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Introduction

The LocaEntitiesReference Manuadill cover SIGMA navigation as well as the features and
functionality thatare available to Local Entity users. Wélwover how to createSolicitationgSO)
Solicitation Respons€SR) Requests for Informatio(RFI) Requests for QuotéRFQ)Requests for
Proposal¢RFP)Evaluation (EV) documents; aNegotiation(BAFOHocuments. Printing Solicitation
forms is also covered at the end of this document

© State of Michigan 2017



Lgiem

1. Navigation

In this lessonyserswill learn how to access SIGNPAocurementand how to move through the system.
This includes how to access SIGRtAcurement view various procurement application pages that are
available and how to accettse Document Catalag

MiLoginisi KS { dF S 27F a-brosgplicatioyadiiss¢dioyadteicale Nsary prior to
accessing SIGM2Aocurement

To access MiLogina theinternet, open a Web browser and enthttps://milogintp.michigan.govn the
address field. Usemsill enter a User Name and Password and once thewatieenticated the SIGMA
Home pagewill display.

SIGMA Login
Figurelshowsthea L[ 23AYy 1 2YS LI 3IS sAGK + fAad 2F | LILX AOL
Figurel: MlLoging¢ Home Page
di—;:‘
(M ichigan.gov

MiLogin for Third Party

# HOME {7 REQUESTACCESS ER UPDATE PROFILE & SECURITY OPTIONS ® CHANGE PASSWORD ® LOGOUT

Security Test20's Home Page
= Your password will expire in @ days

Access your applications by clicking on the application links below

*gg DTMB, Center for Shared Solutions (CSS)
CSS

SIGMA Procurement (as seen by Localities from the Internet)-MA1

SIGMA Procurement Home Page
To access the SIGMPkocurementapplication,selectSIGMAProcurementin the Access your
applications listThe SIGMA Procurement home patigplays as shown igure2.

Figure2: SIGMA Procurement Home Page

© State of Michigan 2017 3



Welcome, Test Test
SAdvantage Procurement

The SIGMA&RrocurementHome pageés divided into three main parts: the Center Panel, Bramary
NavigationPanel, and the Secondary Navigation Panel.

A TheCenter Paneis the large center area of the Home page. Wbpaninga document, inquiry
or reference table, it displays the fields and data that pertain to the mageently being
viewed

A ThePrimary Naigation Paneln Figure3is displagd along the top right of the Home page and
contains icons and linker Home, Accessibility, App Help, About, and the Logbig static and
remains the same, regardless of thage currentlybeingviewed.

A TheSecondary Navigation Panil Figure 2 above is displayed along the left side of the Home
page.Selectall of the expand/collaps icons to expand all of the menu options in this panel.
Each of these sections is deseddater in this document.

Figure3: Primary Navigation Panel

@Home @A«:cessﬁblir\,-' lg] App Help & About Q

A TheHomelink returnsusersto the Home Page.

A TheAccessibilitylink displaysthe onlinehelp system in a format that mmpliantwith Section
508 of theRehabilitation Act Amendmentss well as World Wide Web Consortium (w3c)
guidelines makingVeb content accessible to people with disabilities.

A TheApp Helplink displays the online Help systeshown inFigure4. The information provided
in the online Help system is default information from the application and does not override SOM
policies.
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Figure4: App Help

(3 Contents ([ Search | CGl Advantage
x
@ welcome — | Welcome A
@ About this Help
© Getting Sarted CGI Advantage Procurement Professional is an integrated component of the CGI Advantage suite, but can also be a stand-alone procurement
@ Documents solution. Leveraging WWeb , Cal ge P Py ides state-of-the-art automation and an intuitive end-user

b G interface. CGI Ad: ge Pl P supports the entire procurement cycle, from request to solicitation to

evaluation and centract management, and delivers a simplified, integrated process for buyer and vendor alike. This online help system only
provides documentation for the functionality that is available in the CGI Advantage Pracurement application for external locations. Based on
your security access and the functionality available to your external location, some functionality described in the enline help system may not be
available. Please contact your System Administrator with any questions

Procur

ot
2] User Guide Downloads

Use either the links on the image below or the Contents tab on the left-side frame to navigate through the Online Help System.

CGIl Advantage Procurement
(External Locations)

+| About this Help

Getting Started

TableiPage

Procurement

Downloads

General Information

The App Help icon on the Primary Navigation Panel displays the online support documentation for
SIGMA in a new window.

The Online Help window has its own navigation panel on thevidiich includes a Table of Contents and
a Search featurshown inFigure5. When a topic is selectdtbm the Table of Contents, the help page
will display in the Main Content Pane. Some help pages contain links to other related doticles
reference.

Figure5: Online Helpg Navigation panel TOC

([_?] Contents a Search

) welcome
@ About this Help
@ Getting Started
Documents
Q Table/Page
Procurement
E User Guide Downloads

Select the Contents button, and then the Welcome link, to display a list of help topics. The help contents
include:

About this Help
Getting Started
Documents
Table/Page
Procurement

p N S S N
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A

User Guide Downloads

Selecing a book topic areaspicturedin Figure6 expandsand displays a list of subtopics below the
topic header The subtopiénformation displaysn the Main Content Pane. In each topic area, the
following information may be included:

A

> >

Business Area Overview
Common Terminology
Document Information
Common Business Tasks

Figure6: Online Helpg Book Topic

[ welcome
Q About this Help
Getting Started
Q Documents
2 Table/Page
> Business Area Overview
2] Common Terminology
Document Information
Q Common Business Tasks
i] Buyer Logic
2] Managing Procurement Workload
i] Procurement Management (PRCUID) - State Views
0 Freight
Inquiries
0 Advanced - Setup
_'.’] Frequently Asked Questions
1] User Guide Downloads

When the Search button &eleced, top left of the screena search box displays in the left column
shown inError! Reference source not foundEntering a Search term generates a list of the word(s) and
heir location in Online Help. Search options allow users to:

A Highligh the search criteria in the search results to easily identify the location of the word(s)

in the text

A Specify how many search results display in the left hand column.

Selecing the result in the left column displays the corresponding page on the right Glamtent Pane.

If a search term is entered in the search window at the top right of the screen and then Go button is
selected the results of the search are displayed in the left column, as in the previous method described.
Selecing the result will alsdisplay the corresponding page on the right Main Content Pane.

Figure7: Online Help Search

© State of Michigan 2017 6
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(L] Contents| B seacch

[ Joo| CGlAdvantage|

x

-— :

Type in the words) to search foe:

Request for Proposal (RFP)

[ A

{nqu-c foe proposal

J{ce]

O show results that include 2 search words
@w;wnwrcmm.s

S-Nr(htrn.ftsp«m«p

Purpose

haveo exact paramelors. May or may not be commodity driven

Structure

Tota! Number of Search Results : 61

A | The Request fof Propasal (RFP) Document Code is comprised of the following sections:

Ttk Rank &

Request for Proposal (RFP)
Request for Proposal (RFP)
Purpose The Request for
Proposal (RFP) docurment s
..

Request for Bld (RFB)
Request for Bid (RFE) Purpose
The Requent for 6 (RFB)
document is used for
procreens

Request for Information
(RF1)

Request for Information (RFT)
Purpose The Request for
information (RFT) document is
us ...

Request for Quote (RIQ)
Request for Quote (RFQ)
Purpose The Request for
Quote (RFQ) document is
typically use ...

Clarification Request
(CLARQ)

Clarfication Request (QLARG)
P urpose The Clarfication
Request (CLARQ) page 15 u ..

* Header (only 1)

* Schedule of Events (0 - n)

* Tems and Conditions (0 - n)
* Commodity Group (0 - n)

* Commeodity (0 - n)

= Commaodity T&C (0 - n)

« Evaluation Criteria Group (0 - n)
+ Evaluation Criteria Line (0 - n)
* Vendor List (0 - n)

« Free Fofm Vendor (0 - n)

+ Vendor Retation (onty 1)

= Commadity Email Push (0 - n)
= Bublishing (only 1)

* Suppording Documents (0 - n)

A TheAboutlink displays the version information of the software.

A ThelLogouticon logshe userout of the SIGMA Procurement systemnd securely closes the

application. Always use this button to end the session.

Note: There will be some features that will not be available to Local Entities.

On the Secondary Navigation parsglectthe Search link pictured iRigure8 to expand the

available functions.

Figure8: Secondary Navigation PaneglSearch Link

The Search menu provides access toBloeument Catalogearch functionAfter selecting Document
Catalog hisfunction contains fieldsiserscan enter criteria to aid in filtering the results. These search

Sadvantage Procurement

M Apphcation Fages

= Search '

Nt L-alai0g

© State of Michigan 2017
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fields are optional during a search, but each figtghulatednarrows the search result&Entering an
exact value for &ser ID date,Document Codgetc. in a field limits the search results.

Search Variablesuch as wildcards and range characters, can be used when entering search criteria to
help in locating the desireafiormation. Commasare used to provide multiple search criterigor

example ConstructionBuilders enteredin the Vendorfield, will search for both construction and

builders The asterisk is a Mdcardsymbolthat represens one or many characters when completing a
searchin SIGMA Financidfor data that contains commas, enclose gearch criteria with asterisksor
example, enter Construction, Iné.in the Vendorfield.

Wildcard andRange Characters can be used to narrow search re3ialtdel lists all of the Wildcard
and Range Characters.

Tablel: Wildcard and Range Characters

Operand Usage Example

Asterisk(*) Searclesdatacontainingatext  If 01* isentered, returns all records that begi
string with 01.
If *01* is entered returnsall records that
contain 01 anywhere in the field.
If *01 isentered, returns all records that end
in 01.
A searchconsistingof alone asteriskandno
other alphanumericharactergetrievesevery
recordfrom the database.
Due to the volume of data that could be
returned with this feature, using a lone
asterisk is not advised.
Colon( :) Indicatesa daterangein search  Enter 71/2016 7/15/2016 in the CreateDate
criteriarelatedto datefields field in the DocumentCatalogo viewall
documents created on or after 7/1/2016 and
on or before 7/15/2016
Greater tharn>  Indicatesgreaterthananumeric Enter >7/14/2018n the CreateDatefield in
valueor date, respectively the DocumentCatalogo view all documents
created after 714/2016.
Greater than or Indicatesgreaterthanorequal  Enter >=7/14/2016n the CreateDatefield in

Equal to >= to anumericvalueor date, the DocumentCatalogo view all documents
respectively created on or after 7/14/2016

Lesghan< Indicates lessthan a numeric Enter <12/31/2016n the CreateDatefield in
valueor date, respectively the DocumentCatalogo view all documents

created before 12/31/2016.

Less than or Indicateslessthanor equalto a Enter<=12/31/2016in the CreateDatefield in

Equal to <= numericvalueor date, the DocumentCatalogo view all documents
respectively createdbeforeor on 12/31/2016.

© State of Michigan 2017 8
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Selectthe Document Catalog link from the Secondary Navigation Rosn inFigure9.

Figure9: Secondary Navigation PanglDocument Catalog

Sletvandags Procursment Document Catalog

Cregie  #b

Code & Uan
[— ]

¥ User information

* Document State

Code DEpL UnA 1D Commenl VeRan Funcoon Pross Sooes D3 LI AMGUR  ADOWE  CHLIDNSON
First Pre Mesd (Last g ¥ Enow Lnes | 0 v

WhenselectingDocument Catalog, subsections and field options appear in the Center Panel that allows
usersto search for and create new documen&earch criteria in documents can be entemedhe
Document Catalog from three main ssbctions

A Documentldentifier - specificDocumentCode, Dept, Unit or ID

A Userlnformation - Create User ID, or Create Date

A DocumentState- Function, Phase, or Statoéthe document

To view the search criteria fields in the subsections that are collapsed (for exampltds®iation),
Selectthe subsection Expand/Collapse icons next to the subsection titl&3electhe Expand All or
Collapse All icons pictured Figure 10.

Figure 10: Document Catalog Collapse/Expand All Features

Document Expand/Collapse All

Create @b

¥ Document Identifier

Code - Al Unit:
Expand User Information D:
subsection only

¥ User Information

Create UserID : Create Date : E

¥ Document State
Function : v Status : [v]

Phase : LI

Browse Clear
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After entering search criterisgelectBrowseasshown inFigurellto display the results in the grid at the
bottom of the page.

Figurell: Document Catalog Browse

Ciewe S

Catah Daise Baanifi
- e laatifier

[/ a Una:
Depk 10 =

B User Imformation

B Doetiamard State

EE TR F L o

Cgeon Waldate Sutad Cooy

[ cote oept wnz =] COTMAN. Waricn Function Fhols  Sttnn Do LI Amoent Actve  Collabaraton
[ rFe a7s 1004 AFOOOGC00001 Mo 1 ke Frag  Sotmfied 120016 EJECPsOIM 000 ved L]

4 L1 FFp am RECOOCONGOT] b 1 hiw Dean  medd 116 (sl 000 Yex  ka

| Fromitoor2  Fist Prev et Last Lol 050 Show Lines [70 v

Users can create a new document from the Document Catal@glmting the Createlink at the top of
the page. Enter information in the following areas

A Document Identifier- Enter the specific document Code, Dept, Unit, and ID (not required if
using Auto Numbering)

A Other Options- Select the checkbox for Auto Numbering (if the document allows SIGMA to
assign the document ID number) or Create Template (if the document is a template for future
documents)

After the document information is enteredglectthe Createlink to open thenew document in Draft
phase

Navigation Features

SIGMA Procurement pages display in the Main Content pane. These pages contain various options,
buttons, fields, and links used to interact with the system. Understanding these features assist in
performing &sks efficiently and accurateljable2 listscommonly used navigation features.

Table2: Navigation Features Tools

Navigation Feature Desciption

Action Menu Amenu of available actions that can be performed on
that page.

Auto Complete Automatically predicts the remaining characters in a we
or phrase based on what has been entered.

Calendar Tool | Slect dates or date ranges from @mteractive calendar.

Check Box D Indicate whether the condition is ors€lected or off
(Deselectedl

Close Window Located at the top right corner of a window and closes
the window when selected.

© State of Michigan 2017 10



Lgiem

Navigation Feature Desciption

Document Menuj A menu of available commands that das performed on
the document or using the document.

Dropdown List Alist of items available for selection.

Expand All/Collapse A& I Selecting the downward arroexpandsall collapsed

sectionson the PageSelecting the sideways arrow
collapsesall expanded sectionsn the Page.

Maximize and Rstore Toggle=l k=l Located at the top right corner of a windo®electinghe
Maximize buttonexpands thevindow tofill the screen.
The buttontoggles to the Restore Down button. When
selecting the Restore Dowgutton, the window returns
to its original size.

Minimize [.] Located at the top right corner of a windovioses the
window and an icon is placed in the Task Bar on the
Desktop. To re@pen the minimized window, select the
icon in the Task Bar.

NavigationLinks/Buttons Used to view additional lines when the maximum numtk
of lines exceeds more than one page. Whenlthks are
Sirst | Srevinus | Next | Last | underlinedor the buttons are enabled.de these

navigation linkgo page through the additional records

Pick Lis o Displaysa page to provide a pick list of items to search
and select.
Quick Switct=! Located in the summary bar of documents with more

than one commaodity line. When selected, the Quick
Select Row page displays, allowing the user to select
another row in thedocument.

RightSelectCommands

Whether users are in documents or tables, there aildifional features and functionality available by
right Selecingthe mouse A dropdownlist displayswith the commandselow:

Field Level Help

Show Description

PageHelp

Print Page

Multi Sort

Addto Favorites; this option is not available in this application

oI D > B D

Field Level Help

Field Level Help iRigurel2 provides information about the field?osition the cursor directly over the
field and rightclick (select) with the mous&elecField Level Helfyom the menu; the field definition
displaysn a new popup window. To close the field helpelectthe icon.

© State of Michigan 2017 11
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Figurel2: Field Level Help

Commodity
Commodity Name Active Tax Profile
v 005 ABRASIVES Yes
00505 Abrasive Equipment and Tools Yes
00514 Abrasives, Coated: Cloth, Fiber, Sandpaper, efc. Yes
00521 Abrasives, Sandblasting, Metal Yes
00528 Abrasives, Sandblasting (Cther than Metal) Yes

First Prev Next Last

Save Undo Delete Insert C

¥ General Informatio Copy(field value)
“Commodity : 005 |
*Class : gps Field Level Help ]
Item : Show Description rder - Receipt - Invoice| v |
Grou_p : Page Help 2
Ca:::: Print Page PRASIVES

Multi Sort

*Name : ABRASIVES

Add To Eavarites

Page Help

Page Help describes the SIGMA page. Position the cursor anywhere on the page acltkigbelect)
SelectPage Helfrom the menu, the page description displays in a new-pppvindow. To close the
page helpselectthe close icon in the top corner of the pagp window.

Print Page
Print Pageadisplaysa Print window to select printer. The entire page prints;ather thanwhat is
currently visible orthe screen

Multi Sort

Multi Sortperforms a sort on multiple columnBulti Sortsorts all underlined column headings in the
grid by the selected columigelecing the same column header more than onckanges the sort mode
between Ascending and DescendiMylti Sort functionality is only available when more than one
column heading is underlined. See the samyldti Sortin Figurel3.

To sort the table by multiple column headinfplow these steps:

1. Rght-click (8lecf) the page Amenudisplays

© State of Michigan 2017 12
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2. SelectMulti Sort from the menu. The Multiple Column Savindow displays
3. Selectup to threesorting criteriafrom the dropdownlists.
4. SelectAscendingor Descendingorder for each column
5. SelectSort
Figurel3: Multi Sort
= Multiple Column SOt - WINdows [nterne... (L [T [ |
& htips;//sigma-prodga2 michigan.gov,/webapp,/ T2 LFIN 2 a
Field Level Help Commodity | v | Ascending | v |
Show Description Dane ﬂ g ﬂ
- v Ascending | v |
Sort
Print Page
Multi Sort
Add To Favorites
2. Document Errors

Slecting Validateor Submitperforms a series of edit checks the document. If it encounters any

errors, it displays drief error message at the top of the page SIGMAinds more than onerror, the

first error message is displayed along with the total numbeembrs as shown ifrigurel4. For
SEIFYLX SZ IAy&RW 02T St (i K Initie eriokntedsBgesahtiBhe first dng i§ displayed¥
SelectView Allto view all of theerror messages.

Figurel4: Error Message

View All 1 of 9 5]Requestor Phone Number is required. (A1428)

Request for Information(RFI) | Dept: 451 ID: 160000000001 Ver.: 1 Function: New Phase: Draft j

Errormessages with théllowing severity levels and meanings can be raised during document
processing:

A

A

Informational - Informational messages, as the name suggests, are for informational purposes
only and do not affect the determination of whether a document will be accepted to the next
phase. All informational messages that occur during document processing are actaahgb

the user can see all of the informational messages for that document version at one time.

Warning- When warning messages are encountered, they are compared with the warning
message from a previous validate or submit actidrthere are any new arnings since the last
time, the user is given the chance to review these warnings before the document is accepted to
the next phase.The next time the document is submitted, the document is accepted to the next
phase if there are no new warnings. All wing messages that occur during document

© State of Michigan 2017 13
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processing are accumulated so the user can see all of the warning messages for that document
version at one time.

A Error¢ Whenerror messages are encountered, the document is rejected and any updates or
changes madeutside of the document are not committed to the database efbr messages
that occur during document processing are accumulated so the user can see aleofathe
messages for that document version at one tinte.addition, the phase of the documen
remains at the Draft phase until the user fixes the document and validates or submits the
document again.

A Severe- When severe messages are encountered during the processing of a document, the
processing is terminated immediately at that point and cohisaeturned back to the user. All
updates or changes made to the document and made outside of the document are not
committed to the databaseOnly the messages that occurred before the severe message and
the severe message itself are displayed to therder review.

© State of Michigan 2017 14
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3. Application Pages

The Application Pages described in this section are available to Local Entitirarseitse Secondary
Navigation Paneh a read only mode. Based on the security roles assigned to Local Entities, edits or
changes to theontentshownin these pages will not be allowed. These are provided to help users
better understand the content within these pages as they createpfeeurementdocumentsexplained

in thisReference Manual

Commodity
The Commodity pagé&igurels, shows thecurrentdefinedcommaodity codes. Commodity codes
categorize, identify, and track purchases and consumption information.

The Commodity tablencludesClass, Item, Group and Detail fields tleteragethe NIGP (National

Institute of Government Procurement) structure. The State of Michigan has structured most commaodity
codes in SIGMA to be within33digits, except in cases for inventory or custordey which can be 7

digits long.In addition, the State of Michigan has created some custom codes that are not part of the
NIGP structure.

Figurel5: Application Pages Commodity

Comemadity - Ackrew
Clans 0o Biructured Commadity
e Match Indieator © Cieoer . Recet - e w |
Group Tax Profie : e
Datail : Fwywond SAach © ASRALIES

NS - ARRASIVES
HAICE

» Ganaral Options
* Specificationsirsiruciions

b Assignmarts

Vendor/Customer

The Vendd' Customer table Figurel6, displayshe primary information about aé&hdor/Customelike
Legal Name, Vendor/Customer number, address, €te Active Status is also shown in thideadnd is
important because thé\ctive Status of a Vendor/Customer record controls the use of that
Vendor/Customer orsolicitations Vendor/Customer sensitive data will be not visible to Local Entities.

© State of Michigan 2017 15
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Figurel6: Application Pags¢ Vendor/Customer

Close VendoriCustomer
VendorCustomer |
VendoriCustomer  LegalName  Allas/DBA Vendor Active Status  Customer Active Status
| + CADDDOOOY ALTARUM INSTITUTE Inactive: Actve
| From1to10f1 First Prev Next Last  Attachment
Save Undo Deiete Insest Copy Pasie  Search @b
¥ General Info
Vendor/Customer : CA0000001 Restrict Use by Depantment :
Legal Name : ALTARUM INSTITUTE Miscellaneous Account :
Allas/DBA : Internal Account :
Vendor Active Status 3 Third Party Only :
Vendor Approval Status : incomplete ‘Third Party Vendor :
Customer Active Status B
I :
Customer Approval Status : Compiete .
Healthcare Provider :
Location Name :
1 First Name B A
- Restrict VSS Access : No |
iddie Name :
a { ‘ N""’ Discontinue - No New Business :
Adaress EATtIN—t Prevent MA Reference
Ty Company Name : ALTARUM INSTITUTE FasheseET
Vendor Performance Rating At aivas
SHEvios Acea S0t nsbied : Electronic Order Enabled :
Commodity W9 Received |
S W-8 Received Date : i}
W8 Received :
Authorized Dept. W-8 Received Date : s
Prevent Spending Accepts Credit Cards :
Cerunication Active From : 111112016 [
Vendor User Information bl e}
LastUsage Date : 1111701
Vendor Attachments PRI -
unit P

Procurement_ocation is listed but users will not have access to this pagevdineéceive an error
message wheselecting it from the panel.

Solicitation Response

The Solicitation Response Summary pad®wn inFigurel?, disgdaysa current general summary of the
Solicitation Response (SR) documents submitted for a given Solicitation (SO), even v8olettation

is still open.This allows a Buyer or other authorized Procurement users to get-#o-date summary

of the overall SR and bidding activity for an open Solicitation.

The Solicitation Response Summadisplays the number of Solicitation Responses ireeto date for a
Solicitation and is broken down by: Total Responses, Bids, Partial Bids, and SeaBaifsthis page by
SO Document Code, SO Document Department, SO Document ID and Procurement Folder ID.
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