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Supplier Registration

All suppliers must be registered to do business with the State of Mississippi. As a supplier, you
may register at any point in time.

To determine whether you are a registered supplier (converted vendor) in MAGIC, go to
the MAGIC Vendor Information page and follow the steps below:

o Enter the first five characters of your Vendor Name or your 11 digit SAAS Vendor
Number.
e Click Submit.

If you are a converted vendor, you will see your MAGIC Vendor Number, SAAS Vendor
Number, Vendor Name, City, State, and Zip displayed. If your vendor information does not exist
in MAGIC, you will see "The query you submitted returned no records."

Converted vendors need to submit an email via mash@dfa.ms.gov to request a MAGIC User ID
and Password. Enter "Vendor ID Request" as the email Subject, and include the following
information in your email:

MAGIC Vendor Number
Vendor Name

Contact Name

Contact Email Address
Contact Phone Number

If you are not a registered supplier and you wish to do business with the State of Mississippi,
click here to register: State of Mississippi Supplier Registration. If you attempt to complete the
registration process and you are already a converted vendor in MAGIC, you will receive a
duplicate error message. Please call the MMRS Call Center at 601-359-1343, Option 2 for
assistance in locating your vendor information.

If you do not wish to use the State of Mississippi Supplier Self Registration process, you will
need to complete the Supplier Registration Form and contact the State of Mississippi agency
you desire to do business with to complete the registration process.

The Supplier Registration link is also located on the Mississippi Management & Reporting
System website at http://www.mmrs.state.ms.us/vendors/index.shtml.

Registration Training

For more information and training on the registration process, there is a short eLearning course
which includes audio available online at
http://uperform.magic.ms.gov/ucontent/c512c251b3464d7fa7def8e33eb3fd56 en-
US/course/html/course.htm.

MISSISSIPPL Department of 3
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Benefits of Registration and Using Self-Service

Supplier
Supplier is Supplier participates in
Registered Uplnads procurement
processes

o Registered suppliers are added to the SOMS Supplier List. The SOMS Supplier List is
used to notify suppliers of the status on procurement processes, respond to SOMS bid
invitations, receive notifications on and review engagement documents issued to your
company (such as purchase orders, bid awards, etc.), and upload W-9s, just to name a
few.

e It's important to note that the supplier must submit a W-9 after registering before the
supplier may be awarded a contract or a purchase order.

o POs and responses to RFx’s can be maintained online and you can upload needed
documents.

¢ E-mail naotifications are of great benefit to registered suppliers. Based upon the goods
and services for which the supplier is registered to provide, and using what is called
“Product Categories,” an e-mail notification will go out to the supplier for RFx invitations
and other bid processes.

¢ When a new purchase order is issued, or an existing purchase order is changed, an e-
mail notification is also sent to the supplier.

¢ Information provided by the supplier in response to these type of documents may all be
maintained online.

MAGIC Supplier Self Service Portal Logon

After you register, you will be sent an e-mail with logon instructions. Go to the MAGIC Portal at
http://portal.magic.ms.gov or click the link provided in the SOMS registration e-mail. You will be
prompted to enter your user name and password. Click the Log On button.

Fr Having password problems? Please
1 cick on this lnk for heb...

; J.»x m’;rr S iy Gowrment bimon and Colabatn

User®

Password "

MAGIC is the Mississippl Accountability System
for Government Information and Collaboration
initiative.

If you need sccess or additional information
please go to the hitp:'ms.qov/magic website,

Enter your User name and
Password. Click Log On.

MISSISSIPPI Department of
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After you log on you are taken to the Supplier Self-Service Home Page:

l] I "““1 H ll;’ Mississippi Accountability System for Government Information and (

History View Help

ldentity Management

Suppliers Self-Service

Supplier Self-Service Work Center Administration

4 Suppliers Self-Service = Administration = Company Data

Create Users

Display Company Data

Find User

Owen Data

Company Data

Maintain Company Data

The maintenance of your supplier record is essential. You should maintain company details
such as address and contact information to avoid issues in doing business with the State. Good
data records will ensure that you receive documents such as purchase orders and that
payments are sent to the correct mailing address. Remember that all changes must be
reviewed and approved by the State before they take effect.

Display Company Data

To change your company data, follow the menu shown on the screen. When you click
Company Data you will see your company information, but it cannot be changed until you click
the Process button.

l‘l ;"', : H l f |_: Mississippi Accountability System for Government Information and ¢

First, go to the
Administration tab

e

History View Help

Suppliers Self-Service Identity Management

Supplier Self-Service Work Cente Administration

4 Supplers Self-Service > Administration > Company Data

+ Create Users

e e Display Company Data
i

« Own Data

- Company Data Click Process to start making changes to
your Company Data

MISSISSIPPI Department of —
.\; 5 /
B 5
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Your supplier record has multiple sections to help organize specific information about your
company. We start with the Company Details section. This area will allow you the benefits of
maintaining your company name and address, FEIN and/or D-U-N-S Number, and the vendor
type associated with your company.

It's of particular interest to explain that suppliers may have multiple supplier records to support
different locations, as an example. For those records, we recommend that you provide a
D-U-N-S Number. While this number is not a required field, it does help distinguish each
supplier record so that the system will not create duplicate records.

Some fields can be changed and some cannot. The supplier can change the fields with a white
back ground, but cannot change the fields that have blue backgrounds:

Company Details

Mame of the Company: * |5|:|uth&rn Company, INC |

Other Name: |r.1ississipp-i Power and Light |

DUNS Number: | |

Vendor's Headguarter State:

Permanent Staffed Office in Mississippi: [

Credit Card Acceptance: |

Business Structure: =

Vendor Type: [os [

State Highway District | |

Legislative/Congressional District: | |

CCR/ CAGE: | |

Minority Indicator:

Minority Status Begin Date:
Minority Status End Date:
Minority Prior Begin Date:
Minority Prior End Diate:

Minority Code: -

How to Request a Change in Address

The Supplier (Vendor) Alternate Remittance/Ordering Address Maintenance Form is used for
requesting a change for alternate ordering addresses. You can access the form at
http://www.mmrs.state.ms.us/vendors/Supplier Additional Addresses.shtml.

¢ Use when you have a main office address and alternate addresses for receiving
purchase orders and invoices

e This form is specifically for the alternative address(es)

e The form cannot be used for changing the W-9 address

¢ E-mail the completed forms to OFMMagic@dfa.ms.gov

Below is a sample of the form. This form is only used to create, change or delete alternative
order address data. All other changes can be maintained from the Supplier Self-Service Portal.

MISSISSIPPI Department of 6
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DEPARTMENT OF FINANCE AND ADMINISTRATION

Supplier (Vendor) Alternate Remittance/Ordering Address Maintenance Form

* Denotes Required Fields

MAGIC Supplier (Vendor) Information

Main Supplier (Vendor) Name™

Supplier (Vendor) Number*

‘ DUNS Number |

Add Address Informbtion:

Ordering Address D Remittance Address D Default Address: Yes[ ]

Street/PO Box* |

City* ‘

‘ State™ ‘ ‘ ZIP Code* | | Country® ‘

Remove Address Information: Ordering Address [ | Remittance Address []

Default Address: Yes D

Street/PO Box* |

City* ‘

‘ State™ ‘ |Z\PCode" ‘ |Cour||ry‘ ‘

Change Address Information:

Ordering Address [] Remittance Address [ ] Default Address: Yes []

Change From:

Street/PO Box™ ‘

City* | ‘ State* ‘ |Z\PCode‘ ‘ |Cour||ry‘ ‘
Change To:
Street/PO Box* ‘
City* | ‘ State* ‘ |Z\PCode’ ‘ |C0unlry' ‘
's Contact Inf
Name * Phone Number*
Email
Address* Fax Number

Communication Data

On the Company Data screen, scroll down the page to the next section for Company Data on
communications. Here, suppliers maintain contact information such as telephone and fax
numbers, as well as e-mail addresses. Your phone number and e-mail address are required, but
the fax number is optional. To enter additional data, click the Add Lines button and a blank line
appears. If you are entering more than one phone number, fax number, or e-mail address, then
please select Standard radio button for the main phone number, fax number and e-mail

address.

= Telephone numbers

| Add Lines || Delete
“Standard “Telephone Number
0 808-308-8088
4 404-555-1239

~ Fax Humbers

“Standard *Fax Number

« E-mail Addresses

[(Aad Lines |[ Detete |
‘Standard

*Country
us
us

Extension

*E-Mail Address

- southern@@usm.com

Date last updated: 2/9/2015
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Tax Data

On the Company Data screen is the Tax Data. In this section, enter either the company FEIN
Number or Social Security Number (SSN).

¢ Federal Employee Identification Number (FEIN): use tax type US2
e Social Security Number (SSN): use tax type US1

The changes will not take effect until the W-9 is submitted and the changes have been
approved.

- Tax
B *Tax Type Description *Tax Number
usz us2 9909528686

Upload W-9 Form

Suppliers who have completed the registration process and have received a User ID and
Password must attach a W-9 to their supplier account in MAGIC. Alternatively, suppliers may
submit a valid W-9 to:

Department of Finance and Administration
P. O. Box 1060
Jackson, MS 39215-1060

OR

Department of Finance and Administration
501 North West Street - Suite 701-B
Jackson, MS 39201

Phone: 601-359-3538, Fax: 601-359-5525, or ofmmagic@dfa.ms.gov

MISSISSIPPI Department of 8

~.}A&.
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You can attach any document the State may require or that you may deem relevant for doing
business with the State. All W-9 forms must be submitted in PDF format using this method.
Simply click the Add Attachment button, and the Add Attachment dialog box displays. Click
Browse to find your file. Make sure you check W-9 Relevant Attachment checkbox, then click
Add. Your document will then display in the list.

Use the File Name that
downloads or rename

Click Add Attachment to upload the accordingly.
jEAtchoant company W-9 form Add Attachment
W3-Relevant Date File Name: __

02182013 : ‘ VW3 Relevant Attachment: |

In the Add Attachment dialog box,
Browse for the for the file to upload. Click Add.
Then check W-9 Relevant Attachment. -

Product Category

Supplier records are identified by product categories that represent the goods and services
provided by the supplier.

o Categories support the bidding process and drive placement on the Supplier List
¢ Bid Invitations are sent to suppliers according to the Categories selected

These product categories may be revised at any time. You have the option to add new
categories or to remove existing ones.

Click Add Categories button to add new categories to the list. To remove product categories,
select the categories that you want to delete and click Delete Categories button.

- Product Categories

Select the Product Categories that you want to be notified by clicking the "Add Categories Button™

This table contains list of product categories

| &dd Categories | | [ Delste Categories |
Category ID Category Description
01921 Crops & Grain Berry
01524 Crops & Grain Buckwheat
01930 Crops & Grain Corn
01532 Crops & Grain Cotton
EE=TE Croms & Grain Fruits Ciros

Additional Data

The Additional data section is complete at the supplier’s discretion. It is important to note that
you can select the type of notifications you will receive from the State. Just click the drop down
arrow in the Notification of Incoming Documents per E-Mail field and highlight your selected
preference.

MISSISSIPPI Department of
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Use the drop down list to see the
options for notification preference.

~ Additional data

Copy SUS Document Number - Vendor Document Number: ||
Notification of Incoming Documents per E-Mail: | [v

Tax on Sales/Purchases Code: No E-Mail Notification

E-Mail Notification for New Orders

E-Mail Notification for New and Changed Orders
E-Mail Notification for All Documents M

Vendor Currency:

Complete Company Data Maintenance

You will find the Save button at the top of the screen just under the Display Company Data
screen name. It is very important that you click the Save button before you exit the page. If you
do not do this, all of your changes will be lost and are not submitted to the State for review.

Display Company Data

| Sawe || Undo || Cancel |

Maintain Own Data

For every supplier record, contacts are created to represent the company. Each contact may
update his or her personal information in the Own Data section.

I‘I ; "‘;' H l [_;‘ Mississippi Accountability System for Government Information and Collaboration

History View Heip
First, go to the Administration
tab.

Supphers Self-Service

Administration

4 Suppher ice > Administration > Own Data
- Create Users Then choose Own Data
- Find User on the menu tree. Heme 1 Fnd Click Process to make changes
. Own Data T4 ownpata to your own data
* Company Data | User:VND21142u901

| |

Suppber Self-Service Work Center

Date last updated: 2/9/2015 m ‘Q\ 10
s

FINANCE & ADMINISTRATION



MAGIC Supplier Self-Service Reference Guide

The information displayed is based on the logon information you entered. So, you will only see
the information specific to you. On this screen you can change any of the information in the
white fields. User Name is generated by MAGIC and cannot be changed.

SAP SRM Home | Fnd | Hep | FAQ | Logoff

B4 ownbsis > EdtUser
| user: vND000000401

Save | | Cancel |

I General User Information

| User Hame VNDOO0000401

| *Formotaser [ Select [+

| *FestName  [BONNER ANALYTICAL TESTHG €O

User Name is system generated and [ astiame  [BOMIER ANALVTICAL TESTHG CO

| "E-Mai Address |
cannot be changed. Iconty  [u5R =]
| Language English =]
| Company | BoNNER ANALYTICALI3100000004 |

I Contact Information
You can make changes to the General User [ Tetehone [G8E8E88TE
! . fon izl —
Information such as e-mail address. Youcan - |posen |
also make changes to your contact | s
. o . Settings
information and select your setting ————
preferences such as Date Format and | DecmaiFormat [ 1234558750 (=]
| Time Zone Central Tme (Dalas) -/

Decimal Format. [ Save Ut Setigs

I E-Mail Alert

-

Find User

Before you create a new user, it is helpful to do a search to see if the user already exists in
MAGIC. This will help to prevent duplicate user records.

6 O

History View Help

LS

\ [ Mississippi Accountability System for Government Information and Collaboration

First, go to the Administration
tab.

Suppliers Self-Service

Suppler Self-Service Work Center

> Administration > Find User

« Create Users

Then choose Find User
on the menu tree.

= Own Data [

Home | Eind | Help | FAQ | Logoff

= Find User

Enter user First Name, Last Name
s {Comeany Dea |_Find User and/or E-Mail Address, etc.

| First Name [ I y

| Last Name [ |
lusername [ ]

| £-Mail Add [ ]

| Company Click Find to look for that user

Date last updated: 2/9/2015 D""‘""‘“"’F"' - n”"
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Create Additional Users

A supplier may need to have additional users authorized in MAGIC. You have the option to add
users as needed. These users have access to the following:

¢ View RFx and Purchase Orders
e Create RFx Responses
e Maintain their Own Data

Only the Administrator can maintain company data or create new users. This can only be
performed with an Administrator User ID, which ends with ‘01’

If there is a change in the Administrator, you must update the contact information for the Admin
User ID.

¥l ) g
\ [ H l l_: Mississippi Accountability Sy

History View Help

| Suppliers Self-Service

| Supplier Self-Service Work Center

Select Administration tab, then
Create Users to create additional

Create Users

Find User
USEls: Own Data
Company Data
| Save|
Data Privacy Statement Must click the YES check box at the
Add the text of your data privacy statement here. top of the screen in the privacy
The text can, for example, state that the administered vendors have consented to their data being saved and used. Statem ent SeCtion *

If the personal data of a vendor has been entered in vendor administration, then it must be confirmed on the administration sid=
the vendor has accepted the data privacy statement.

“Y'ou can maintain a text in transaction SEE1 for this. In Customizing, you can make seftings so that this t= -~ as a data privacy
statement.

I [Jves, the user has read the data privacy statement and accepts the terms. I

General User Information

| *user Name VND211120905 I
| *FormOtaddr Select v
| *First Name [ J
| *Last Name [ ]
Icua ' ' Enter General User Information for the
| *Country usa M o
new user you are creating. The User
| Language English - '
Name is system generated and cannot
be changed.
NEE) Bk |z | All other fields are required, including
[ | RISUSBDO00 | SUS - Bidder Supplier PO the Roles
{1 Jpagel tjora ||| | ’

12

Date last updated: 2/9/2015 m 7R
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The contact information should be specific to the new user. The Settings section is used to
select the format of items such as the date and time zone.

I Contact Information

| Telephone
| Fax

| Posttion

| Department

I Settings
| Date Format MMDDYYYY v
| Decimal Format 12,345687.90 ~
| Time Zone Central Time (Dallas) - Complete the Contact Information
[ Save Ul Settings fields such as telephone and fax. If you

want to change your display settings
such as Date Format or Time Zone,
make your selections here.

Navigate to top of screen to find the Save button. After clicking save, the user will receive two e-
mails with User ID and password.

SAP SRM Home | Find | Help | FAQ | Logoff
| 4 Create User

| Create User

)

Data Privacy Statement

After entering all the user
information, page up to the
top of the screen and click
Save to create the user.

RFX

The term RFx refers to various types of documents used to request responses from suppliers
(RFPR, IFBD, RFQR, RFIN, etc.)

RFx Response is a response by the supplier to request for goods and services from the State
of Mississippi when using an RFx document.

RFx Process

e The process with the Buyer creating an RFx and making it available to the supplier. The
supplier reviews the RFx and decides whether or not to participate.

o The supplier creates a response and submits to the State of MS (SOMS) before the
deadline. Please note, there may be additional communication between the buyer and
supplier until both parties come to an agreement.

e Once an agreement is made, a letter of RFx award is sent to the awarded supplier.

Date last updated: 2/9/2015 TN W 13
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¢ The SOMS buyer may then create a Purchase Order and/or Contract for which the
supplier fulfills as specified.

Request for ) Supplier reviews
o Bid (RFx) from ‘ RFx document and
Y . SOMS Buyer decides to bid _
A SOMS Buyer ) -_S.uppl_-_le_l.' | -
2 reviews all RFx _ cregtes/submits an s
> .__Responses | RFx Response o
5 " S
) SOMS Buyer — Receives Lgtite_r--of_
E Awards RFx Intent
Ve J
ngs greates Acts on Purchase
ontract or | ) Order or Contract
Purchase Order. N\

RFx Notification

The notification for an RFx invitation is provided to suppliers by one or more of the following
methods:

E-mail sent to the Supplier Contact Person
Newspaper

Mississippi Public Bid Board Website

Supplier Self-Service Portal for registered suppliers

RFx Document Information

When you display the RFx, you will find all of the information needed to submit your response,
including the submission date, buyer contact information, item details, and any questions or
attachments.

o RFx Information (i.e. submission date, opening date, buyer contact information)
e |tem details (i.e. item description, quantity requested, delivery dates, ship to address)
e Notes and Attachments (i.e. material or service specs, terms and conditions)

MISSISSIPPI Department of .
A ¥
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Display RFx : 3160000291

RFx Humber 3160000231 Smart Number 1130-14-R-IFBD-00100 RFX Status Published RFx Start Date (-
RFx Version Number 1 RFx Version Type Active Version RFx Response S000000032

[ Close | ‘ [ Print Preview | ‘ [ Refresh | | | Do Not Participate || Tentative || Questions and Answers (0 ) | [ Export |

i Hﬂ.’hfnrlmhm} rterns‘ Nﬂtf:sandhttﬂchments|

RFx Parameters | Questions | Note and Attachments | Condiions | Payment

RFx Response

Suppliers are able to respond to an RFx invitation using the Supplier Self-Service or by
submitting a paper response. If allowed, the suppliers may edit their response at any time until
the bidder submission deadline.

With the RFx Response feature, suppliers are able to:

¢ Respond to an RFx electronically through Supplier Self-Service or submit a paper
response

o Update the RFx Response electronically at any time (as allowed), up to the bidder
submission deadline date/time

NOTE: Submit RFx responses prior to the bidder submission deadline date/time

Search and Display an RFx

MAGIC provides search functionality to enable looking up RFx information.

Click Supplier Self-Service Work Center, then click RFx and Auctions to search for and
display an RFx document.

l' ‘ }"___‘ H l I_}} Mississippi Accountability System for Government Information and Collaboration

History View Heip

Suppliers Self-Service

Supplier Self-Service Work Center Administration
Suppliers Self-Service > Supplier Self-Service Work Center > RFx and Auctions

Work Center Overview

Supplier Self-Service Work C... Actva Queries

RFx and Auctions eRFxs T = - 8
Without Category Assignment tew. ClICK Supplier Self-Service Work

D o Center, then RFx and Auctions to
search and display.

Date last updated: 2/9/2015 WWA‘ ‘\Q'l __ 15
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Suppliers may search online for the RFx using many different types of information. For
example, you can enter the RFx Number. You can search for the responses you submitted
during a specified period. It is also possible to view RFx’s by the commaodity or the buyer
submitting the RFx. There are many options available to aid in your search:

RFx Number

RFx Status

My Response From
Smart Number
Agency
Commodity

Buyer

RFx List

Search queries provide a list of results from which to choose. If you select an Active Query,
you will only see those items matching the pre-defined criteria identified in the query. After you
have selected a query or identified your search criteria, you will see the results of the search at
the bottom of the screen. This screen displays the RFx from a supplier’s view. All RFx’s the
supplier qualifies for can be listed on this screen.

SO EIETES Active queries are
eRFxs All(1) Published (0) Ended (D) Completed (0) predefined searches to
eRFxs - Al help you easily display
[ = Hide Quick Criteria Maintenance information
RFx Number =l Tol ] »
RFx Status [Current RFx__ [+]
My Responses From: ﬂ
Smart Number. | | This screen displays
Agency: ¢ L] I = » the RFx’s from the
Commodity. | Bl To| Bl = Supplier’s point of
Buyer: <@ To _ = VieW_
View. |[Standard View] [=] | | Create Response | | | Display Event || Display Response | | [ Print Preview | [Refresh |[ Export 4
E RFx Number Smart Number RFx Type RFx Status  Start Date Response Number Response Status
3160000230 = 1130-15-R-IFBD-00035-V01 | Invitation for Bid | Published | 01/22/2015 | 6000000153 Submitted

Respond to an RFx

When you receive an RFx notification you may respond via the RFx document found on the RFx
list. Click the RFx Number to view the RFx document and start the process to create a
response.

MISSISSIPPI Department of
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Review the status to
see if a bid response
has been created.

Active Queries
eRFxs All(4) Published (0) Ended (0) Completed (D)

eRFxs - All

| » Show Quick Criteria Maintenance |

View: [[Standard View] ~| || [ Create Response | | | Display Event || Display Response | | [ Print Preview | | [ Refresh [ port 4

E RFx Number Smart Number RFx Type RFx Status  Start Date Response Number Response Status RFxVersion

3160000230 = 1130-15-R-IFBD-00035-V01 | Invitation for Bid Published  01/22/2015 6000000153 Submitted
3160000219 © 1130-15-R-IFBD-00034-V01 | Invitation for Bid  Published | 01/19/2015 No Bid Created 2
3160000218 = 1130-15-R-IFBD-00033 Invitation for Bid Published | 01/18/2015 No Bid Created 2
3160000026 = 1651-15-R-IFBD-00002 Invitation for Bid Published | 01/16/2015 No Bid Created 2

Click the RFx

number to display

for review

If you have not registered for the bid, you will need to select the Register button after clicking
on the RFx number from the search as pictured above. This button appears prior to the
Participate button if you have not registered already.

Display RFx : 3160000233

Help
RFx Number 3160000233 Smart Number 1130-15-R-IFBD-00046 RFX Status Published RFx Start Date 02/04/2015 15:00:00 CST
Remaining Time 0 Days 00:54:57 RFx Owner Robert Fulcher RFx Version Number 1 RFx Version Type Active Version

[Close| | [PrintPreview | | [Refresh| | [Register || Questions and Answers (0 ) | [ Export |

~ RFXInformation | ltems Notes and Attachments
RFx Parameters = Questions  Note and Attachments = Conditions | Payment Select the reg |Ster
Time Zone: CsT Bidder Submission Deadline Date” 02/04/2015 bUtton If you have
Start Date: 02/04/2015  ||03:00:00 pm Bidder Submission Deadline Time: 04:00:00 pm not yet reg|Stered
Opening Date: * 02/04/2015 | [04:00:00 pm for the bid.
End of Binding Period:
currency: usD

w Partners and Delivery Information E

| Details || Add « || Send E-Mail |[ Call |[ Clear | Filter Settings

Funrtinn KNumher Name Phnne Mumher
. MISSISSIPPI Department of
Date last updated: 2/9/2015 17
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After you have reviewed the RFX, you may notify the agency of your plan to participate or not.

This is an optional step. Other suppliers will not see if you have chosen to participate.

Display RFx : 3160000241

RFx Number 3160000241 Smart Number 1130-14-R-IFBD-00085 RFX Status Published RFx Start Date 01/07/2014 14:50:00 CST
Remaining Time 350 Days 04:29:30 RFx Owner Mr. Sims Harman RFx Version Number 1 RFx Version Type Active Version

[Ciose] | [PrintPreview | | [Refresh| | [Participate | [Do Not Participate | [ Create Response | [ Questions and A (0) ] [Export]

1
ems [ Notes and Attachments

Time Zone: et | Bidder Submission ~ =

Start Date: 01072014 | [0250:00pm | sucersmsse Click Participate to notify
S EEBTROTE ] (e agencies you plan to create an
Currency: uso | RFx response

| Detais || Add . || Send E-Mai |[ Call |[ Ciear |

Mama a Mumbar

Once you have signified your plan to participate and now you can create the response. Review
the Request for bid (RFx). Click Create Response to create an RFx Response. Click the Notes

and Attachments tab to view any notes or attachments.

 Display RFx : 3160000241

RFx Number 3160000241 Smart Number 1130-14-R-IFBD-00085 RFX Status Published RFx Start Date 01/07/2014 14:50:00 CST
Remaining Time 350 Days 04:29:30 RFx Owner Mr. Sims Harman RFx Version Number 1 RFx Version Type Active Version

| Close | | | Print Preview | | | Refresh | | | Participate || Do Not Participate | | Create Resp || Questions and A (0) || Export |

' leensif Notes and Attachments |

Nl st Bidder Submission Deadiine Date 12/31/2014
Start Date: (01072014 | [02:50:00pm Bidder Submission Deadine Time: 01:30:00 pm
Opening Date: *  [12/31/2014 | [01:30:00 pm

End of Binding Period: |

Currency: lusp

Click Create Response

all ]]] _UEM ]

E‘e:a-Js I Add . || Send

Function Number Name
|+ Requester Sims Harman
J- Location MS DEPT FINANCE & ADMINISTRAT" .

[close | | [Print Preview | | [Refresh | |Pameba!el[DoNMParﬁcbetei[CmieRespmu]IQuestbnssMAnswm(O}HEuporﬂ

Date last updated: 2/9/2015 B AR
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There are several buttons on the RFx response screen. Each may be used as you create the
response.

Submit — sends the response to the State

Close — closes the screen without saving the information
Read Only — changes the screen to display

Print Preview — displays the RFx as it will print

Check — reviews the response for errors

completion.

Export — export the RFx to an Excel spreadsheet (it will not format well)
e Import —not used

e Questions and Answers — allows you to ask the buyer questions

If there are questions from the SOMS Buyer, you can display and reply to them under the
Questions tab.

OAmbuu Does the vandor accept the req teis Y. maintain value Error mESSEgElS are
i Attribute How long has your pany been in b (Specif is Yy maintain value
e generated when the
[ Submit ] [Clese | | [ Read Only | [ Print Preview | | [ Check |[ Save | [ Export | [ import | [ Questions and Answers (0) | required questions are
not answered.
ORI s s wed M| Cantin”| Gy ek ]

Basic Data = Questions = Notes and Atts | C | Pay

Question Reply

How long has your company been in business (Specify in years): * [ o] yr

Does the vendor accept the requi | tarms and cond e ( Yes (' Ne

Use the Questions tab to
respond to the buyer’s
questions.

Date last updated: 2/9/2015 wﬁ g % :
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You can add remarks to clarify aspects of your RFx response. In addition, you can attach any
supporting documents.

Edit RFx Response 6000000036

RFx Response Humber 8000000038 RFx Number 3180000250 Status In Process Submission Deadline 01/24/2014 11:14:00 CST
Remaining Time 0 Days 00:00.00 RFx Owner SUPERSSZ1 Target Value 0.00 USD RFx Response Version Number C1

Subea | [Closa | | [Faad Ooly | [Prew Fraview] | [Chaok | [Sava ] [Expen] [rmpert] [ Guestions and Arswers (01 ]

There are several categories [T | o T ok i B e e
of notes. Bidder can add

v botes.

remarks for the buyer.

Desaription
Emoty-
Empty-
~Empty-
-Empty-
-Empty-
w Attachments
Category Descrgtion Fiie Name Verson Processor Chacked Cut Type k-1

[Z] ™e table does not contain any data

View RFx Response

You can enter search criteria to view a specific RFx response that you have created. You may
also select an Active Query to view a list of documents that pertain to your supplier record.
Click the blue link to view either the RFx event or the response.

Active Queries

eRFxs All (1) Published (0) Ended (0) Completed (0) You Can search for a
specific RFx response

eRFxs - All or you can view a list.
« Hide Quick Criteria Maintenance
Rexumper. o E— ®
RFx Status: [Current RFx |~ |
My Responses From: Today  [+] To view a response
Gt M st | | click the Response
To view an RFx o Tl O 2 Number.
click the RFx <& | [a] To & =
Number. o S — =
Apply ar
View tandard View] ~] | | Create Response | | | Display Event | Display Response | | | Print Previev | [ Refresh || Export +
E. RE-xMNumber  Smart Number RFx Type RFx Status Start Date  Response Nur oer Response Status
3160000230 1130-15-R-IFBD-00035-v01 | Invitation for Bid | Published 01/22/2015 6000000153 Submitted

The RFx Response screen has several tabs to organize the information. You can click on

different tabs to view Questions and their responses, Notes and Attachments, Conditions,
Iltems, Summary and Tracking.

Date last updated: 2/9/2015 N W 20
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Display RFx Response 6000000038

RFx Response Number 6000000038 RFx Number 3160000291 Status Submited Submission D¢

RFx Owner Mr. Sims Harman Target Value 0.00 USD RFx Response Version Number Active V¢

| Edt || Close | | | Print Preview | | | Refresh | | | Withdraw || Export | [ Questions and Answers (0) |

Basic Data | Questions | Notes and Attachments | Conditions @ Payment

‘_l,/ ﬁhﬁm i lemsilf Notes and Attachments [ Condiions:l“ Sunmary}’ Tracking

Event Parameters

Validity Period: -

Currency: United States Dollar

Target Value of RFx Response: 0.00| USD

Ask the Buyer a Question

Questions and Answers can be accessed from the RFx or the RFx Response. Click the
Questions and Answers button to ask a question and see the buyer’s response to questions
asked. Whether you access questions and answers from the RFx itself or from the RFx
Response, all questions and answers will be displayed.

Display RFx : 3160000291

RFx Number 3160000291 Smart Number 1130-14-R-IFBD-00100 RFX Status Published RFx Start Date |
RFx Version Number 1 RFx Version Type Active Version RFx Response 000000038

[ Ciose | | [ PrintPreview | | | Refresh | | [ Do Not Participate | [ Tentative | [ Questions and Answers (1) |Export

Display RFx Response 6000000038

RFx Response Number 6000000038 RFx Number 3160000291 Status Submitted Submission D¢
RFx Owner Mr. Sims Harman Target Value 0.00 USD RFx Response Version Number Active Vi

[Edit|[ Close | | [PrintPreview | | [Refresh | | [ Withdraw | [ Export l[ Questions and Answers (0 ) ]I

Enter the question in the Message text box. Click the Send button and the time stamp will be
updated. You will see a time stamp appear in the upper portion of the screen. Should there be
more than one question, you will see a list of time stamps along with the message.

Date last updated: 2/9/2015 D“"”“"'F"' = nm % ﬂg& :
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Questions and Answers @ m |
| Display Time Stamps Questions and Answers =lE
Time Stamp Sender Message [V] Display Time Stamps
Time Stamp Sender Message =
01/15/2014 10:23:49 CST Ms. Golden Eagle |Can substiutions
o a
Send Message
Message: Can substitutions be made to the material
list.
E

Change an RFx Response

There are several concepts to remember when making changes to an RFx Response. One
very important element is that not all RFx notifications allow changes to the initial response.
Should an RFx allow for changes, you can edit items such as the price or delivery time, or add
new attachments. Each time you submit a changed response a version is created. Each
version can be accessed as needed.

Click the Edit button to make changes to the RFx Response. Changes can be made to price,
delivery time, and new attachments can be added.

Display RFx Response 6000000032

RFx Response Number 6000000032 RFx Number 3160000241 Status Submitted Submission Dead|
RFx Owner Mr. Sims Harman Target Value 0.00 USD RFx Response Version Number Active Versic
I Edit || Close | | [PrintPreview | | [Refresh | | [Withdraw | [ Export | [ Questions and Answers (2) |

tems I_ Notes and Attachments r Conditions l; Summary f Tracking :
‘mhMIMmlmmmwm}mlw

Date last updated: 2/9/2015 WWA‘ % __ 22
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After the changes have been made and reviewed, click the Submit button to transmit the
changes to SOMS. If you are not ready to submit the changes, you can click the Save button.

Edit RFx Response 6000000032

RFx Response Number 6000000032 RFx Number 3160000241 Status In Process Submission Deadline 1.
RFx Owner Mr. Sims Harman Target Value 0.00 USD RFx Response Version Number C2 RFx Versi

Submit |l Close | | [ Read Only | [ Print Preview | | [ Check | [ Save | [ Export | [ Import || Questions and Answers (2) |

ﬁ fon " Ren..  ‘“otes and Attachments | Condtions | Summary | Tracking

BasicData | Questions | Notes and Al D I ——
After making changes, click

Submit to re-submit the RFx
response

Sample of RFx Award Letter

Should you be selected to provide the product or service you will receive an award letter. An
Award letter includes the bid response number you submitted. The Supplier Self-Service Portal
can be used to view the contract and PO when they are executed. Both POs and contracts will
be sent to you (the supplier) when completed as well.

e Letter of intent will be e-mailed to company
e Letter of intent is not final until a contract is executed

Notification for Rfx Response Number 6000000420

Created

State of Mississippi

MS IFORMATION TECHNOLOGY SERVICES
EASTWODD DR
JACKSON MS 39211

Date 01/08/2014

BOFAMS GOV
TEST VENDOR2
FIRST2 LAST2
123 STATE 3T
JACKSON MS 3211

REGOD000420, [ 1601-14-R-PREQ-DO01T )

Dear First2 Last2

On behalf of the State of Mississippl and the M5 IFORMATION TECHNOLOGY SERVICES. | want to thank you for the solicitation responss you submtted for G000000420, [ 1601.14.R-PREQ-D001T )
The State has comphted the rmview pocess and has recommanded Test Vendor2 for award. R is important 10 note that the knfent 1o Award does not becomae final wntil the contract is worcuted
Shesdd you have any quesisons, please do not hesdate Lo contaci me.

Sincarely,

MISSISSIPPI Department of
A W
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Purchase Orders

View Purchase Orders

The Purchase Order icon on the Supplier Self-Service Work Center screen will take to you the
Purchase Orders: The “All” option to the right side of the page will provide a list of purchase
orders (POs).

Select Purchase Orders to
view a list of Purchase

A Orders.
L= '

Supphers Self-Service
Supplier Self-Service Work Center Administration

] Supplier Self-Service Work Center — Purchase Orders
E’ The Supphf Seif-Service Work Center is the central point for suppbers accessing all their Al
( . Use the Supplier Work Center by clicking on the appropriate links. T
New
ism_hw
Changed
= 2 Proo
RFx and Auctions TN
Confirmed
Fartiglty Confirmed
Reiscted

Canceled by Customer

All purchase orders for a supplier display as a default. Filter the list by selecting a status. By
selecting a status from the list you can narrow the results for the supplier in the list display. The
statuses that are relevant include New, Changed, and In Process. The other statuses will not
apply.

e New - A new purchase order is available in the Portal.

e Changed - A Portal purchase order was changed by an SOMS Buyer.

e In Process - You are working on a Portal purchase order, or you have saved one but

have not sent it yet.

You can also click a Document Number to view a purchase order document.

Date last updated: 2/9/2015 D‘"“'“"'F‘" = n” . % _ 24

FINANCE & ADMINISTRATION



MAGIC Supplier Self-Service Reference Guide

S

Supplers Seif-Service
Supplier Self-Service Work Center Administration

Work Center Overview - ¥ .
SAP SRM tome 1 rmg 1 nen 1 £2a 1 | Cllc_k a Document Number

= B A Sl " toview the Purchase Order.

Purchase Orders l List of Purchase Orders - ’_F'

« Services
| Doe ame T oscumentoute _“m
(Copy of the order 4000000451} wnmna 6,000.00 USD
lCW!' of the order 4000000475) IZJ'II!ZOIJ m £.000.00 USD WWE!
£,000.00 USD

SHUZT1I 12112012 15:44 121112013 lﬂﬂm??

Select a status to filter the
results list.

The purchase order contains multiple sections with details such as Delivery Times, Price
Information Messages and Partner Information. You will need to scroll down the page to
view all of the information provided.

To view details of a specific line item, click the number link beside that item.

| Display Purchase Order
| [Setio i Process”| [Display Document Fiow ] [ Prnt] [Downioad |

I Basic Data
| Document Number
| Document tame e order 40000° Sl e -
T—— (a0 | Click a line item in the Item
| Purchase order o (000082  Overview section to view
! oyt ' o item details

| status New

I tem Overview

| Message from Purchaser
\Piease ship s00n

You can also view line item details such as Delivery Times, Price Information Messages and
Partner Information. All information on this screen applies only to the line item selected.

25
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Basic Data

1 New Material Electric 20 each 6,000.00 USD 121172013

Enter Delivery Times

Mo schedule lines exist

Price Information

Net Value (Ordered) 300.00 USD 1 each 6,000.00 USD

Messages

llessage from Purchaser
Buescwoess
1= =1=]
-

Partner Information

gggagadadadﬂ com

Sold-to Party 3102111208 SOMS Magic Agency Address 39201 ackson 555-000-0000

{Goods Recipient 145617 Sims Harman 501 North West Street 39201 ackson 1404-579-9122 Sims.Harmon@teksoftventures.com

Ship-To Address. 3102111208 SoMS UNDERWOOD ANNEX A-107 39216 ACKSON |

Print or Download a Purchase Order

You can select Print to print your document or Download to save your Document on your
computer. With either selection a prompt displays. Select Open with or Save file. Click OK.

| Display Purchase Order

[ Set to "In Process” | [ Display Document Flow | [ Print | [ Downioad |

Opening susdoczip
You b chesen b0 opan: You can select Print to print
[ susdoczip your document or Download to
which is a: Compressed (zipped) Folder (2.0 KB) save your Document on your
from: 2 ic.
rom: https://susdev.magic.ms.gov computer.
What should Firefox do with this file?
[ i
*) Open with [W'ndm&plom[defadt] -
resms.le_ o -

["] Do this automatically for files like this from now on.
With either selection, Print or

. Download, a prompt displays.

Select Open with or Save File
and Click OK.

Vendor Spend Application

Used for contract purposes, the Vendor Spend Application provides a report of a supplier’s
spend period and amount based on the ordering agency name and SOMS contract number.
The spend calculations only apply for agencies or governing authorities outside of MAGIC (for
example, universities, cities, counties, etc.)

Date last updated: 2/9/2015 Wﬂ“” ’ (
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There are two ways to access the Vendor Spend Application: On the Supplier Self-Service
Work Center Overview screen or from the Supplier Self-Service Work Center menu.

Supplier Self-Service Work Center Admmnistration

3 Suppliers Seif-Service > Supplier Self-Service Work Center > Work Center Overview

@ Supplier Self-Service Work Center '
L The Suppler Self-Service Work Center is the central point for sup: g all their . Use the Supplier Self-Service Work Center
~ i Mork Can ha ing on the appropriate Enks.

=

§= RFx ant “\uctions Work Center Overview

E Supplier Self-Service Work C...

RFx and Auctions

Purchase Orders

Click the Vendor Spend
Application link to view
report selections.

- Services
Select Supplier Self-Service \sador Spand Apalcetion
Work Center to view report
selections.

5

Complete the fields to select the Spend Period From date, the Agency Group, Ordering Agency
Name, Contract Number, Product Category, and Spend Amount. When you enter the Contract
Number, the Smart Number displays in the Smart Number field. The Smart Number does not
have to be entered.

The Smart Number is a unique identifier assigned by MAGIC to identify the Agency code, Fiscal
Year, RFx (RFx type)/Contract type and sequential number; for example, 1234-13-R-IFBD-
12345 (where “R” refers to RFx and “C” if it's a Contract).

] TRE %
£y o) 7
"@; STATE OF MISSISSIPPI You can create, change, save, print
N a report or refresh the screen.
Vendor Spend Report Refresh the fields to re-enter a

] 2 i) [ | ) e new Spend Period From date
::‘oa:;:;;:;l: wpiete all relevas Delow
Wender | Suppber Name | Ofice Depat Hew Teld ya

5]

Spend Percd From *
Select a Spend e Gomra e Enter Spend Data based on
Period From date. =i s o ~oe=| the same Spend Period
| dgey | oeengagemy | 330! I e From date.
e L] Contract Number WGP} ™ usD) |

| - 000
. 000
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This is how the document will look with the fields populated:

[T create ][ &2 Change | [ (] Save | [ 3 Print | {5 Refresh |

Instructions: Please complete all relevant fields below
Vendor / Supplier D: * 3100000501

Vendor / Supplier Name: |Office Depot New Te13 ya
Spend Period From: * 07/08/2013 {5

| [§] Search | [ 5] Clear |
 Vendor Spend Data
View [Standard View] ~| | [Append Row |[ insert Row |[ Delete Row |[ [27 Edt |
State of
Ordering s Product | o .
Agency Contract Smart Number Category Period T
Name (NIGP ) ks
My,
HL 8200005327 1601-13-C-CNTR-00690 00556  08/08/2013
3 ) 5 _' ¥ 2 o S ;:l.ﬂ'_v-—_b! :".'—'_'!'_"‘_‘_—,—E:*:'“—'.f.
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Glossary

A D-U-N-S Number is a unique 9-digit identifier required for all businesses registering with the
U.S. Federal government for contracts or grants.

An FEIN, Federal Employer Identification Number, is used by businesses to classify and identify
them as a taxpayer. An FEIN is unique to a business just like a person’s (SSN) Social Security
number. This number is also known as a Federal Tax Identification Number (Tax ID).

MAGIC, Mississippi’'s Accountability System for Government Information and Collaboration, is
Mississippi State Government’s Enterprise Resource Planning (ERP) solution. Powered by SAP
Public Sector® software, MAGIC replaces the State’s legacy administrative systems with a fully-
integrated information system.

The term RFx refers to various types of documents used to request responses from suppliers
(RFP, ITB, RFQ, RFI, etc.)

A Product Category represents the goods and services that your company provides to the
State of Mississippi.

RFx Response is a response by the supplier to a request for goods and services from the State
of Mississippi when using an RFx document.

Supplier refers to a vendor of goods or services.

A Supplier Administrator is the supplier’'s contact person who is responsible for the supplier
account.

Date last updated: 2/9/2015 N W 29
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