tracking purposes.
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Special Procurement Qualifying Provision

In order to use a special purchasing
method, a purchase must qualify under !
Indiana Code and the eligibility

requirements defined in each section.

SPECIAL PROCUREMENT Before you prepare or submit a Special
Procurement Request, be sure to study
QUAL' FYING PROVISION b the code criteria carefully.
Documentation explaining how and why
| g your needs meet the specifics of the T
| provisions must be included with your s A
i INDIANA CODE (IC) 5-22-10 E request. This information may be
he
" b uploaded on the Attachment tab.
| SPECIAL PURCHASING METHODS L
e/
| Allows for purchases without a competitive process provided the facts support the On the form, select the Indiana Code (IC)
requirements of the code section cited. The information required in this form is intended Provision for the Special Procurement
fo document those facts. ! that applies to your purchase from the
pop-up menu.
] L
Review the IC on the Instructions Tab. 10-04 Emergency Gonditions
10-05 Savings to Government
3 Select the appropriate IC provision for this request. (If citing 5-22-10-13, a € | 10-06 Auctions
g AoiSagiensani 9 hadiasunnartibe Sale Saursa dasianatiop f 10-07 Data Processing
10-08 Compatability
“1C P . . f 5| 10-09 Agency Impairment bl MORE
rovisions tor 4| 10-10 No Offer Received
Special 10-11 Eval of Supplies
Procurement 10-12 Gavernment Discount
10-13 Single Source for Supply
10-14 GSA Price ’ . . .
T | 10-15 Person with Fed Contract There’s a link or.1 the Instructlonst tab to the.lndlana General
5| 10-16 Transfer from Fed Gov Assembly website where you’ll find the entire code and
10-17 Acq Supplies thru Gift e :
10-18 Copyrighted Materials provision details.
*| 10-19 Pur from Public Utility
10-20 Pur of Petroleum Prdcts
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PURCHASE DETAILS

‘ Dacoribe the produotsicerdsst to ba purokaced undesr thle requect

*Punshacs

Desorption Enter a description of the

purchase you need to make
here.

249 charaokers refsa ning

‘ If thic approvaliaward will resalt Im & oonbracs, provide a brief cumenary of
the oontrast soops (inoluding modficatione repracantad In
amsendmartrenewal). b
. If thars mre ciate or federal laws reguiring & osrtain oource of aoflom, plaacs
Boops Bunmumary calact the ohaskbox balow.

B e, thsrs ars clate or tsderal mguirsmsnic!

s ]
' It clatedaderal requirsmants axici, plasces olts and sxplalmn.

Reguirsmente CItsd | £yplain the State or Federal

requirements here.

250 charackers remaining

Bajant the chaoioox baloe If thic purchaca Inoladas Information aohnology
produmts or cervicac, will ba hoded om Bhe Siads [OT baokions, reguirs 3T
support sndior Implesmntation, or s & projecst of whics IOT should be =ware.

O vec! 10T nesdc to ces il

Details About the Purchase

The Purchase Details section must provide the facts and specifics about the purchase to
be made if your request is approved. Be sure to include:

* Adescription of the products or services needed,
* A summary of the contract scope if there’s a contract,

* And any State or Federal Requirements (like use of a specific provider, or deadlines to
assure funding).

Don’t forget to select the checkboxes if there are State or
federal requirements, or if IOT approval is needed.

The text fields in this section accommodate only 254 characters, which may not be enough to
provide all the necessary details.

If you need more space you may use the More Information field at the bottom of the page, or
include a separate document on the Attachments tab.

PG 13
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AWARD DETAILS

AWARD TYPE

rom the hst of options below, 2elect the type of award that will result if
thiz request iz approved.

* A new contract or new PO for commodity/service not competitively
procured.

N3l generales revenue 107 ine SIgie
ol o oy st oo
- L. Existing Cnfrct Extend or Mod
onginal procurement or existing con New Contract or PO
New Revenue Generating Cnirct

Mew 20 Contract

+ A new 30 confract with payment or |
other than the State.

+ A new confract that generates reve o oorrrorer T

*Award Type | MNew Contract or PO

If Amendment (extend/modify existing contract) was chozen as the Award
Type, enter the original contract numberfD.

Prior Contract D

A copy of the prior contract and all amendments must be attached to this
request!

PG 14

Award Details: The Type

The Award Details section of the form must classify the purchase and explain how it will
be managed if it's approved.

Read the descriptions of the \\WEI: B I=Jcarefully and select the one that applies to
your purchase request from drop-down menu.

IDOA must be able to review the original contract and all amendments if you choose the
Existing Cntrct Extend or Mod Award Type.

* If the original contract and any amendments aren’t posted publicly, enter the contract
number in the Prior Contract ID field AND include copies of them on the Attachments
tab.

* If the original contract and any amendments are posted publicly, enter ITP, then the

contract number in the Prior Contract ID field. If it’s available on the Transparency
Portal, there’s no need to attach copies.

Here’s an example.

If Amendment (extend/modify existing contract) was chozen as the Award
Type, enter the original contract numberD.

Prior Contract 1D ||TF' 0000000000000000000045512

A copy of the prior contract and all amendments must be attached to this
request!
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PURCHASE VALUE
Enter the value of this purchasge according to these guidelines.

HEW CONTRACT OR 1-TIME PO: Expenditure or Remuneration Arount by Fiscal Year.

AMENDOMEMNTIEXTENSION: Expenditure or Remuneration Amount of Contract by Fiscal
¥ear BEFORE Amendment or Renswal AND AFTER Amendment or Renewsl.

$0 CONTRACT: Value of Contract to Confractor by Fiscal Year.

REVENUE GENERATING: Revenue Amount by Fiscal Year.

*Purchase Value 7500.0000
*Currency Code | USD |

ONTRACT TERM
- ovdiraward will result in a new coniract, enter the term including

options to renew.

* |f the approval/award will result in an amendment, enter the fotal term of
the agreement; the original condract term plus renewals/amendments, plus
options to renew.

*Contract Term | Origterm 1 yr + 3 renew = 4 yrs total

PG 15
Award Details: Value and Term

The value of a purchase doesn’t necessarily mean cost; there could be no actual cost to
the State, or we may even collect funds in the case of a Revenue Generating contract.

Based on the definitions given as guidelines, enter the [JI{HEHREITE.

* The Currency Code USD (United States Dollars) is required; its sole purpose is to assist
in workflow routing,

If approval of your request will result in a contract, enter the (€ 1{cTa =111,

e Ifit'll result in a contract amendment, enter the term of the total agreement. That
includes the original term plus all amendments and renewals, PLUS options to renew.

The Contract Term field is marked with an asterisk (*) indicating that a response is required. If
approval of your request will result in a 1-time purchase and won’t include a contract, just enter
N/A.
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Justification

The Justification section of the form doesn’t require a response but explains that
documentation is required supporting the need for a special purchasing method and
Form Instructions Attachments detalllng how it qualiﬁes under Indiana Code.

< Employee Self Service Search/Fill in a Form

Special Procurement Request

To assist in collecting this information with consistency, a separate document titled SPR
Supplemental Justification has been created; it must be completed and included with
each request submitted.

*Subject 061 PPE Supplies
Priority | 3-Standard v Due Date =)

Status Initial

AGENCY INFORMATION JUSTIFICATION

*Agency / Division |IDOA Procurement Justification documenting the specific needs, research, and analysis done supporting
the reguest to make this purchase under the IC Special Procurement provisions is
*PS Bus Unit |00061 Q required -

*PS Requisition ID |0

N JUSTIFICATION =

*Contact Phone 3%

*Contact email | dl

Please select the checkl

4

Will this request result Jusfification documenting the specific needs, research, and analysis done supporing
’é‘ the reguest to make this purchase under the T Special Procurement provisions is
required.

Please select the check
a Special Procurement.

request The Special Procurement Supplemental Justification (found on the Attachments tab of
¥ this PS form) must be downloaded, completed with specific details requested in each
seclion, and the completed document uploaded and attached to be submitted with thi
request. If more space is needed, additicnal attachments may be uploaded.

The justification supplement is reguired; failure to include this information with
your request will delay approval andfor be cause for rejection. Don’t forget to include the required justification supplement document; if you do, it’ll likely result in
denial of your request initially, which will ultimately delay approval.
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EQUEST

£ Employee Self Service

Form Instructions

Attachments

Seq# 29

orSpecial Procurement Form

RM

Special Procurement Request

Search/Fill in a Form

*Subject |061 PPE supplies

Download Templates

T Q
Description

1 SPR_Supplemental_Justification

Upload your attachments

Attached File

SPR_Supplemental_dJustification. pdf

g Q
*Description Attached File
1 | A249-20-L190185_Original pdf A249-20-L190165_Original pdf
Return to Search Previous in List Next in List Notify

1-1 0f 1[v] | view an
Open
1-10f 1[v] | vigw Al

Form | Instructions | Attachments

File Attachment

PG 17

SPR Supplemental Justification Attachment

To access the SPR Supplemental
Justification Attachment, select

the Attachments ta b SPECIAL PROCUREMENT REQUEST
Supplemental Justification

The Download Templates section

Plznse provice 3 detsiled respanse in each section below, I additianal spoce is nesded, plesse 2 o separzks dooument

lists only one document = an sitachmart to s Spade Procuemert Sesuact
currently; the Supplemental [Expioin ey siamoed tradiionsi procurement mechanizms ore not spproprinte for s nees |

Justification file.

Click Open to access the fillable
PDF supplemental document. e e Y e '
After you download it, you can
save it in your personal

directories or share it with others [Deserie vy his senvice or commadity s critien o i e I
to complete.

When it's completed, click the  **=*  putton under the Upload your attachments section.

Click the * Br=#sa.. | pytton to select the completed document, then click the ~ Vrivad
button.

Use the Attachments tab to upload all the information that must be provided with the request form;
stuff like the Request for Quotation Package, a sole source letter from the supplier, contract
clearance check results, etc., are all things to include here.

Use the Add a Row button * to insert as many documents as you need.




RequestiforSpecialiProcurementiEorm

VENDOR RESPONSES
& RECOMMENDATION

Provide the names of all vendors contacted and prices quoted {or associated
value) for each one.

*Mame ABC Enterprises

*Price/Value |12,000.00

Fewer than three vendors contacted?

_ If feweer than three |Details explaining why only one vendor was
Price/Value | . - .
guotes are included, |Solicited entered here.
please explain why.
188 characters remaining
F
Hame

Price/Value

Vendor Responses

Three price quotes are required unless there’s
documentation to justify why that’s not
possible.

In the Vendor Responses & Recommendation
section, enter the name of each vendor
contacted and their quoted price.

If three vendors weren’t contacted, complete
the section that asks you to explain why.

Use the More Information field or include an
attachment if there’s not enough space for your
response.

PG 18
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Based on your evaluation of the responses, enter the name, address, and
RECOMMENDED VENDOR INFORMATION PeopleSoft Supplier ID of the vendor you recommend for award.
Based on your research and analysis, please tell us who you recommend as To make sure there are no delays, verify that the recommended vendor’s
the vendor for award. PeopleSoft Supplier record is in Approved status and that Bidder Registration

has been completed (if required).
ABC Enterprises

People Soft Supplier 1D BRS00200050
Wendor Address 123 South Blvd
Anytown IM 46000

223 characters remaining

FOR FUTURE USE (no
response needed)

Future Use

Future 2 No responses are needed in the FOR FUTURE USE area.

Future 3
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Form Ingtructions Aftachments

PG 20

Saving Your Work

As with any electronic document, you want to save it as soon as possible and frequently,
so you don’t lose your work. The form can be saved after the required fields (marked
with an *asterisk) have been completed.

Special Procurement Request When you’re ready, click the Save button at the bottom of the page.

PPE supplies

Priority | 3-Standard ] Dy Once saved, a number is assigned and displayed as the Seq # (Sequence Number) at the

top of the page.
rreen hpprﬂvﬂl —
The Status will be Initial until the form is submitted for approval.

AGENCY INFORMATION

Remember to save anytime you make changes or updates. Once saved, you may
navigate away from the form and come back to it anytime.

*Agency | Division |IDOA Parking Facilities Justification documentis

== the request to make thig.

Return to Search Previous in List Mext in List Motify MORE

W

Only you can access forms that you’ve saved, regardless of the status. If sharing the form with
someone else is necessary, saving a PDF version or taking screenshots is the only option.

Form Instructions Attachments
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When your form is complete and you’re ready to submit it for approval, you have a

Form Instructions Aftachments cou pIe of options.

PG 21
Preview Approvals & Submit the Request

Seq# 37 Special Procurement Request
If you'd like to see the workflow approval map to know which approvers will receive your

*Subject |061 SPR Example .
request, click the  ereview apprevar button at the top of the Form tab.

Priority | 3-Standard Due Date
ctatue  Initial Preview Approval Submit After reviewing the workflow, you may click the  ssbmit | hutton from this page, or
clickthe ok button to return to form.
AGENCY INFO JUSTIFICATION

You may click the  Submit button on the form without previewing the approvals if
you'd prefer.

*Agency / Division IDOA/ Procurement

Justification documenting the specific needs, research, and analy

*PS Bus Unit 00061 Q4 _ y ‘
us 1 The form Status will update from Initial to Pending after it’s submitted for approval.

2
“PS Requisition ID | 0000010101 )
3 Special Procurement Request

3
“Contact Person |Linda Sharp

Subject 061 SPR Example

—

“Contact Phone | 317/555-0000)

3 . .
“Contact email | SharpLi@ingd Review/Edit Approvers

1 Special Procurement Request: 37:Initiated

1

Not Routed Not Routed

= David E Bnittain - 00061 o Wemer,Jeania-061 )
Head Procurement Agent IDQA Account Manager

Remember that IDOA will insert SBA and IOT if their review is required; don’t be concerned if you
don’t see them listed on the workflow map when you submit a request.
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New Window | Help

Form Instructions Attachments

Seq# 37 Special Procurement Request

“Subject | 061 SPR Example
[v]

Cancel Approval

ORMATION

*Agency / Division | IDOA / Procurement

p1 N¢

“PS Reg Special Procurement Request

“Confs Subject 061 SPR Example

“Con{ Review/Edit Approvers

“Cor
L | Special Procurement Request: 37:Pending [#Start New Path
1
Pending Not Routed = Not Routed = Not Routed
David E Brittain - 00061 - -0 - i ittain - 0006 g, Werner,Jeania-061
@ Head Procurement Agent lE‘ Eigggm91 lE‘ Ei‘,‘;g EPEKI"EIEIH 00061 li‘ IDVOA Account Manager

PG 22

Tracking Approvals

You may track the approval of your request at any time after it’s been submitted.

* Navigate to the Special Procurement Request under the eProcurement menu options
and select the Find an Existing Value Tab.
* Use the search page options to find and open your form.

From the Form tab, click the Approves St button.

If you don’t see the Approver Status button, check to be sure that the status of
your form is Pending.

The workflow map will show you the approval steps, the name of the approver, and the
step that is currently Pending. Click the OK button to return to the form.

MORE

W

If IDOA has inserted other approvers, you may see additional steps not included when you originally
submitted the form.
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Approve/Review a

Seq# 40 Special Procurement Request Licenses, Permits, 8 ID... | '« SO| PeopleScft Sign-in

PG 23
Inserting Approvers

If you wish to have others in your agency review the form before it’s submitted to IDOA,
you may insert them into the predefined workflow. Here are some rules to follow.

E

Only an approver can insert approvers. Anyone may complete the form, but only the

Review/Edit Approvers

Special Procurement Request: 39:Panding

E Brittain - 00061 | @)

. Mot Rou
Jarsd E Brittain - 00081 | 5] M-
Mot Do Rger =

Save | Return to Search

Mot Routs

; i @ https://devfintest.gmis.i.. — * . . -
Subject 061 Tesing Spec Proc Request 2 i head procurement agent can insert the first additional approver.
Chaose an approver or reviewer fo insert * If more than one internal approver is needed, additional approvers may be inserted
Approval Action yser 0 A hes by an inserted approver.
Comment * Your head procurement agent must ALWAYS be the approver that submits the form
to IDOA. If approvers have been inserted, the HPA must ALSO be inserted as the final
“val 4 agency approver. That means the HPA will be an approver twice.
Approve Deny Save Comment |
_OI'I"II'I'H
-
o =2 1 Click the green plus sign icon to insert an approver between those listed.
Review/Edit Approvers E_C )
- - @ Request Infe |
Special Proc; ent Request: 40:Pending ) . . T
[ EiStart New Y — Search for or enter the person’s user ID in the pop-up window and click the
1 ) wiEdit Approvers )
Pending — it Routed . = button.
David E Brittain - 000 Wemer, Jeania-061 =
@ H:‘?s;lﬁ'uzursgltmall.ggml = IDDen'[r::Elzrmliilr;llige?
G0 o Form = ) F
roorovst Acton 3 Enter a comment if needed and click the N button.
Snent | Inserting Greg Moorman for infernal approval, then DE for submission ta ID0A
3 \/[0]3{3
| Save | Return to Search
Approve Deny Save Comment

W

To make sure that the agency head procurement agent is the last approver before the request
LT routes to IDOA, in this example, the head procurement agent inserted one additional approver and
then themself.

-
Do
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Search/Fill a Form

< Employee Self Service

Form Ingtructions Attachments

2, ial Pr Request

Seq# 38 P
Approver Status Cancel Approval

*Subject | 061 Brief summary describing this request entered here

< Employee Self Service

Form Instructions Attachments
*Agencyll
B8l sequ 33 Special Procurement Request
*P S Requil *Subject |061 Brief summary describing this request entered here
-

[v]

Preview Approval

Submit

Approver Status

LIGTIEIC ATIONM

£ Employee Self Service

Special Procurement Request

Subject 061 Brief summary describing this reguest entered here

Review/Edit Approvers

Special Procurement Request: 38: Terminated EView/Hide Comments

Approved
v David E Brittain - 00061
Head Procurement Agent
101320 - 12:50 PM

Comments

search/Fill in a Form

PG 24

Cancel Approvals In Process

It’s bound to happen; you submit a form for approval, then realize you forgot something
or need to make a change. No problem. It's simple; even if an approver has already
acted.

* Navigate to the Special Procurement Request under the eProcurement menu options
and select the Find an Existing Value Tab.
* Use the search page options to find and open your form.

Click the . Sgpreves Hisen button if you’d like to see which approval step is pending.

If you want to take back control of the form to make changes, add information, or end
the process for any reason, click the  cuweissmms  button. The form’s Status will
update to Cancelled.

Click the. Ao Haim button and you’ll see that the workflow step previously
pending has been terminated.

0 Click the o) button if you want to resubmit the revised form for approval.

MORE
ﬁ

If you don’t see the Approval Status button, make sure the form Status is Pending.
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 worKFLOW IS

FS92DEV - [Form Approval] Form 37 (IDOA_SPR) has been Approved 1
<) Rephy

i ioti &) Reply All | —> Forward
gmisworkflow@iotin.gov | D Reply A orwar
To Carr, Todd

Form 37 (IDOA_SPR) has been approved. Details are shown belows
£ Employee Self Service

Mon 10/12/20)

Search/Fill in a Form

Subject: 061 SPR Example:
Priority: 3

Due Date:
Requester: LO04300 Form Ingtructions Attachments
Click on the URL to access the form: kit y
Page=FORM&Action=U&SEQ_ NBR=3Z i

Seq# 37 Special Procurement Request

(This message was automatically generaf

*Subject |061 SPR Example

- B Priority | 3-Standard v
- Status  Approved
| AGENCY INFORMATION

“Agency | Divisi IRCA B e et Justificafion documenting the specific needs, research, and analysis done supporting
¢ Employee Self Service Procurement provisions is

wnd on the Aftachments tab of
Special Procurement Request 3
nclude this information with

gific details requested in each
ached to be submitted with this
Subject 081 SPR Example Frejection.

its may be uploaded

Review/Edit Approvers

= NSES
Special Procurement Request: 37:Approved Z'Wiew/Hide Comments
1 \TION

Approved Approved
v David E Brittain - 00061 v, Werner Jeania-061
y Breciin DA Acoaunt Manager
10612120 - 6:08 PM frices quoted (or associated

Comments 3
Werner,Jeania-061 at 108 20 - 6:08 PM

r entered here.

David E Brittain - 00061 at 10/12720 - 6:04 PM
Request approved.

Comment History

0K

PG 25
Your Request is Approved

1 If your request is approved, the submitter will receive an email notification. Only one
, important step left to complete!

POs and contracts that result from an approved Special
Procurement must include a copy of the form and a copy of
the page showing the dates and times of the approvals and
all comments entered by the approvers.

* Navigate to the Special Procurement Request under the eProcurement menu options
and select the Find an Existing Value Tab.
e Use the search page options to open your form.

Save a pdf copy or screen print of the entire Form.

2/ * At the top of the Form tab, click the Aeproe S button.
L]

~) Below the workflow approval map, open the Comments section. (Click the
) Expand/Collapse button Comments toopen or close the section.)

Save a pdf copy or screenshot of the window showing the
approvers, the dates and times of the approvals, and all the
comments
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WORKFLOW

Favorites Tools Help

Duplicate tab
. é Print
New window
Mew session General | Options
Open with Microsof Select Printer
OneNote (Desktop)

. 7@ Microsoft Print to PDF Send To OneMote 2013
Edit crosoft XPS Document Writer

Save
Save as.

Open..

Location:
Comment:

Page Range
@Al

() Selection () Cument Page

Send O Pages: [ Colate - - -
Erter either a single page number or a single 1 2 3
Impnrt and export... page range. For example, 512

Organize » Mew folder

Name

(%) PW Under 150

[ IDOA_Sourcing_Guide_20.2.26
) Deskiop E‘, Sound recordings

Documents E‘, OneMote Motebooks

B Migrated_Home B Adobe

[&] Pictures |]| Adobe Captivate Cached Projects
E‘, cache

B Custom Office Templates

: 3D Objects |]| My Adobe Captivate Projects

l:l‘l Zoom

~
@ OneDrive - State c
DI Attachments

[ This PC

Save as type: | PDF Document (*.pdf)

» Hide Folders

QOOPEPREEEEOY

o

Search Documents

Date modified
4/6/2020 %:32 AM
3/31/2020 1219 PM
12/28/2020 2:20 PM
7/23/2020 %:43 AM
7/23/2020 9:25 AM
3/2020 9:25 AM
3/2020 :25 AM
3/2020 9:25 AM
3/2

3

72
.
72

.

/23,

72372020 9:24 AM
T/23/2020 9:24 AM

2
2
2
2
2
2

File
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Your Request is Denied

If an approver denies your request, the submitter will receive an email notification.

FS92DEV - [Form Approval] Form 37 (IDOA_SPR) has been Denied
gmisworkflow@iot.in.gov & Repl 7«';,- Reply Al | —> Forward
e To Carm, Todd 1 Mon 10/12/2020 5:3
‘ Depending on the reason it was returned, you may want to make changes and resubmit
Form 37 (IDOA_SPR) has been denied. Details are shown below:
et oot s Exsmple — it. First, though, let’s find out why the approver sent it back.
Priority: 3 < Employee Self Service Search/Fill in a Form

Due Date:
| Requester: L0O04300

Click on the URL to access the form: https://d Form Ingtructions Aftachments
Page=FORM&ACtion=U&SEQ NBR=37
(This message was automatically generated by seq# 37 Special Procurement Request . . .
) " 1 * Navigate to the Special Procurement Request under the eProcurement menu options

*Subject |061 SPR Example

and select the Find an Existing Value Tab.
* Use the search page options to open your form.

Priority | 3.Standard v

Status Denied Preview Approval Submit

AGENCY INFORMATION

At the top of the Form tab, click the e iims 0 hytton.

N

*Agency / Division |IDOA / Procurement Justification documenting the specific needs, research, and analysis done supporting
the request to make this purchase under the IC Special Procurement provisions is
*PS Bus Unit 00061 Q required.
‘ - T The Snecial P hstification (fvnd on the Aftachments tab of
~ requested in each
Special Procurement Request p submitied with this X
> uploaded. 2)) Below the workflow approval map, check out what the approver had to say in
Subject 081 3PR Example e ~J) Comments. (Click the Expand/Collapse button Comments | to open or close the

section.)
Review/Edit Approvers

If you have questions about comments explaining why the request was denied, you can
contact the approver directly by phone or email to discuss the details.

Special Procurement Request: 37:Denied C2View/Hide Comments
1
Denied Terminated
David E Brittain - 00081 Wemer Jeania-061 )
a Head Procurerment Agent X 100 Mooaunt Manager R 22soctated

You can update any of the fields or information on a request that’s been denied, but the form status

Tor s e t:i:tr:qulj:éﬁg t'mﬁi:r:;d':;?ied and retumed are entered here will remain Denied unless it’s resubmitted. If you submit it, the status will update to Pending.

Comment History

OK
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Resources

File Edit View Favorites Tools Help

We hope you feel confident with what you’ve learned about the
requirements to request approval for a Special Procurement and the
PeopleSoft form.

UserID.

R

Remember that information and instruction concerning the business
procedures and policies are available on our website
https://www.in.gov/idoa/2865.htm in the Delegation of Purchasing
Authority (DPAP) Manual.

Special Procuremen Reguest

b ey

AGENCY INFORMATION JUSTIFICATION

You can also review the Indiana Code governing Special Procurements on
the Indiana General Assembly website
http://iga.in.gov/legislative/laws/2020/ic/titles/001 .

The SFRACIRG SRS 15 TEQUIPD. Bt 10 nciuge ths wismadon wih
U rEGUEST will delay SADTIVAl SSCSF B CuRE for repeClon

If you need advice or guidance, contact your IDOA Account Manager, one
of the Sourcing analysts, or any of the IDOA Procurement Division directors

Finaze select the oheckbox below if this request i COVID 15 relaed.

VENDOR RESPONSES
- & RECOMMENDATION

R ——— for help
Provide the names of 2l vendors contacoed and prices uoted (o 25500126
[T [r—— walum) for each one
3 fpactal Procuriment, *A mpy of S -y
- [T e p— [E—nCR
Please submit a GMIS ticket to report any problems or issues with the
SPECIAL PROCUREMENT -
QUALIFYING PROVISION Prcatve PeopleSoft form.
VENoor 3

INDSAMA CODE [IC) 5-22-10

SPECIAL PURCHASING METHODS

Boloci e apprapriute I provivion for this regesst, [ cling 5-22-10-11. s koites



https://www.in.gov/idoa/2865.htm
http://iga.in.gov/legislative/laws/2020/ic/titles/001

