TRAINING TUESDAYS
11/19/19

- Cancelling/rebidding clarification

- New Training email: CPOGS.Training@lIlllinois.gov

- Monthly BidBuy Training — new January dates added
- Job Aid updates: IFB

‘- Fun Fact



mailto:CPOGS.Training@Illinois.gov

CANCELLING SMALL PURCHASES

o No requirements for cancelling a Small Purchase in Procurement Code/Rules
o Follow the Small Purchase Job Aids

» If an agency would like to add a Bid Amendment to cancel (as a courtesy to
vendors), that’s perfectly ok. However, it is not a requirement.

e Reminder: only for small purchases $10,000 and Above, since Less Than $10,000
wouldn’t go to the Bid Stage




SECTION 1.2040 CANCELLATION OF SOLICITATIONS; REJECTION OF BIDS OR PROPOSALS

A) PoLicy

ANY SOLICITATION MAY BE CANCELLED BEFORE OR AFTER OPENING WHEN THE SPO DETERMINES CANCELLATION TO BE IN THE STATE'S BEST
INTEREST. AN SPO MAY REQUEST THAT A STATE AGENCY PROVIDE ANY INFORMATION TO ASSIST THE SPO IN REACHING A DETERMINATION OF
WHETHER CANCELLATION IS IN THE STATE'S BEST INTEREST. NOTHING SHALL COMPEL THE AWARD OF A CONTRACT.

Any solicitation may be cancelled before or after opening when the
SPO determines cancellation to be in the State's best interest.

To cancel a Bid:

Stage Tab Task Who
Create a Bid [*® Amendments® Create Bid Amendment Agency
Amendment [Tab “™  Comment Box: briefly explain the reason for
to cancel and cancellation and that an opportunity will be given to
notify vendorg compete on any re-solicitation of similar supplies or

services.

“m  Save & Continue

“™  Notify SPO to Apply the Amendment **
“m  Amendments“® Click Amendment number SPO
Tab “™  Verify Show to Vendor Option

Y& Apply Bid Amendment




NEW TRAINING EMAIL ADDRESS
CPOGS.TRAINING@ILLINOIS.GOV

o Please use this email address for scheduling/registering any future trainings




MONTHLY BIDBUY TRAINING — NEW DATES ADDED

oWednesday, January 8t 10:00am — 3:30pm
oWednesday, January 22nd 10:00am — 3:30pm

o CDB computer lab @ Stratton Building (Room 320)
oPerfect for those new to BidBuy

oWhat will be covered?

* General Navigation, Releases Off Masters, Small
Purchases, workflow in BidBuy

oCpogs.training@Illlinois.gov to register
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JoB AID UPDATED: IFB 20.2

Delete Renewal Options at PO in Items Tab

Cancelling

PURCHASE ORDER
Pracess PO | “® Summary Tab | “® New PO Hyperlink to View PO Agency
Y General Tab Complete Required Fields, including; Agency
Y TYPE CODE: 10 A — Competitive Sealed Bidding
<™ PO TYPE: Open Market
* " Blanket (SAP Only - when syncing with SAP)
“M CURRENT FISCAL YEAR: Choose
M Save & Continue
“M Items Tab “# Delete any Renewal ltems Agency
Note: this PO is for the initial term only
To cancel a Bid:

Stage Tab Task Who
Createa Bid [ Amendments*® Create Bid Amendment Agency
Amendment [Tab “M  Comment Box: briefly explain the reason for
to cancel and cancellation and that an opportunity will be given to
notify vendorg compete on any re-solicitation of similar supplies or

services.

“@  Save & Continue

Y Notify SPO to Apply the Amendment **
“m  Amendments“® Click Amendment number SPO
Tab ¥ Verify Show to Vendor Option

“m  Apply Bid Amendment




FUN FACT

On this day in 1863, Lincoln delivers his famous
Gettysburg Address

THE GETTYSBURG ADDRESS
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WHAT WILL WE DISCUSS ON TRAINING TUESDAYS?

oCPO Notices

oCPO Memos

oNew Forms, processes, etc.

oBidBuy Training — updates to the system
oProcurement Training

oHelpful Tips TRAI NI NG
oAnd More! nh !‘l‘ . ﬁ:rf " @ﬂr

COACHING  TEACHING  ENOWLEDGE DEVELOPMENT LEI'-F:H' EXPERIENCE SEILLS




Cpogs.training@Illlinois.gov

. @ QuesTions?
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