Java
e Reverse Auction requires Java version 6.30 or higher. Java can be downloaded from
following Web site.
https://www.java.com/en/download/

Login Procedure

Vendors must be registered in MAGIC in order to receive a User ID and password to log in.
Vendors who are new to MAGIC may visit the Vendor Information page on DFA’s website, or
register online, Vendor Registration.

To log into MAGIC, open the URL: https://portal.magic.ms.gov/irj/portal. Enter User ID and
password. The password is case sensitive.
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Section III

How to Create an RFx Response

Work Instruction
Transaction Code(s):

eI Vo Insruction

Purpose

Use this procedure to submit an RFx Response.

Trigger

Perform this procedure when your company would like to respond to a RFx invitation.
Menu Path

N/A

Transaction Code

Helpful Hints

Attachments should include blue print, Statement of work, Material list, or other informational
documents needed to help select an RFx response.

RFx Response is a bid to complete work or provide products to the State of Mississippi.
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Procedure

1. Start the transaction.

Work Center Overview - State of Mississippi - MAGIC Portal - Windows Internet Explorer

Procedure

Supplier Self-Service Work Center — 1 Purchase Orders

The Supplier Seli-Service Work Center is the central point for suppliers , Al

accessing all their funclionalty. Use the Supplier Work Center by clicking on the o

appropriate finks. Hew

Vendor Spend Application Changed
In Process

RFx and Auctions Cenfimed
Parlially Confirmed
Rejected

Canceled by Customer

fateaidi L

2. Click RFx and Auctions lcon. .
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Active Queries

Active Queries

eRFus AN(2Y) Publsked (1) Enged [0} Complsted (3
Without Category Assignment New Guery (3)

eRFxs - All

|+ Hige Quick Criteria Maintenance

RFx Number: C'[ 77777777 } TDI B— -8

RFx Status: |

My Responses Fiom: [___

SmartNumber:
Agenzy:
Commodity:
Buyern

f 3 T
| View:|{Stardat

E\, Evenl Number  RFx Numbir : Event Type ’ Event Status  S1arl Date | Erd Date

I31~'~‘:\D‘-:-_‘g§ TERIFBO-0105V0T  Invitaven for B4 Fubhshed QUi2Nd | 02042014
& 1 113814 RUFEDAI101 Invitation for B Fublshed  OUZ42014 020412014
| HIBERAFEDA00I  Invitaten fer Bl Publishes | 01212014 0122015
| | ISRAEEDO0M  Inviston for Bid Putished | 01223014 01A12014
} [ 2 | 337494RIFSDH058 Invitston for B Futizhes | DUZ2I014 0207/2014
i WTAALRIFEDOMET  Invitston for B | Puoished | 01222014 | 02482014 |

| (ot [Bea]

Retponse Number - Resposse Status
Subamitted

Ko B84 Created
No Bid Created
No Bid Created
No Bid Created
Ho B Created

Event Versen

Respanse V&
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3. As required, complete/review the following fields:
Field R/O/C Description

RFx Number: Required Example:
3160000291
Active Queries

Active Queries

eRFxs Al (23) Fubl Camgplzied (1}

Without Category Assignment Hzw G
| eRFxs - All
| [~ Hige Quiek Cragra Maintenance
| RFxNumber: o [2180000291| | ol &
| RPxStatus: R .2
i My Responses From: L_ - . j7 |'J B o
| Emart Numbar: E _ ,,,N _ l

Agency: o A w1l &
| Commosty: o el @e
B o - ol s I
| [Fe[eE)
| ‘ol e % - - - -
| | e [{stsndarg vien] (% || | Craste Rasponze || ven | Cisplay Res [Frint Preview | | [Expant 4 |
| | Evest Numbsr  RFx Number Evenl Type Event Status  Start Date  End Date Response Numbet  Responza Stalus  Event Vargwn  Response Vi
E ) THI0LRAFBODIIGEVOT | Invitaten for B Publahed OL24208d QIAGEN4 §000090038 Submitled
| 1130 14:-RAFBO-00101 Invitation for 8x3  Publshed Q242014 Q02014 No Bid Created 1
113014-RAFBO-20100 Invitation for B Published Q1202014 DINZENG No Bid Created 1
| | 1130-14-R-IFED-00053 lavitaten for B3 Published 01222014 | 01312014 No Bid Created
‘ 31374-14-R-IFBD-00052 Invitatizn for By Publshed 01222014 0207204 No Bi Crazted 1
‘ 3374-14-R-IFBC-0D357 Invitstion for 8id  Published D1/22/2014 | 02052014 No Bid Crested 1

i

yl

Click Apply [###% | to apply the search criteria.
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Active Queries

eRFxs
Without Category Assignment Nz Querye ()

Al (23) Fublished {1} Ended () Complated (1)

Emart Number:

eRFxs - All
|+ Hizz Quick Criteriz Maintenance
[ RFx Number: <& 1315‘30:'923)] ] Y q
| RFxstatus: T+l
My Rezponses From: [—. Bl
Smart Number: [ ]
Agency: < L—_@ Te F_,—__W! B
Comniodity: o[ s - () To C_,_“—@ 5
Buyer: S R = | £ R = ) =
' View: [[Stendard View]  [¥] | [Creste = | | | [Refresh |[Exgort4 |
'E&. Event Numbsr  RFx Mumbsr Event Typs Event Status  Start Date  End Date Rezponss Number Respcmsa Status  Event Verzion
l, | aiemoness | 1130-14-RAFED0105VD! | Invitation for 813 | Published | G1/24/2014 | 020042014 | 200000003 Submilted
i' | meoonzsz | 1130-1GRIFBDO0101 | Inwitation for 83 | Publisked | 012412014 | s2i04iz014 | Mo Bid Creatzd
I 315000551 | 1120-14RAFEDD0103 | Invilston for Bid | Publisnes | QUZI20M | 01122015 | No Bid Created
! 3 1120-14-R-IFBEC-00033 Inwvitation for Bid | Published 01/22/20%4 | 01/31/2014 No Bid Created
‘ 77} 3374-14-R-IFBD-000E58 Invitstion for Bid | Fublished Q12212014 020772014 | No Bid Crested
| i l 1374-14-R-IFBC-02057 Invitation for Bid | Publizhed QU2ZiE04 | DZOEENY | | Mo Big Crested |
4| a a | I
Active Queries
Active Queries
eRFxs AN(23) Publshed (V) Ended (0) Commplated (1)
Without Category Assignment Hew Quary (0)
i eRFxs - All
I [+ Hide Quizk Critera Maintenance
I‘ RFx Number: o} 1-315':":':‘92;31] ] Tol . w
i RFx Status: I -
} Wty Resgonses From: E______ﬁ Iv
|

| Agency: P

| Commaodity: &) L4

: Buyern: &

- [Fonly |[ Cexr]

1 | ewfistmsars el 9] | [ Cresto rusporsa ][O [t bieoe | | [Refieen [ Exga ]

f (538 Event Number  RFx Number Event Type Event Stalus St Date  Erd Dule  Respense Number  Response Statvs
‘ i Al S 1I313-14-R-iFﬂD.-WIO{‘-‘.-‘O! Invitaton for Bid  Publighes QUI4Z0NE 0204214 Submitted

| il 210000252 $130-14-RAFEDH0Y Invitation for B | Publighes Q172472084 ‘ Q2042014 No Bid Creates
’ | 1920-14-RIFBD-0010Y Invitaten for Bid | Publshed | 0M2X2014 Q1122018 Ne Bid Created
| | 1120-14-R-IFED-0033 Invitstion for Bid  Published 01/22/2014 | 01312014 No Bid Crested
: | 2174.14-R-IFBD-000ES Invitation for Bid | Fublished | Q2212014 029712014 No 8ig Created
} 3374-14-R-IFBD-00ET Invitation for Big | Published QBI04 .\}2."0:\.‘201. No B Crested

Eiont Version

: Response Ver

5. Click Hide Quick Criteria Maintenance

w» Hide Quick Crilgnn Waintenanss
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Active Queries

Active Queries
eRFxs All(3) Fublishes (1} E {3} Complzted (1)
Without Category Assignment Mzw Gueny (3)
eRFxs - All
i F¥ Ehow Cuick Critenz Kzintenancs §
| v ve [ | [ o venve J Pt g < R L )
SEE Event Number RFx Numbsar Event Typz Event Status  Start Date  End Dats Responsa Mumbsr  Response Status  Event Version VRespnnsa Version

1120-14-R-IFBC-20100  Invitatian for Bid | Publizhed Q1ZV204 01122015 No Bid Crested 1

I

6. Click 3160000291 .
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Display RFx 3160000291

Display RFx : 3160000291

RFx Number 3160220251 Smart Number 1120-14-R-IFBD-20430 RFX Status Publizhed
RFx Owner Mr. Sims Harman RFx Version Number 1 RFx Version Type Active Versian

RFx Start Date 01/22/2014 18:20:00 CST

Print Preview | | [Refrzs Fartiolpate | [ Tentative | [Cieatz Responzz | [ Guestions ard Answers (9] [ Export

SR —
RFX Information ltems | Holz

= ard Allschments {

RFx Parameters | Questions | MNote and Attachments onditions Fayment

e Pariners ard Dalivery Information

Function Numbsr Name
=
v Requsster Sims Harman
|+ Losstan WS DEPT FINANGE &

Remaining Time 218 Days 02:32:17

o
(i
i

Yy Zaon: s Bitser Submissian Dasdine Date{12131/2014
St Date: [or2waote [[o4amem | Bidder Submission Desdire Time:01:30:00 pm |
Opening Date: * [onoz018 ! am |

Erd of Binding Period: | |

Cunency: |usD gl

ADMINISTRATION

_m | [Rafrzzn | | [Pativipste | [ Tentstive | [ Crest= Rezponss | [ Cuestions ard Arzwars (0) | [Expert |

Phore Number
404-575-5122

Fiter Szttings

7. Click Participate [P=rticipate, This step is required and notifies the SoMs your intent

to create a RFxresponse.
8. Click Create Response | Cr2ste Responze
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Create RFx Response

Create kFx Response

RFx Number 2122200231
RFx Owner M. Simz Harman

Status In Process
Target Value 0.00 USD

RFx Response Humber €032000028
Remaining Time 338 Dsys 02:31:55

'ﬁ.ﬁ.mib.‘la DCoes the vendor 3cospt the required contrastusl 12 s mandstory; manizin attribute value

i'@;\uﬂbula How lorg ks your company teen in businzss (Spzcif is mandatory; mantzin sliribute wilz |
i == - = =

Subm | [Cozz | | [Resd Only |[ Frint Fraviea] | [Crask | [Save | [Expon | [Tmpont] [Cuestions ard Answzrs (0

<" RFxInformation = lems |

NmﬁsarrdA!Iiwrranlsi (:orf:':tiws% Sum

[ Basic Data | Questons Netes and Altachments Canditions | Faymenl

Submission Deadline 12/31/2014 12:2:00 CST
RFx Response Version Number Active Version

Opening Date 01/13/2015 €0:00:00 CST
RFx Version Number 1

Event Paramelers

Pricing Arrangement

WS DEPT FINANCE & ACMINISTRATICN

[Submit] | [Re=d Oy |[Frnt Freview | | [Check | [ Save ] [Expon | [Tmport ] [Guestions ard Answers (0] |

0172742014 10:56:05 CST
|Ms. Golden Eagle
[onzti2014 10:58:03 CST |
|Ms. Gotden Eagle T

Prone Number

Validity Perisd: [ ) J-] Service and Delivery
[T — i : ]
Currznoy: |Unit=4 States Colar } Piiing Awangement: | |
Targat Value of RFx Response: L—___OP_JI usp Status and Statistics
Crested On:
Crasted By:
Lzst Processed On:
Last Froozssed By:
‘w Partners and Delivery Information
= (i
i Function Numbsr Name
i + Location

T
i

)

Fillzr Settings

Click Questions “uzstions

10.

As required, complete/review the following fields:

to view the required buyer questions.

Field R/IOIC Description
How long has your Required

company been in

business (Specify in Example:
years): 7

11. Click Yes © ==,
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Create RFx Response

Create RFx Reéponse ; ' . : Hep

RFx Response Number 2003000028 RFx Humber 3120000231 Status In Proozss Submission Deadline 12/21/20%4 12;20:00 CST Opening Date 0%/10v2015 00.03.00 CST |
I Remaining Time 338 Days 02:31:53 RFx Owmner WM. 8ims Harman Target Value 0.00 USD RFx Response Version Number Active Varsion RFx Version Number 1 |

| @ Adtribute Doas the vendor acozpt the rajuited conlraciusl te is mandaslony; mzinizin sitrbute valus |

|\ Attribte How torg has your sompany bezn in businzss (Specif is mandstony: mzintzin attributs v

=l

Submit | [Re33 Ony | Frint Freview| | [Cheok ] [Save] [Export | [mport | [ Qusstions #nd Arzsers (17]

”Ti':F;I;nlnmiVllo:n.' ftemz | Notes ard Atl;ﬁhmenu i C;\dmﬂrs ‘{ ; Sumrrzryi‘ Trazking ;
{ HacoData | Questions | Nolesand Atachments | Condtons | Payment LI R
Question Reply Comment
Hai lang has your company been in business (Spacify in years): © | ¢ | V)
Does tha verdor accepl the requirad oontrsotual lerms ar;s condilions: * *Yes ¢ Ne

Submit | [ReasOnly | [Frini Freview] | [Chack |[sve | [Export | [Tmpart ] [Cusstions and Answeis (3) ]

Click Notes and Attachments . Wotes and Attachments

Click ltems . Items
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Create RFx Response

Creafe RFx Resb_onse

RFx Response Number 6020002028
I Target Value 0.00 USD

RFx Humber 3180000251
RFx Response Version Number Astive Varzian

Status In Procass

Submission Deadline 12/31/2014 12:20:02 CST
RFx Version Humber 1

[Submit ] | (=33 iy | [Frint Fravien ) | [Cheok |[ $zve | [Expant|[Tmpont ] [Guzstians 2rd Answers (0) |

i

RFx Informstion | It'ems " Haoles 53 Al

v ltem Overview

i

Item Type  Freduct ID

A
- r Description  Varisnt
.| Details . -

l gy sbrasive Matarial
|

|

|

|

Opening Date 01/10/2015 02:00:00 CST

Abrzsives Clothfiber 2

—_— iy

2 EA 0.00 USD

Remaining Tir

Frodust Catsgory  Product Catsgory Descripbon  Required Quanlity  Submittad Quantity Unit . Price” Cunizncy Prioz Per

Totsl Vah

0.

i

14.  Click Details button [Pt
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Create RFx Response

17777 | Details for item abrasive

Item Variant Deseription:  Criginal lem

Manufacturer Part Number: | L
Peried of Performance: I

Extemsl Manufscturer: | |

Net value:

Ancaptancs 3t Ongin: i
Anszptance 3t Orgin in RFx: [7]

\w Fartness and Delvery Informaton

Suppfer Froduot Number: |

0.00

Item Data i Questions | Notes ard Allachments i Paymg.m . i Conditions Tablz Extznsions | Defivery |  Suboonlrasting
w Basic Data
Identification Curtency: | Unites States Dolist
Item Typa: |Watersl Requirsd Qusnlity: [ - 2| Etz3ch
| Produst Gategory: m‘u ; " | Abrssives Chothfiber Submittad Quantity: I |
Froduct ID: [ ) Price: [ amjusppe |~ ifEA
| Dezoription: [brasive. Defvery Daye: %]

Not 1o Exceed Prics: 0

Mot Szparatety Priced: ]

Status and Statistics

Guaranteed Minimum An“:ml[::: e Q)’ﬁ]

| ; Numter Nama Fhena Numb
! { L- B.aq_u?ilgr_ Sims Harman W#&?&Sl?ﬁ
| [Reas Oniy | [Frim Preview| | [Chesk | [Save] [Expart | [Impert ] [Guzstions ara Answers (91 ] 5
< »|
15. As required, complete/review the following fields:
Field R/O/C Description
Price: Required Example:
2500
Delivery Days: Required Example:
10
Supplier Product Required Example:

Number:

123_abc_9
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Create RFx Response

||+ | Details for ilem abrasive

| |w Bssic Dala

Identification

Item Typs: | Material |
Product Category: |00514
Product 1D: |

Description:

Itzm Variant Deseription:  Criginal ltam

ltem Data ', Questons | Motes and Attechments

Sugplar Froduct Numbzr:  [123_3bo 8 s

Paymant

T Iotre?and Attachment_:}

| Arasives Clathfibar

Wanufacturer Part Numbzr.

Fefiod of Performance: | IRd

Extzrnal Manufacturer:

Azezplance 31 Orgin: -

Avcaptanoe &t Orgin in RFx: [

{ Fattners and Defivary Infomatan

Function

‘ i- Requester

Net valug! i 0.3

Not to Exce=d Prica:

Not Szparately Pricad:

Status and Statisties

Guarantzzd Winimum .ﬁ.mur.nl:iiiw -

Numbsr

Conditions Tsbie Extzrzions | Defivery | Suboanlracling
Currenoy: | United States Colar \
Required Cuanlity: I =, 2| EAesch
Submilted Quantity: T 7[EAT eash
Prios: [ “zzfusprer [ 1]Ea
Defivery Days! IE!

Nzme Fhong Numb

Sims Harman

| Resa Only | [Frnt Preview] | [Check | [ Save | [ Export | [ Impart ] [ Cusstions ard Answers (0) ]

4]

404-572-9122

B

16. Click Notes and Attachments tab ~ Netes and Attachments

P

1

(e
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Create RFx Response

abrasive

Quaslions

Item Dats 1

| Attzchments

| Add Auashment ||

| Ci‘legw

k%] | Details for item abrasive

‘ Line Number Desoription  Varart  ltem Typs  Produst ID

Waterial

Description

[E) The 1abl= dazs not cortain 3ny dats

Psyment |

Filz Nama

Cordilisns |

Abrasives Clothfibet

Tabls Extznsions | Delivery

Dez éréptian
-Empty-
-Empty-
-Emply-
-Emply-

Version Frocessor

| [Re3a Griy |[ Frint Freview | | [Cheok ) [Eave] [Expon | [Ivean | [Quzztins ard Anzwzis (0} ]

==

Product Category  Froduct Category Description - Required Cuantity  Submitted Quantity  Unit

Subcontracting

Cheoked Out

Fricze Cumenoy  Prive Per  Totsl Value

2,500.00 USD

Type

Sz (KB)

50000

17.

Add Bidder's Remarks

Add Bidder's/Remarks"

Click Bidder's Remarks Z:la’s femetiz

Bidder's Remarks: |

[ [E]

18. As required, complete/review the following fields:
Field R/O/C Description

Bidder's Remarks:

Required

Example:

We can deliver products with in 10 days

Add Bidder's Remarks
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I Add Bidder's Remaﬂ(é

Bidders Remarks: Wz can defiver products with in 10 days |

19.  Click OKI K]

Create RFx Response

1 Line Number Description  Variznt 'ltem Typs  Froduct ID Product Catzgory  Froduct Category Description  Requwed Quantity  Submitted Quantity  Unit  Price  Cutreroy ~ Frioz Fer  Total Vahe
| @R sbsive Waterial Abrasives Clothfiber 2 2,500.00 USD 1 500001
|
|
i
| |
|
|
|
I_i-lurrllun,_a!il-'aﬁvé_ R e 0 . 9 _ ___7 L8l . A
Questions Hotes and Attachments *[ Fayment ( Conditions { Tabie Extersions | Delivery | Subzontrasting

| Description
I | | RExiAustion Text | Emply-
| ! EiZ2rE Hems, We can defiver products with in 10 daye

| Pushasers Remzrcs Empty-
i ‘i Justifisatian -Empty-
! Bt SR = PR . Ul
|
I =

Version Frocessor Chesked Out Type Size (KB)

Suomit | [Closz | | [Re=d Crly | [Frint Frewiew | | [Cheok | [Save | [Export | [Tmport | [ Cuzstions 3nd Answars (0} ] =
eS| 3

20.  Click Add Attachment[#3%Atzchment |
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Add Attachment

Add Atachment TG x|

Here, you can uplead a file and attach it to the sslzcted item

Filz: (l

Jl Browss... }

Description: I

[oK] [Gemeal]

21. Click | _Prowzs...

Choose File to Upload

{4 Choose File to Upload: JRIGAL e

| O\J _D ¥ Libr

aries » Documents b

i N b A AN 3

T e e e

ny e

- l ‘uy l l Search Documents

< gt e e

| Organlz& b New folder Hﬂq - @
’~ g, sdmin. Documenits library praachn Beide
! & androd Includes: 2 locations WAHgESE TS
'y AppData B
| 5 Contacts - LOGB20_GHANGE_RFx_RESPONMSE I,.—,,—'
ju Desktop . LOG820_CREATE_BID_RESPONSE -
& Downloads ) LOGB20_QUESTION
Biroubics | 1/ L0GB00_SUP_REG
iy Favorites | ) LOG800_SUPPLIER_REG
i&. Google Drive | LOG_SUS_OWN_DATA
i@ Links ., LOG_SUS_CHAMNGE_COMPANY_INFO
| My Documents |, LOG_SUS_FIND_USER
b My Music .. Mobogenie
&) My Pictures ) Optimizer Pro |
|| My Videos 1 AVGO |"’i
File name: | [All Files (*.%) vl
l _ Open ] [ Cancel

22. Click Page down ™/ .

23. Click Book2xlsx
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24,  ClickOpen . 2P0 .

Add Attachment

! Add Attachment

Here, you can upload & file and attach it to the szlzcled item

Fite: |CWzzrsadmin\Documd [ Bramss. oo

Dezcription: _____J

[

25. As required, complete/review the following fields:

Field R/O/C Description

Description:

Required

Example:
Product List

26. Click OK [9K
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Create RFx Response

Line Number  Cescription Variant  Item Type ' Preduct ID Frodusot Category | Product Category Desoription © Requited Quantty  Submitled Quantity.  Unit  Frice  Cumensy | Prioz Fer  Total Valus
i « &GJE sbrasive Wateria! Abrasives Clothfibat 2 2EA 250000 USD 1 50000

| Details for item abrasive

Item Data | Questions " Hotes and Attachments { Payment | Conditions | Table Exiensions | Delvary | Subconttacting

| Notes

Cslegory 55 ; Descnption

[ 1 REx/Austion Text Empty-
; | Bigdars Remarhs We can deliver products with in 10 days

1 s Remsrks -Empty-
i e = 1 | ElY
|

Zhment || Edit Desoription || Versionieg 4 || Cetete ||
| category ; Dezoription  Fie Name Version Prossssor Checked Out CTypa . Ses(KB)
i Standard Attachment FRODUCT LIST Book2.xlzx ] | xlsx. 1

Submit | [Ciose | | [Rezd Only | [ Frint Praview| | [Chask ][ Save | [Expert |[ Import] [ Quzstions ard Answers (0) ]
4| AT |

27. Click Check [Check]
28. Click Submit
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