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CREATING A NEW INTAKE REQUEST

1. Click on + New Project.

© Tour Dashbeard SoBy £ Created Date

Ji

COLLIN
COLLEGE

Find Projects
# My Projects
Q My Reviews
= My Comments
& Ky Evaluations
2 Following

() All Projects

T Add Fitter Save Fliter /

E= Browse Library

2. Click on New Intake.

What Would You Like to Do?

wchasing [
parl : anged Latsr
Progect Request /
# Create Project
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4. In the Title Project field, enter the title for the project.
In the Project Contact field, Project Contact — Enter the name of the person requesting the project if
entering for someone else.
Procurement Contact —Ensure the Procurement Contact auto-populated. If this is for a review of an
agreement or contract, change the Procurement Contact to Kathy Brown.
Project ID — DO NOT USE
Requisition ID (optional) — Enter requisition number from Workday if available.
Categories — Click on add and chose the categories that apply to the project.

Click Next to proceed to the Document Setup Section.

Title

I Office Supplies - TEST " ]
Project Contact
I OpenGov Project Manager ‘
Edit Contact Display Infarmation
Procurement Contact
Karen Bell }
Edit Contact Display Infarmation
Department
Psychology - Frisco
Edit Department Display Information
Project ID (optienal) # GetAuto Number
I Enter Project ID L4 J
Identification number or code for the project.
Requisition D (optional)
l Enter Requisition ID 4 }
Categories < Add
No Categories Selected b

[0 Are you purchasing an emergency good or service?

Next >

5. Answer the questions in the Document Setup section. Question 2 has the following instructions:

e If this is for a solicitation, all questions below must be answered or the intake form will be
returned. See the Procurement Planning and Yearly Purchasing Training document in the Internal
Only Documents section for purchasing guidelines and procedures.

e [f this is for review of an agreement/contract set Kathy Brown as the procurement contact in the
Project Information section. You can skip these questions and attach your document in the
INTERNAL ONLY DOCUMENTS. See the Legal Review of Contracts, Review and Signature
Authority, and Standard Addendum to Agreement documents in the Internal Only Document
sections for instructions on submitting an agreement/contract for review. IF THIS
AGREEMENT/CONTRACT WILL REQUIRE A PURCHASE ORDER, DELETE THIS FORM AND
ATTACH THE AGREEMENT TO YOUR REQUISITION.

Click Next to proceed to the Introduction Section.



https://procurement.opengov.com/portal/collin/projects/55662?section=471925
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Document Setup

In the Summary field, give a brief description of the project being requested or agreement being
reviewed. The Summary field must have information in it in order to submit the project request. Click
Next to proceed to the Scope of Work Section.

Summary @

Improving Streets

n
i
il
v

Il

14px B I U & X, 2
Write a summary. Keep it short and snappy. Limit it to 1 to 3 paragraphs

Background (optional) @

Enter Text (optional)

n
iii
m
v
Inl

14px B I U § X, x?

Add some background info. This is optional - Just leave it blank if you don't need it

In the Scope Of Work field, list the requirements for this project or attach a scope of work. Steps 8-12
show you how to add a scope from the library. These steps are not required if the library is not being
utilized. If you do not have a scope of work, you can search the Project Library for suggestions for
scope of work that were used at other entities.

Scope of work resources: B Scope of Work Library i= Suggested Content (Z Partner Resources

Define the requirements for this project request @

Scope of Work O+

Enter the Scope of Work here or Attach it in the bottom

n
i
il
v
lnl
.

14px B I U & X, x*
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8. Search projects by entering keywords and then click on the scope of work you would like to view.

Project Library Search
Sorl By Sort Order. 12324 Projects Found
Search Projects Date 17 Descending - 218 |

Cellular Site Simulator

I City of Pasadena E28722023 ) Copies: 1

Searching ail calegories 06035, 06037, 12036, 28000, 28500.. show ail

The Pasadena Police Department i§ Seeking bids from respective Quaified vendors for ihe
purchase of one compiefe HGN-DOWES, MUD-DIoIOCO! mobde cellular sife.

Search by Category + Acd

General Engineering Services

I Giynn County E28/22023 & Copies 0

% 906356, 90T40. 91140. 92528, 92535... show all

The Board of Commissioners of Glynn Counly, Georgia ("the Owner”) seeks Qualification
responses from interested Guained Engineenng fams 10 provide general

Annual Courier Sefvices

B Alachua Counly. Flonda 228722023 & Copies: 0

% 91553 96224

Purpose: Annuai Courler Services for Alachua County for the benefii of Ihe Fire Rescue and Public
works Depanments

[Fn.
UTILITIES BILL PRINT AND MA!L?N}G SERVICES
K County of Hemanco B2 822023 ¢h Copies: 0
»

9. Select all or only certain items by clicking on each item.

Echude SeER Buch BN PROL Imges. uRtie per LD wegid. Colors, S and cortract
RS MRAT D v A ST DRI CETeTE (COmphees [FETS i B OO RO
Sroft S S T

ety men! BT provol Bl febeon Ty phornd o el Sty Soredel Tuneei foues

In'mmwmmﬂ PS4 aasat e SpecR order e
| £

:HE.‘-FH',
S

LI peur vt ! e S I o BTy mpeor] T e, B Slioeng
oetai

¥} FEvoRDE Mumber

b} ey and CEENO0Y DESCETEage JSC0UWT
o Caamnes

o} Puchapeg Locanee

e} Sy

T Prce

10. Once all items are selected, click Copy Scope Items.

CATALGSG ARD BRANDS! EQUNRLENTS

Th fems isled i Mese SOSCCANoNS IENesSent e CIans we puinase The nrands
ofiened must be of egual or befier quaity and we reserve The right io seject any brand ofered
for any neason

1 PRACING MUST SE VALID fam July 1. 2023 Bugh June 30, 2024

2 AWNARD WRL BE BASED ONLOWEST BID

3 Ay sCompaene Do Al be e UNMPSTONTAE BN T NG DE Consuiened for an Feae
4. Awarced vendor wil De nequined 1o provice The Rliowing

& W

. Compastas vendon QUESENIEE 10 107 N wInIcT

L4 mmmtwmswenm Pargce refer 10 e ATACHEEES T0F
SETpie forms

0 WNDICes. 0 De LpICAced DO (30eT NN § OIS Aer N TRGUIred Gefvery 3nd COMpleton
gt WmoaCe Mt Chbdrly Specafy he PO number, detadied descnplion of gOOCs ndior
SENCES 35 JPPECAS (Ex. unil prce, Quantities biled. extenced Mo, Senice dae. Service
RCINON). N3 ANy BpCRCIn traes

INSURANCES, | ICENSES PERMITS
Wencor mus! comply with e City of nuranoe and i
for il Boenses. permits. nd CeMBCANONS. required 1 il e nequinements of s Contract.

SAFETY

WSOl a55ames Tull FESOCASIDRTy 303 RaliEty 1of COMBASNCE wth 3 SpEacabie Neanth &l
ety reguiations when Tufiling The regunements of tes confract k,/
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11. Once the items are listed in your project, the items can be edited to add or delete information as
required. Click in the field and delete or add text. If a section should be removed, click on the X. To
add an additional section below a section, click on the +.

OMLINE CROERING ] v/

Must provide 24/7 onling ordering with individual iogin 1Ds for designated buyers. Rems must include detalls such as x
photo images, quantities per UOM, weight, colors, ete., and contract prices must be visible 1o staff placing orders.

Completed orders must be confirmed back to buyer through emall, /

endors must also provide a contact person by phone or email during nomal business hours that can answer
questions about product, prices, and assist with special order fiems,

14px B I Y &5 X% x &I

"
Inl

REPORTING O

Upon request, vendor musi be able 10 provide summary report that includes the foliowing details: x
a) Invoice Number

b) ltems and catalog percentage discount +
c) Quantites

d) Purchasing Location
o) her Microsaft Search (Alt+Q)
1) Price:

12. Add a section at the bottom by clicking + Add Item.

SAFETY e

x

‘endor assumes full responsibility and lisbility for compliance with all appiicable health and safety regulations when
fifilling the: requirements of this conract

aam
wam

+

g B I U & %x E 23

13. Review all information entered in the sections to make sure the information is accurate.

14. The following instructions will be displayed for the Internal Only Documents section. Do not attach
anything in this section that needs to be attached to the solicitation. Click done to proceed.

INTERNAL ONLY DOCUMENTS - Instructions

Attachments in this area are for internal use only. If you are attaching information
that will need to go in the solicitation, add it to the Scope of Work Section.

Attachments in this area are for internal use only. If you are attaching information that will need to go in the
solicitation, add it to the Scope of Work Section.

.//
e
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15. To attach documents, drop files or add files by clicking the blue Drop some files here or click to select
files to upload. Attach any documents here that will need to be attached in the solicitation. Click next
to proceed to the Internal Only Documents Section.

Uplaad a 1 of sgreadsnog! Soniaining aetalled Mepursments PO SOur proeac] o if nooosd )

Drmp some s bere or eiick lo seec! es fo dpiogd A”"-)'F

A R [

16. Once all steps are completed, click Check for Errors.

ii % & A-Legal Review of Contracts
% ¢ B-Reviewand Signatory Authority 2]

% ¢ C-Standard Addendum to Agreement ]

i % & D-Procurement Planning
% ¢ E-Yearly Purchasing Training December 2022 B

\\

-
ack Check for Errors

17. Return to any section that is not marked with a green check.

Project Request Sections Checklist
Project Information 4
Document Setup &
Introduction A

Scope of Work °

INTERNAL ONLY DOCUMENTS o

18. Once all sections are marked completed, click Submit Project Request to start the review and
approval process.

Project Request Sections Checklist
Project Information
Document Setup
Introduction

Scope of Work

00000

INTERNAL ONLY DOCUMENTS

G-
& Submit Project Request

Great job, all the sections have been successfully completed!

Click the button above to start the review and approval process.

19. Click Submit For Review.

Confirmation Required

Cancel & Submit For Review
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20. Your project has been submitted for review. Click Got it!

Great Job!

= pre-5e1 BpDION
Aomaticaly!
1 W EEEIE 3 NODNCADER S5 FOUl Iequest !aszy:
;

21. To add a comment for the Buyer, click on the Chat sign located in different sections of the project.

Introduction - *‘“‘—«__

Type: Inlros

Summary @

22. Tag the Buyer by clicking the plus sign + and select their name. Enter the comment in the Start a
New Conversation field. Click Comment.

Comments on Introduction Section

Introduction Section
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VIEWING & EDITING INTAKE FORM REQUESTS

When clicking on the link received through email, the link will take the user straight to the request for
viewing.

1. Once opened, click Edit Request.

o Project Request b

If you are logged into OpenGov:

1. To see all requests you have been invited to click on All Request.

MO project requests crealed yer

COLLIN Project requests will be displayed here once created,
COLLEGE
Find Requsis 4 New Project Request
# Wy Requesis

8T Desboard & Fapon - 2
O -] ©
COLLIN
COLLEGE o o
e o o
S o] @
3. Once opened, click Edit Request.
o Project Request w

1l
‘m

Cithar Asticrr:

s Irnrie Colasorson
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INTAKE FORM FOR REBID — ONE STAKEHOLDER

You will receive a notification when you are invited to view an intake form for a contract that is due to be
rebid. The Project Information section will have the information entered prior to receiving the notification.

1. Click on the Document Setup Section on the left side of the screen. Answer the questions that
populate. Once completed, click Next to proceed to the Introduction Section.

& Invite B Review Save Check for Errors

I Document Setup

Provide the information below to configure your document @
Introduction
1. What is the purpose of this request?*

Scope of Work QO solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)

INTERNAL ONLY DOCUMENTS (O Review of Agreement/Contract by Contract Administrator

2. Solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)

If this is for a solicitation, all questions below must be answered or the intake form will be returned. See the Procurement Planning and
Yearly Purchasing Training document in the Internal Only Documents section for purchasing guidelines and procedures.

If this is for review of an agreement/contract set Kathy Brown as the procurement contact in the Project Information section. You can
skip these questions and attach your document in the INTERNAL ONLY DOCUMENTS. See the Legal Review of Contracts, Review
and Signature Authority, and Standard Addendum to Agreement documents in the Internal Only Document sections for instructions on
submitting an agreement/contract for review. IF THIS AGREEMENT/CONTRACT WILL REQUIRE A PURCHASE ORDER, DELETE
THIS FORM AND ATTACH THE AGREEMENT TO YOUR REQUISITION.

2.1. Is this project a new solicitation or one we have issued before?

O New Solictation

Q sSolicitation Previously Issued

2.2. Have you checked with the Purchasing Department to see if a current contract is available?

O Yes
O No

2. The Introduction Section will have information completed for review. The Summary section will have
detailed information regarding the contract that is due to be rebid.

I Infroduction -] Sum

Scope of Work (-] Crar rexconds indicale Shal the Collin Colege confrac] referenced above will be expiring soon Conlract is a Broad lerm Fisl s wsed o
GO VENOUS ByEes of SOreements oF hoerses 10 & oesaraled penod of lime

INTERNAL ONLY DOCUMENTS e Humesr & Nama. SCON-100231: Custodial S4rvices for Wyile Campus

erssars. UBM Enterprise, inc.
Eaparaton Dale 630/2023

Contract Typa Anfilial Conires!

Contradt Spand: 1.235.565.18
Instructons. Flaase Reply to Purchasing by Wednesday, April 19, 2023
M i wish 00 Tedeid IS E0niTac, plaasa follod Ihe SIB0S Daliw

A Follow the Rebed Renewal intake Form instiuctions and respond by (date) mdcaling that yoo wish 10 rebid the contract mong
sl an estimated anmus epandium. **Pleass nods that this s an esBimated amount anly. "

B Altach Me spectestions 1o 1he iitaks Foim in Opesoe (Buyer) st have M ifomalon by (dabe] 10 peevent & lagse in
sarvics(s) Spacficabions providad by a vandar fat could potentally ba responding it e soliKitalion ar not accaptabie as thes
would create @ confict of interast

€. (Buyer] wil add & comment in OpanGiv for aey sddfional infamation needed

B you wish 001 10 retid Tits Coniract, pledse follow e Segs beicw
A, Foliow the Rats Renewsl ntaka Form instnactions and respond by {dabe) sncicating that wom wesh ot 10 rebi Fes contract

O If appicabis. | undarstand that | must submit a new Sole Source Justication form annualy, This can be oreated when submiting
i TN a5 & Sols Soute Regursiton Typs @ Workday # Ihe purchass & oved $10.000. 1 nons of 1hs DURcRases inar B o
souroe coninact will emcoed 310,000 thee the Purchising Deparimen can ovide 8 Sole Sounce Jusification Fom o be completed
and & wil be affached 1o the contradt in Workday If svaliable s signed letter from e vandor on their lefiefhead vedfying hal Sy aie
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Enter the estimated spend in the Background section. If the contract is no longer required, enter a
comment indicating that you wish not to rebid the contract. Click Next to proceed to the Scope of
Work section.

Document Setup (]

| Introduction ’// o Summary @
Scope of Work [} Test
INTERNAL ONLY DOCUMENTS (]

14px B I U S X x*

"
iii
m
Il

. Vite @ summary. Keep it short and snappy. Limititt0 1 to 3 paragraphs

'Y
Background (optional) @

Enter Text (optional)

14px B I YU § X x* =

Add some background info. This is optional - Just leave it blank if you don't need it

The following instructions will be displayed for the Scope of Work section. Click done to proceed.

Scope of Work - Instructions

Attach any documents in this section that will need to be included in the solicitation
such as specifications, drawings, site maps, etc.

The buyer will have uploaded the specifications used previously here for each stakeholder to review
and edit as needed.

To attach documents, drop files or add files by clicking the blue Drop some files here or click to select
files to upload. Attach any documents here that will need to be attached in the solicitation.

Click Upload. Once all documents are uploaded, click Next to proceed to the Internal Only
Documents.

Upload a file or spreadsheet containing detailed requirements for your project (if needed)

Drop some files here or click to select files to upload.

B @@

Attachment ID Title "

.

Uploaded Attachments:
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7. The following instructions will be displayed for the Internal Only Documents section. Do not attach
anything in this section that needs to be attached to the solicitation. Click done to proceed.

INTERNAL ONLY DOCUMENTS - Instructions

Attachments in this area are for internal use only. If you are attaching information
that will need to go in the solicitation, add it to the Scope of Work Section.

Attachments in this area are for internal use only. If you are attaching information that will need to go in the
solicitation, add it to the Scope of Work Section.

/'//
&

8. To attach documents in the Project Request Documents, drop files or add files by clicking the blue
Drop some files here or click to select files to upload. Attach any documents here that will need to be
attached in the solicitation. Click next to proceed to the Internal Only Documents Section.

Upload a fie or spreadshoel containing detalled reguirements for your prciect (i noeded)

9. Click Upload.

Upload a file or spreadsheet containing detailed requirements for your project (if needed)

Drop some files here or click to select files to upload.

i (B & [ i

Attachment ID Title —

Uploaded Attachments:

10. Once all documents are uploaded, scroll to the bottom, and click Check for Errors.

it %X 4 A-Legal Review of Contracts

it % ¢ B-Reviewand Signatory Authority

it % ¢ C-Standard Addendum to Agreement

it 3 ¢ D-Procurement Planning

it % ¢ E-Yearly Purchasing Training December 2022 A
.

ack Check for Errors
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11. Return to any section that is not marked with a green check.

Project Request Sections Checklist
Project Information A
Document Setup A
Introduction A

Scope of Work °

INTERNAL ONLY DOCUMENTS o

12. Once all sections are marked completed, click Submit Project Request to start the review and

approval process.
Project Request Sections Checklist

Project Information
Document Setup
Introduction

Scope of Work

00000

INTERNAL ONLY DOCUMENTS

& Submit Project Request

Great job, all the sections have been successfully completed!

Click the button above to start the review and approval process.

13. Click Submit For Review.

Confirmation Required

Cancel ¥ Submit For Review

14. Your project has been submitted for review. Click Got it!

Great Job!

&

Your Project Request Has Been Issued!

YOUur Gepanmen] Ras pre-5el BpeNowal NouDSs. 50 3N approver Nas Aeady Deen A55gnet
N nodred ascmatcak!

You w il FECEIE B ACUHCADON SIS pOur FEGUES! ~asi7:
)
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INTAKE FORM FOR REBID — MULTIPLE STAKEHOLDERS

You will receive a notification when you are invited to view an intake form for a contract that is due to be
rebid. The Project Information section will have the information entered prior to receiving the notification.

1. Click on the Document Setup Section on the left side of the screen. Answer the questions that
populate. Once completed, click Next to proceed to the Introduction Section.

&+ Invite B Review Save Check for Ermors.

Document Setup

Provide the information below to configure your document @
Introduction
1. What is the purpose of this request?*

Scope of Work O solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)

INTERNAL ONLY DOCUMENTS O Review of Agreement/Contract by Contract Administrator

2. Solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)

If this is for a solicitation, all questions below must be answered or the intake form will be returned. See the Procurement Planning and
Yearly Purchasing Training document in the Internal Only Documents section for purchasing guidelines and procedures.

If this is for review of an agreement/contract set Kathy Brown as the procurement contact in the Project Information section. You can
skip these questions and attach your document in the INTERNAL ONLY DOCUMENTS. See the Legal Review of Contracts, Review
and Signature Authority, and Standard Addendum to Agreement documents in the Internal Only Document sections for instructions on
submitting an agreement/contract for review. IF THIS AGREEMENT/CONTRACT WILL REQUIRE A PURCHASE ORDER, DELETE
THIS FORM AND ATTACH THE AGREEMENT TO YOUR REQUISITION.

2.1. Is this project a new solicitation or one we have issued before?

O New Solictation

(O solicitation Previously Issued

2.2. Have you checked with the Purchasing Department to see if a current contract is available?
QO Yes
O No

2. The Introduction Section will have information completed for review. The Summary section will have
detailed information regarding the contract that is due to be rebid.

B Review B Save

Introduction (-] Summary @ /

Scope of Work [-] 1O reLoeds indlesle that the Collin Colleges 0oniac] releranced abows will be sapiing soon Coniract |s & Brosd tam dsl i med i
COVRT VANOUS Bypes of agreements of Boerses for & desgrated penod of lime

INTERNAL ONLY DOCUMENTS ] s e DO 800831 Smstodial Borvics ot Wikle e

Verion UBM Enterprise, inc.

Exparaton Dale 0302123

Coniract Typo. Annual Coalract

Contradt Spend: 135 585.18

slvuchons. Plaass Reply 1o Purchasing by Wednssdiy, Apnl 18, 2023
H you wish 10 rebid s coniract, please foliow the staps. below

A Follow the Retd Renewal Intake Form instneclions and respond by {date) mdcating that yoo wish bo rebid he condact mong
AT an estimated anvus axpandiun. “*“Please note that this Is an estmated amcunt anly.

B Antach Whe specbcations Lo he ikake Foim in OpesGoe (Bayer) must have Nis informabion by (dabe] 1o peeveil a s n
saniceis) Spacdicabons proended by a vandor fat could polenbally be responding in e soiictabon are not accepiable as thes
would create a confict of interast

G, (Buysr] wil add & commant in DponGo for sy sadBon infsmastion nosdesd

B oo il nct 10 refid Mis conirect, pledss follow the Siegs Bsicw
A. Foliow the Rebsd/Renewal intaka Form instnactions and respond by {date) mdcating thal o wish ol 10 rebid Tes contract

O If applcable. | understand that | must submt a e Sole Source Justication form annually. Thes can be oeabed when submitting
0 TEGUBRION 65 & S0le Soutn Regusiton Typs @ Workasy @ he DIEchess & ooed 510000, 1 nons of ths JURchases el & 5o
Source oorirast will excaed $10,000 e the Purchasing Deparimend can (rovide 4 Sole Seurce Justficaton Fom o be compleied
and & will be afscfed 10 The contradt in Workday. If svilable & Sgned letber from e vendor on their eSemhead veifying el Ty aie
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3. Enter the estimated spend next to your name listed in the Background section. If the contract is no
longer required, enter a comment indicating that you wish not to rebid the contract. Click Next to

proceed to the Scope of Work section.

Document Setup (]
Introduction / (] Summary @
Scope of Work (] Test
o
== = =

INTERNAL ONLY DOCUMENTS
B I Y S5 X x* =

a 14px
Write a summary. Keep it short and snappy. Limit it to 1 to 3 paragraphs

Background (optional) @

Enter Text (optional)

(11}

lul
v

il

S 14px B I YU & X, x* = iZ

Add some background info. This is optional - Just leave it blank if you don't need it

4. The following instructions will be displayed for the Scope of Work section. Click done to proceed.

Scope of Work - Instructions

Attach any documents in this section that will need to be included in the solicitation

such as specifications, drawings, site maps, etc.

—
m"/

The buyer will have uploaded the specifications used previously here for each stakeholder to review

and edit as needed.
5. To attach documents, drop files or add files by clicking the blue Drop some files here or click to select

files to upload. Attach any documents here that will need to be attached in the solicitation.
L 1ael it [ )
e

plo&d & g or Spresdines! Sontaining NS0 MeoUErgImGncE Bof our pionocy
' Dirop sovme fes Peve or oiick bo splec! s fo upiosd ﬁ.‘

5 H
B R [ :

6. Click Upload. Once all documents are uploaded, click Next to proceed to the Internal Only

Documents.
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Upload a file or spreadsheet containing detailed requirements for your project (if needed)

Drop some files here or click to sefect files to upload.

(B Gl W@

Attachment ID Title -

Uploaded Attachments:

7. The following instructions will be displayed for the Internal Only Documents section. Do not attach
anything in this section that needs to be attached to the solicitation. Click done to proceed.

INTERNAL ONLY DOCUMENTS - Instructions

Attachments in this area are for internal use only. If you are attaching information
that will need to go in the solicitation, add it to the Scope of Work Section.

Attachments in this area are for internal use only. If you are attaching information that will need to go in
the solicitation, add it to the Scope of Work Section.

— '//
&«

8. To attach documents in the Project Request Documents, drop files or add files by clicking the blue
Drop some files here or click to select files to upload. Attach any documents here that will need to be
attached in the solicitation. Click next to proceed to the Internal Only Documents Section.

Jpload a fie or spreadshoet contain|ng detalled reguirements for your prosoct (f

Drop some e here or ciick lo select les fo upiosd /

3 G [

9. Click Upload.

Upload a file o spreadshect conlaining delaliod roguiternonts for your pecject (i noots
|

Dmp sovme Mias Reve or Ok 10 Salc! e 1o Lpiodd ]

Attachmant 1D Titha &
xB@ TesT [ e 5|
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10. Once all information is added, Click Save at the top left of the screen
HH @ OPENGOV mrojecs  ainiake B Contracts ‘ + New ‘

PROCUREMENT

& Invite B Review Save

Untitled

Type: Project Request Department: Purchasing Project ID: None

INTERNAL ONLY DOCUMENTS O+
Project Information

Type: Attachments
Document Setup

Introduction

11. Once all stakeholders have entered the required information, the buyer will review and then submit
the Intake Form.
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INTAKE FORM FOR RENEWAL — ONE STAKEHOLDER

You will receive a notification when you are invited to view an intake form for a contract that is due to be
renewed. The Project Information section will have the information entered prior to receiving the
notification.

1. Click on the Document Setup Section on the left side of the screen. Answer the questions that
populate. Once completed, click Next to proceed to the Introduction Section.

& Invite B Review Save Check for Errors

I Document Setup

Provide the information below to configure your document @
Introduction
1. What is the purpose of this request?”

Scope of Work QO solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)

INTERNAL ONLY DOCUMENTS (O Review of Agreement/Contract by Contract Administrator

2. Solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)

If this is for a solicitation, all questions below must be answered or the intake form will be returned. See the Procurement Planning and
Yearly Purchasing Training document in the Internal Only Documents section for purchasing guidelines and procedures.

If this is for review of an agreement/contract set Kathy Brown as the procurement contact in the Project Information section. You can
skip these questions and attach your document in the INTERNAL ONLY DOCUMENTS. See the Legal Review of Contracts, Review
and Signature Authority, and Standard Addendum to Agreement documents in the Internal Only Document sections for instructions on
submitting an agreement/contract for review. |F THIS AGREEMENT/CONTRACT WILL REQUIRE A PURCHASE ORDER, DELETE
THIS FORM AND ATTACH THE AGREEMENT TO YOUR REQUISITION.

2.1.Is this project a new solicitation or one we have issued before?
O New Solictation

QO Solicitation Previously Issued

2.2. Have you checked with the Purchasing Department to see if a current contract is available?

QO Yes
O No
2. The Introduction Section will have information completed for review. The Summary section will have

detailed information regarding the contract that is due to be renewed.

Introduction 1

Project Information
Type: Intreduction

Document Setup (-]
Introduction (-] Summary @
Our records indicate that the Collin College contract referenced below will be expiding soon, Contract is a
Scope of Work -] Exroad term that is used to cover various types of agreements of licenses for a designated period of time.
Nurmber 8 Mamé: SCON-100190: Online Student Evaluation
INTERNAL OMLY DOCUMENTS ] R St e i

Vendors: Taskstream Holdings LLC

Expiration Date: 08/31/2023

Contract Type: Annual Contract

:(.Dﬂlldfl Spend: 3450125

Instructions:

Please follow the Rebid/Renewal Intake Form instructions and respond by Thursday, April 20, 2023
O The: goads and/or sendoes are no longer niedid. do not renew.

O Please renew this for another year and the estimated annual expenditure i
§

O 1f applicable, | understand that | must submit & new Sole Sounce Justification form annually. This can be
creatied when submitting the requisition as a Sole Source Requisition Type in Woskday if the purchase is
over $10,000. i none of the purchases under a sole source contract will exceed $10,000 then the
Purchasing Department can provide a Sole Source Justification Form to be completed and it will be
attached to the contract in Workday, If available, o signed letter from the vendor on their letterhead,
warifying that they ane the sole manulacturer/supplier for the product(s) or service(s) may be included with
the Sole Source Justification form. A sobe source supplier means that only one supplier, based upon
thorough research, is capable of providing the requined products or services, Please be advised of the
reqarements for determining i & purchase is truly & sok source by redewing the Sok Source
Prowirement Prsicy frnnd
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3. Enter the estimated spend in the Background section. If the contract is no longer required, enter a
comment indicating the goods and/or services are no longer needed, do not renew. Click Next to
proceed to the Scope of Work section.

Document Setup ]
Introduction ‘/ (] Summary @
Scope of Work ] Test
INTERNAL ONLY DOCUMENTS (]
S e 14px B I YU S X x = = = E =

Write a summary. Keep it short and snappy. Limit it to 1 to 3 paragraphs

Background (optional) @

Enter Text (optional)

S e 14px B I YU S X x =

Add some background info. This is optional - Just leave it blank if you don't need it

4. The following instructions will be displayed for the Scope of Work section. Click done to proceed
since new specifications are not required for a renewal. No attachments are required in the scope of
work or internal documents section.

Scope of Work - Instructions

Attach any documents in this section that will need to be included in the solicitation
such as specifications, drawings, site maps, etc

~
3

5. Questions in the document set up section are not required to answer.
6. Return to any section that is not marked with a green check.
Project Request Sections Checklist
Project Information A
Document Setup A

Introduction A

Scope of Work °

INTERNAL ONLY DOCUMENTS (]

7. Once all sections are marked completed, click Submit Project Request to start the review and
approval process.

Project Request Sections Checklist
Project Information
Document Setup
Introduction

Scope of Work

0000

INTERNAL ONLY DOCUMENTS

<~
& Submit Project Request

Great job, all the sections have been successfully completed!

Click the button above 1o start the review and approval process.
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8. Click Submit For Review.

Confirmation Required

9. Your project has been submitted for review. Click Got it!

Great Job!

&

Your Project Request Has Been lssued!

YOUur Gepanmen] Ras pre-5el BpeNowal NouDSs. 50 3N approver Nas Aeady Deen A55gnet
and ol aAomatcaly’

Yioin will FECEivE B AOORCANOR SN pOul NGRSt RES BREN HCESisd
-
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INTAKE FORM FOR RENEWAL - MULTIPLE STAKEHOLDERS

You will receive a notification when you are invited to view an intake form for a contract that is due to be
renewed. The Project Information section will have the information entered prior to receiving the
notification.

1. Click on the Document Setup Section on the left side of the screen. Answer the questions that
populate. Once completed, click Next to proceed to the Introduction Section.

& Invite B Review Save Check for Errors

I Document Setup

Provide the information below to configure your document @
Introduction

1. What is the purpose of this request?”

Scope of Work QO solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)

INTERNAL ONLY DOCUMENTS (O Review of Agreement/Contract by Contract Administrator

2. Solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)

If this is for a solicitation, all questions below must be answered or the intake form will be returned. See the Procurement Planning and
Yearly Purchasing Training document in the Internal Only Documents section for purchasing guidelines and procedures.

If this is for review of an agreement/contract set Kathy Brown as the procurement contact in the Project Information section. You can
skip these questions and attach your document in the INTERNAL ONLY DOCUMENTS. See the Legal Review of Contracts, Review
and Signature Authority, and Standard Addendum to Agreement documents in the Internal Only Document sections for instructions on
submitting an agreement/contract for review. |F THIS AGREEMENT/CONTRACT WILL REQUIRE A PURCHASE ORDER, DELETE
THIS FORM AND ATTACH THE AGREEMENT TO YOUR REQUISITION.

2.1.Is this project a new solicitation or one we have issued before?
O New Solictation

QO Solicitation Previously Issued

2.2. Have you checked with the Purchasing Department to see if a current contract is available?

QO Yes
O No
2. The Introduction Section will have information completed for review. The Summary section will have

detailed information regarding the contract that is due to be renewed.

Introduction 1

Project Information
Type: Intreduction

Document Setup (]
Introduction (-] Summary ©
Our records indicate that the Collin College contract referenced below will be expiding soon, Contract is a
Scope of Work -] Exroad term that is used to cover various types of agreements of licenses for a designated period of time.
Nurmber 8 Mamé: SCON-100190: Online Student Evaluation System
INTERNAL OMLY DOCUMENTS ] e G

Vendors: Taskstream Holdings LLC

Expiration Date: 08/31/2023

Contract Type: Annual Contract

jf.urw-a:l Spend: 3450125

Instructions:

Please follow the Rebid/Renewal Intake Form instructions and respond by Thursday, April 20, 2023
O The goads and/for senices are no longer needed, do not renew.,

[ Please renew this for another year and the estimated annual expenditure is
§

O 1f applicable, | understand that | must submit & new Sole Sounce Justification form annually. This can be
creatied when submitting the requisition as a Sole Source Requisition Type in Woskday if the purchase is
over $10,000. i none of the purchases under a sole source contract will exceed $10,000 then the
Purchasing Department can provide a Sole Source Justification Form to be completed and it will be
attached to the contract in Workday, If available, o signed letter from the vendor on their letterhead,
warifying that they ane the sole manulacturer/supplier for the product(s) or service(s) may be included with
the Sole Source Justification form. A sobe source supplier means that only one supplier, based upon
thorough research, is capable of providing the requined products or services, Please be advised of the
reqarements for determining i & purchase is truly & sok source by redewing the Sok Source
Prowirement Prsicy frnnd
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Enter the estimated spend next to your name listed in the Background section. If the contract is no

longer required, enter a comment indicating the goods and/or services are no longer needed, do
not renew. Click Next to proceed to the Scope of Work section.

Document Setup ]
| Introduction ‘/ (] Summary @
Scope of Work ] Test
INTERNAL ONLY DOCUMENTS (]
S e 14px B I Y § X x =iz & =

Write a summary. Keep it short and snappy. Limit it to 1 to 3 paragraphs

Background (optional) @

Enter Text (optional)

S e 14px B I YU S X x =

Add some background info. This is optional - Just leave it blank if you don't need it

4. The following instructions will be displayed for the Internal Only Documents section. Do not attach
anything in this section that needs to be attached to the solicitation. Click done to proceed.

INTERNAL ONLY DOCUMENTS - Instructions

Attachments in this area are for internal use only. If you are attaching information
that will need to go in the solicitation, add it to the Scope of Work Section.

/'//
4

Attachments in this area are for internal use only. If you are attaching information that will need to go in the
solicitation, add it to the Scope of Work Section.

5. Questions in the document set up section are not required to answer.
6. Once all information is added, Click Save at the top left of the screen.

EEE @ OPENGOV =rojects  mintake B Contracts ‘ + New ‘

PROCUREMENT

&+ Invite B3 Review B save [ Check for Errors

Untitled

Type: Project Request Department: Purchasing Project ID: None

) ) INTERNAL ONLY DOCUMENTS O+
Project Information

Type: Attachments
Document Setup

Introduction

7. Once all stakeholders have entered the required information, the buyer will review and then submit
the Intake Form.
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CREATE, VIEW & RESPOND TO COMMENTS

Creating A Comment

1. To add a comment, click on the Chat sign located in different sections of the project.
|ntroduction E-'J-‘____\_H_\-

Type: Inrodkucion =

Summary @

2. Tag the person to receive the comment by clicking the plus sign + and select their name. Enter the
comment in the Start a New Conversation field. Click Comment.

Comments on Introduction Section

ntroduction Section

@ Start 3 new conversatan

Viewing and Responding to Comments

1. When natification is received that a comment was added, click on the link to view the comment. The
comment will display and a reply section will be availble to enter your comment. Click in the Reply to
Comments field to enter your comment.

Comments on Introduction Section

View Resolved Comments

Introduction Section

@ Start a new conversation
= @ . 5 m

@ Katherine Rios Aug 10 2023 at 12:50 PM
Test

@ Reply to comments /
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2. Once finished with your response, click Reply. Click Close to close the comment section.

@ Katherine Rios Aug 10 2023 at 12:57 PM
Test

@ Reply to comments

O Resolve W
Followers . @ +

Close
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