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	User Roles

	Basic Purchaser (BP)* 
Department Access (DA)*

	

	Department Access is the role for Agency requestors or end-users. Department Access gives users the ability to be a requisitioner or contract shopper.

A requisitioner is a user who creates Requisitions from scratch, while a contract shopper is able to order from existing blanket contracts only.
 
	Basic Purchaser (BP) is the role for Agency purchasing staffs and APOs. 

Basic Purchasers can create all documents on the Agency side such as Requisitions, Bid, Purchase Orders and their related documents such as Amendments, Change Orders and revisions. 

	* An approver may be configured as either a Department Access or Basic Purchaser. In addition, if a user’s role is to approve only, they may be setup as a Department Access role with approval rights only, disallowing both requisitioning or contract shopping.


	
General Document Structure

	Requisition
Types: Open Market, Release & Demand

	



	Bid
New Public Procurement Bulletin

	
	Purchase Order
Types: Purchase Order & Master Blanket

	

	Document
Numbering
	17-416CMS-BOSS4-R-101
	
	17-416CMS-BOSS4-B-87
	
	17-416CMS-BOSS4-P-200

	
	
Fiscal Year - Organization ID - Department ID - Document Letter - Record Number*

	

	Document Description
	Requisitions are documents that Agencies use to request goods or services. In addition to Agency approvals, CMS Bureau of Strategic Sourcing and the Governor’s Office of Management and Budget will provide approval on the Requisition.
	
	A Bid allows you to publish a request for goods and services in BidBuy, and have registered vendors login, view and ultimately quote on those bids. BidBuy can help you to choose the best quote, award the Bid (Bid Tab**) and convert the Bid to a Purchase Order/Contract.
	
	Purchase Orders are used to purchase goods or services. In addition, they communicate details about the purchase both to the public, vendor(s) and the State that need to know about the purchase (i.e. accounting, requestor). Contract amendments may be applied to Purchase Orders via Change Orders.

	

	Legacy System
	Procurement Business Case (Remedy), IGPS, Surveys, Procurement File
	
	Illinois Procurement Bulletin for General Services, Procurement File
	
	IGPS, Procurement File

	*Record Numbers are generated based on a number wheel exclusive to each of the 3 documents. (i.e. Req, Bid, PO) As a result, a Requisition’s record number may be 300, while the associated Purchase Order is 102.
** The Bid Tab is a sub-document of the Bid where Vendor Quotes are tabulated, and where an award is recorded.
Reminder!  BidBuy is the official Procurement File
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Terms Crosswalk
Future
Bid
Bidders
Amendment
Quote
Bid Tab
Purchase Order (PO)
Change Order

Current
Solicitation/Notice
IPB Registered User
Addendum
Bid/Offer/Response
Award Information
Contract
Amendment










	
General Process Workflows

	[image: C:\Users\craig.williams\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\1Z4SW8T0\view-refresh[1].png]Included below is a high level walkthrough of the most common BidBuy process workflows. 

   - Each process step affords the opportunity for approvals to occur based on identified criteria, including Agency department, location, procurement amount, NIGP codes, user role and accounting.



	Small Purchase – Begins with an Open Market Requisition, then converted to a Purchase Order.
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	Competitive Solicitation – Begins with an Open Market Requisition, which is converted to a Bid for public solicitation. Once quotes are obtained, the Bid Tab is opened and vendor is awarded. The Bid Tab is then converted to a Purchase Order.
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	Release (Order Against Contract) – Begins with a Release Requisition, then converted to a Purchase Order.
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	Renewal – Begins with an Open Market Requisition referring to the associated Purchase Order/Contact. The Requisition is converted to a Bid and the Bid Tab is completed with the renewal amount(s). Finally, a Change Order is created against the original Purchase Order/Contract for the Renewal terms.
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	Change Order – Begins with an Open Market Requisition referring to the associated Purchase Order/Contact. The Requisition is converted to a Bid and the Bid Tab is completed with the change order amount(s). Finally, a Change Order is created against the original Purchase Order/Contract based on the Change Order terms. 
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