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	9.0 Sourcing – Instructor Notes

	Course Overview
	This course introduces the process of creating a formal procurement event (e.g. ITB, RFP, and ITN) in MyFloridaMarketPlace.


	Course Length
	8 hours



	MFMP Users
	Purchasing Agents



	Course Objective
	After training, participants will be able to:

· Create a formal procurement event in MyFloridaMarketPlace
· Review bids and propose winners

· Create a contract (a master agreement) from a formal procurement event

· Respond to vendor inquiries about an event

· Add stages to an event
· Import and export Sourcing data to and from Microsoft Excel
· Set up Matrix and Tiered pricing in an RFP


	Prerequisites
	· Basic computer skills (ability to operate a keyboard and mouse)

· Windows skills (ability to open, minimize, and close windows)

· Internet skills (ability to use Netscape or Internet Explorer)

· Knowledge of the FL procurement policies and procedures
· 1.0 System Basics
· 7.0 Advanced Purchasing

· 10.0 Contracts



	Key Talking Points

	Introduction
	"Sourcing" is the MyFloridaMarketPlace term for the acquisition of goods or services through a formal solicitation process
The tool used to create and manage these events is called Ariba Sourcing.  It is accessed from Ariba Buyer.
Any formal procurement mechanism, whether an ITB, ITN, RFP, RFI, or RFQ, may be referred to generically in Ariba Sourcing as an "RFX".

All RFX types in Ariba Sourcing are derived from the same collective set of options. When configured and saved for a specific purpose, these sets of options are referred to as a "template". 
Different options make an RFP template distinct from the template for an ITB, RFI, RFQ, or ITN. While each template, and thus each RFX type, has its own characteristics, generally, all RFX types follow the same process for creation and execution.

When a template is chosen and has data entered into it, it becomes a draft.

When a draft is "launched", it becomes active.  It may have a preview period, during which vendors can view and ask questions about the RFX.  At a specified time, the RFX will become "open"- during this time vendor responses are accepted.  

When the open period is finished, the user will review the responses and propose a winner.
This training module is arranged by Ariba Sourcing business function rather than by individual RFX type / formal procurement process.  The various Sourcing functions will be illustrated with different types of RFXs, so as to cover most of the significant formal procurement processes in addition to a broad set of system functionality.

**SAVE YOUR WORK OFTEN.  Sourcing usually times out after a short period of inactivity.  Whatever is not saved before the time out is lost.



	Lesson 9.1: Using a Master Agreement Sourcing Request
	A Master Agreement is a contract that allows a buyer to establish a commitment with a supplier for goods or services. 
If the Master Agreement is to be obtained through a competitive bid among vendors, the process will start with a Master Agreement Sourcing Request (MASR). When the Master Agreement Sourcing Request has been sourced, it will be a Master Agreement Request (MAR), and when that MAR is approved, it will become a Master Agreement.
MASR data can become the basis of a sourcing event created to acquire goods or services.  When that sourcing event is completed, the information will be pushed back into the original sourcing request (called a MAR now, because the sourcing has been completed).


	Lesson 9.2: Using an RFX: Basics
	The process for using an RFX is generally similar for all RFX types.  This lesson introduces the fundamental steps and concepts for creating an RFX in MyFloridaMarketPlace using an Invitation to Bid (ITB) as the case study. 
Formal solicitation events in MyFloridaMarketPlace, including ITBs, RFPs, RFIs, RFQs, and ITNs, are generally similar. The ITB used in this lesson will illustrate a number of concepts and processes that will be used for other RFXs, particularly in respect to setting up the event.
While this lesson will cover most of the fundamental structures and processes of the RFX lifecycle, it will not explain all of the powerful capabilities of Ariba Sourcing. Many of these topics will be covered separately as special topics or as parts of other lessons.

As in the process of creating a requisition in Ariba Buyer, the basic steps for most Sourcing events are illustrated on the left side of the screen: 
- Name details for the RFX

- Team members for the RFX

- Suppliers for the RFX

- RFX Info, dealing with RFX organization and specifications

- Items in the RFX

- Rules for running the RFX

- Summary of all these details


	Lesson 9.3: Using an RFX: Options
	An RFX can be created from a previous RFX.  This could save significant amounts of data entry if the new RFX is similar enough to the old.


	Lesson 9.4: Using Multistage Events
	RFX events can be run in sequence so as to negotiate a single deal through various stages and processes.  A common example might be an RFI that, given numerous satisfactory responses, is turned into an RFP.  That RFP might, in turn, be run again or run as another RFX type to further clarify the user's needs and the vendor's capabilities.

Multistage events must be allowed when the RFX is initially set up.

	Lesson 9.5: Exporting Information into Excel
	Ariba Sourcing allows data to be managed not just in the web-based Sourcing application, but also in Microsoft Excel on your workstation. This is particularly useful in situations where there are long lists of data, where Excel can facilitate sorting, filtering, formatting, and other operations more easily than Sourcing. 

Excel can be used with Sourcing as a destination for data. Saving Sourcing data in an Excel file is referred to here as an "export”.
Excel exports can be performed in certain pages throughout the application where the Excel icon appears in the top-right corner of the page.

	Lesson 9.6: Using RFP Advanced Pricing
	The process of creating an RFP is very similar to that for creating an ITB. The RFP is distinguished from other types of RFXs primarily by its flexibility with pricing structures, including "Matrix" and "Tiered" pricing. 
Matrix Pricing is most useful when the bid a supplier can offer for a good or service may depend on a variable factor like time or geography. For instance, a good may be available at a certain price in the location in which it is manufactured, but at a higher price in another part of the state. Similarly, a good or service may be available at a certain price right now, but a much lower price 6 months from now. Matrix pricing allows for these considerations to be figured into the bid.  Matrix pricing takes its name from the table/matrix that is created when various items are listed down the left column and various prices are filled in for the factors (e.g. timeframe, geography, etc) listed across the top row.
Tiered pricing is principally employed when the quantity to be ordered is unknown.  Many goods will cost the same wherever they are delivered. However, if there is uncertainty about the number to be purchased under the contract, a tier pricing structure can be useful to offer volume discounts if a certain number of items is reached. "Tiers" are essentially points at which volume discounts go into effect.


	Lesson 9.7: Using an RFQ
	MyFloridaMarketPlace functionality does not allow a Sourcing event (including an RFQ) to be run against a catalog (i.e. a state term contract) item.  In order to get a quote on a catalog item, then, the item is created as a non-catalog item- with the same specifications as the catalog item to be quoted.

The RFQ process is similar to that for a MASR in that it begins its life in Ariba Buyer, but with a requisition, is sourced through Ariba Sourcing, and the resulting quote (if satisfactory) is incorporated back into the original requisition.  

The RFQ process is different from the MASR process in that the quote is for a one-time ("spot") buy, rather than the establishment of a Master Agreement (a contract), as in Lessons 9.1 and 9.2.




Last Updated on 4/29/04

                                                                                       Page 1 of 4

[image: image1.jpg]