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Preface

In July of 2005, the Department of Administrative Services added an Agency Contract
Index (ACI) function to the Georgia Procurement Registry (GPR) to make it easier for
state agencies to manage Agency Contracts. The nawdesbn the GPR Bid Posting
System Menu under the category of Government Unit Information and identified as the
AAgency Cont r(Secutity Lehel® Oly) | i nk

Other security level®r administering and managing Agency Contracts are listed in the
following table:

Security Level Responsibilities

1,2 and6 e PostaBid
e Post a Bid as an Agency Contract
¢ Make an Award

6 Agency Contract Maintenance Menu

e Add Contract Information without a Bid Notice
U Manually place Agency contract in GPR

e Add Contract Information with a Bid Notice
U Any bid processegrior to 07/08/05 (FY06 funds

e Update Contract Information
U0 Renewals, extensions or changes to the contrag

Public Agency Contract Menu
U To view all Agency Contracts

The ACI provides a comprehsive listing of all agency contracts. State agencies can use
this feature when they want to locate information on commodities and services already
contracted by other agencies. This will assist buyers wanting to piggyback off existing
contracts and thessearching for examples of specifications, requirements, or current
commodity and service costs.

Every agency will be required to enter all fiscal Year 2006 Agency Contracts into the
ACI, if they have not already been entered into the GPR Bid Postitgnsyd his

includes contracts issued both prior to and after July 1, 2005. This manual proviees step
by-step instructions on entering or editing Agency Contracts.
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Section 1. Posting Agency
Contract s

Posting the Bid on the GPR

The Bid Posting System (also known as the Buyer Side of the GPR) is located on t
DOAS State Purchasing webs#enttp://statepurchasing.doas.georgia.gader the
Services, State Government section.

| o

geOrgia.gov”

Online access to Georgia government

State Purchasing

Department of Administrative Services

georgia.gow > Agencies & Organizations > Departrment of Adrinistrative Services > State Purchasing Wednesday, July 0&, 2005

Services
State Government State Government

Vendors I

Local Government State Purchasing offers the following services for state agencies, |-
. L authorities, boards, commissions, and colleges and universities, X
Mon-Profit Organizations + Staff Director
B0
all Services Agency Tools - S
State Agency Procurement Officers' guidelines and procedures,

Back to:

Hema Related Links

« Office Supply Program

Bid Posting System
Enables registered agg
doTTmeres ot Eorgia Procurement Registry, maintain agency
user profiles, and solicit and receive bids electronically through
the E-Quote system.

pef users to post bid notices and

Debarred and Suspended Contractors

List of Wendors who are currently suspended and/or debarred
from use by State of Georgia and the "Federal Excluded from
Procurernent list."

E-Quote

A free web-based procurement sourcing tool that enables agency
buyers to solicit and receive bids electronically at their desktops
hw autnmating the faved hid nrocess corrently bheino utilized

Click: Bid Posting System
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http://statepurchasing.doas.georgia.gov/

The following screen will appear:

geOrgia.gov”

Online oecess to Georgia governmant

georgia.gov > Agencies % Organizations > Department of Adrinistrative Services > State Purchasing Wednesday, July 06, 2005

State Purchasing

Department of Administrative Services

All Services

Georgia Procurement
Registry

Vendor Registration System

Bid Posting System
E-Quote

Reverse Auction
Wendor Relations
Regquest for Proposals
Statewide Contracts
Request for Quotes

Furchasing Card Program

Back to:
Services

Horme

| [<]

Bid Posting System

The State Purchasing Bid Posting System is used by registered
agencies to post {upload) bid notices and documents to the

Georgia Procurement Registry, maintain registered agency user » Staff Directar
profiles, and to solicit and receive bids electronically through the - _QA
E-CQuote system. = Siterna

For additional information about the State Purchasing Bid Posting
Systern call DOAS' State Purchasing at 404-657-6000,

Georgia Procurement Registry Users' Guide

This guide will step you through the log in procedure and how to
change your user password, TYou'll also learn what functionality is
awvailable to you based on your security access.

Associated Document(s):

apr_userquide.doc
({MS Word, 6,370KB, 51 pages)

State Purchasing Bid Posting System
Agency buyers must be registered to acces
= b site)

is secure online

georgia.gov | Privacy | Important Motices | Accessibility | Partal Assistance

Click:

State Purchasing Bid Posting System
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Security Alert x|

rio Y'ou are about to view pages over a secure connection.
]

A information you exchange with thiz zite cannot be
viewed by anypone elze on the \Web.

[ In the future, do not show this warking

; tare [nfo |

If the Security Alert box displays:

Click:

The following screen will appear:

\Reokais

-

pelivegy B
p N

BROWSE FOR BIDS CONTACT US

Georgia Procurement Registry System

Please enter your 6 to 8 digit alpha or numeric password to login.

Forget password? |

Please note that your UserID and Password are case sensitive,

User ID: Igporster@doas.gﬂ-gov

Password: Iwm.{

Save password:

[T (30 days per chack)

Type the following information:

User ID: E-mail address

Password: password

Click: or press Enter
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The following screen will appear:

MAIN MENU SUBSCRIPTION LIST BROWSE FOR BIDS CONTACT US

Bids Needing State Purchasing Approval
or
Awarding by the Agency

Click on the Bid Title to view the bid posting.

Bids with a "Process Needed" of "approval" can NOT be viewed by the public,

Click on the "Please Award" to Award the bid or complete the RFI.

‘BID NUMBER ’BID TITLE ‘CLDSE DATE ’Process

TIME Needed
[+6100-030- [13 inch TW/VCR Combo fooso5i4 [plesss
[ hdain b
Click: MAIN MENU at top of screen or pressi| oin e

I button at the

bottom of screen.

The following screen will appear:

:men} Reat

-,$~

BROWSE FOR BIDS CONTACT US

,[wel'l 3

2D

SUBSCRIPTION LIST

Help |

The Georgia Bid Posting System

Many of the Bid Docurments contained herein are available in Portable Document Format (PDF) files, The
Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary,

AGENCY LINKS TO THE PROCUREMENT REGISTRY

Customize a Procurement Registry for vour Government Entity.

ANQTICES AND DOCUMENTS

Bid Processing

Click: Bid Processing
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The following screen will appear:

S

BROWSE FOR BIDS CONTACT US

Bid Processing

Many of the Bid Docurmnents contained herein are available in Portable Document Format (PDF) files, The
Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary,

Delete a Bid

Add a Documnent to a Bid

Delete a Bid Document

Notification List (Emailed at bid postin

Return To Main Menu

PR_bid_menu

Click: Post a Bid

The following screen will appear:

PankaioDenen

|
R
£ 3
| =

Ue‘l\ie‘;\:l, ALE

BID MENU BROWSE FOR BI

Post A Bid

** denotes mandatory data.

Didinvocess %4 I—Bid Process — ']
Rurchasing Typa; “** I— Purchase Type — 'l
Category.Type i I— Category Type — vl

Bid Number L I

Agency Code /Name 46100%**JUVENILE JUSTICE,DEPARTMENT OF

Fiscal Year i INOHE Selected 'I

Bid Title ot I

Contact Name R I
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To post thebid, follow these step

e Select the appropriat®&d Processusing tre drop-down box:

RFOl =

— Bid Process —

Select the appropriatggency ContracPurchase Type using the drop-down box:

Agency Contract - Fixed -

—Purchase Type —

Agency Contract- Open

‘Amency Contract - Fixed

Agency Contract - Rental and Lease Furchase
Agency Contract- Service Maintenance

Agency Contract - Installment Purchase/Sales Financing
Canstruction

Cpen hMarket
Sole Brand
Sole Source

Complete all mandatory data fields and selecwtielatedDollar Range. At theditom
of the form, select thappropriateNIGP code by number or Key Word.

Click - ‘ Check This Form |
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The following display box will appear:

Microsoft Internet Explorer x|

& Mo data Formatking errors were detected, The bid may now be posted.

Click:

Click: | Postthe Bid |

The following screen will appear:

Click: | PeumioMainbeny |4, rorym o Bid Processing

The bid status is now under evaluation.
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