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Strategic Sourcing Collaboration Overview

The Strategic Sourcing (SS) Buyer can select other Cardinal users, known as Collaborators, to
participate in an event or in the bid analysis process.

The SS Buyer who is responsible for the event may not have all of the information that is critical to the
event. Inthose circumstances, the SS Buyer may choose to distribute the event to the stakeholders for
input prior to posting the event. This allows them to get everyone's input into the event and ensure that
everyone agrees on the overall objectives of the procurement.

Collaboration is also useful during bid analysis. By allowing stakeholders to review the bids and provide
input on bid factor weightings, text based scoring and the like, the buyer can be certain that the interests
of all the collaborators are factored in on the award decision. The system calculates an average score
based on the input of all the collaborators.

The SS Buyer can accept or reject suggested changes by a Collaborator. However, the event cannot be
posted while collaborators are reviewing the event.

Collaborators may include customers (Cardinal users), supervisors, subject matter experts (SME),
Evaluation Committee members, and others who have the Cardinal role of Event Collaborator.

For instructions on the strategic sourcing process and awarding events, refer to the course entitled
PR345: Strategic Sourcing, located on the Cardinal website in Course Materials under Learning.
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Event Collaboration
Invite Event Collaborators (SS Buyer)

o A~ W DN

The SS Buyer selects users with the Event Collaborator role and adds them to an event that is being
created. Events do not route to managers, or other users, unless they are selected as a
Collaborator.

A routing sequence is established as you invite the Collaborators. You may modify the sequence to
ensure the event is reviewed by the Collaborators in the order you wish.

The event must be open for editing in order to invite collaborators. To open the event, navigate to
the Create Events page using the following path:

Main Menu > Sourcing > Create Events > Event Details

Favorites » Main Menu » > Sourcingw > CreateEvents» > Event Details

Create Events

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value

SBearch Criteria

Business Unit = v 50100 Q
| Event ID| contains ¥ |[150092 |
Event Round =

Event Version| =

SRR

Event Format| = v
Event Type| = v v
Event Name | begins with v

Event Status| = v v

Case Sensitive
Limit the number of results to (up to 300): 300

— 2
Search Clear Basic Search 2" Save Search Criteria

Click the Find an Existing Value tab to find and open an existing event.
The Business Unit field will default, do not change this value.
Enter search criteria, such as Event ID, for the event.

Click the Search button.
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Find an Existing Value Add a New Value

Search Criteria

Business Unit| = » 50100 Q,
Event ID| begins with v |0000155592

Event Round| = v 1

Event Version| = v 1

Event Format| = v v
Event Type| = v v
Event Name| begins with v

Event Status| = v v

Case Sensitive
| imit the number of results to (up to 300): |300

Search Clear | Basic Search IQf'dJ Save Search Criteria

Pearch Results
figw Al

Business Unit Event ID

Event Round Event Versign Event Fcrm_at Event Type Event Nﬂe

First (4 1of1 (b Last

Event Status

0100 00001555921 1 Buy RFx

Tree Tnmming by Routes Culpeper District Cpen

6. Select an Event with a status of Open.

7. The Create an Eventi Event Summary page displays.

Event Type RFx
Event Status Open

=Eaolicitation Type :

*Eyvent Name [Tre2 Trimming oy Routss Culpeper District

Description [The Virginia Dezarmant of Transportation hersin
referred 1o 25 “WDOT is soliciting bids from

iquzlified firms to provide Plan
Tree Fruning Services within ¢

by the Rout
ulpeper Distric:

= 2 = i

L

Step 1: Define Event Basics

* Event Seatings and Options
Ewent Comments snd Attachments
Ewent Header 8id Factars

Step 2: Configure Line ltems

Creats lins listings for this event.
*Line It=ms

Step 3: Select Bidders to Invite

* Bidder Invitations

Step 4: Invite Collaborators

Ewent Collaborators

Favorites = Main Menu = » Sourcingw »* (Crests Eveniz » Ewvent Detals
_r'.‘lod'rf:.' an Event
Event Summaw
Business Unit 50100 EventID Q000155502 Round 1 Wersion 1 Evant Farmat Buy

Chanpe to Auction

[El 4 End Date 082002019 |5 Time 3:12A4M

P EIL: )
Copy From | || Go
Preview By: By Tetal ¥ |

i -
Required fields reside on pages markad with an asterisk (%} — you may not save your event until 21l required fields are filad.

Enter basic information, general setings and optional rules for this event.

Send out targeted invitations to this event, designate it as a public event, or both.

Invite others to collaberate on this event. You may not post your event while callaborators ars reviewing it

Time Zone EOT
Preview Date 02/052018 |3 Time 3:124M

Start Date 02122019 |5 Time 10:008M

Payment Termz 2nd Contact [nfo
Event Constraints

I:erm Line Defaulis

8. Click the Event Collaborators hyperlink.

displays.
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Meodify am Event

Event Collaboration Details

Collaboration Due Date_____|i3) Time
FTDOESB ype! EEEUEH\E A

+ Review By Notifications

® Never © One day before © One week before

Review Sections (7

SeqNbr  Section Name

© Weekly before deadline

B

© Daily starting one week before

Bid Factor Default Option

[ |
Process Type|Sequental v Section Review By Date| |5 Time
Collaborators (7 Personalize | Find | (7] [ First (4 1011 (b Last
:E‘: Userld Name Review By Date  Time Delegate UserID Name %";:;il‘:':rxi'" Reviewed D;mﬁpé‘m
I [ [} o H =
Find Collaborators I Save As Group
Add Seclion
| 0K | | Cancel H Refresh ‘

In the Collaboration Due Date field, enter a deadline date and time for all collaboration to end. The

9.

Collaboration Due Date must be prior to the event Preview Date.

10. In the Collaborators section, enter the name of the user you wish to invite to collaborate on the
event. You can use the magnifying glass for the Userld field to find a user. If you have previously
set up a Collaborator Group you may access the group by clicking the Find Collaborators
hyperlink.

11. Click the Add a new row at row X icon (+) at the end of the row to add another Collaborator. Use
the Delete row X icon (i) to remove a Collaborator.

12. The routing sequence number (Seq Nbr) is automatically populated as you select the Collaborators.

You may modify the sequence to ensure the event is reviewed by the Collaborators in the order you

wish.

Modify an Event
Event Collaboration Details

Collaboration Due Date 09/30/2019 Time |9:03AM
Process Type | Sequential V|
Review By Notifications
® Never O one day before

Review Sections (2

Seq Nbr Section Name
1
Process Type [Sequential [

Collaborators (%

Seq Nbr Userld Name
1| [SPEMCER.HAL|C| Hall, Spencer (VDOT)
2| |[ANDY.ZICKLER|Q Zickler, Andrew M., P.E. (VDOT

Find Collaborators

Add Section
Ok Cancel Refresh

C One week before

Section Review By Date

Owe

Review By Date
09/13/2019

jpar13/2019
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13. If you wish to save the selected Collaborators as a group for future use, click the Save As Group
hyperlink. Two new fields, Name and Description, appear in a pop-up window.

Save As Group

Name & Description (7)

x

Help

Name Stone Bidders

Description Stone Bidders

| OK I Cancel Refresh

14. Enter a group name in the Name field.

15. Enter a brief description of your group in the Description field.

16. Once you have entered all the collaborators, click the OK button. Your group is now available for
future use and the Collaborators have been added to the event. The Modify an Event i Event

Collaboration Details page displays.

Favorites » Main Menu =

Modify an Event
Event Summary
Event ID 0000155582 Round 1

Business Unit 50100

Event Type RFx Change to Auction
Event Status Cpen

*Solicitation Type :

*Eyent Name [Tre Trimming b

Step 1: Define Event Basics

Enter basic information, general setiings and optional rules for this ewent.

Event Header Bid F.

Step 2: Gonfigure Line Items

Create line listings for this event.
*Line tamz

Step 3: Select Bidders to Invite

* Bidder Invitations

Step 4: Invite Collaborators

Ewent Collaborators

* Sourcingw : CreateEvenis» > EventDetalls

Send out targeted invitations to this event, designate it as a public event, or both.

Invite others to collaborate on this event “You may not post your event while collaborators are reviewing it

Version 1 Event Format Buy

Time Zone EOT
Preview Date 02 Time 3:12AM

Start Date 12 Time [10:004M

Time 3:124M

v Go

End Date 1820,

Copy From
Preview By: By Total

Payment Terms and Contact Info
Ewent Constraints

Item Line Defaulis

Step 5: Post Event

may have defined.

Save Event l

Post

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing and trigger any bidder invitations you

Save As Template

Preview PDF

Rev 12/06/2021
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17. Click the Save Event button. The page looks the same but the title of the page has updated to
Modify an Event i Event Summary page. The Event Status is Open.

18. Click the Route button to send the event to the first collaborator. An email notification is sent to each
Collaboratorand an i tem is added t o eac&ventCtatudchabgestat or 6 s
Collaborating Event and the Collaboration Status is set to Available for Checkout on the
Workbench. The Save Event and Route buttons are grayed out.

19. As the event creator, you will receive a message when all collaboration is complete.

Rev 12/06/2021 Page 6 of 30



/;)Cardinal Procurement Job Aid
V4

501 PR345: Strategic Sourcing Collaboration

Collaborate on an Event

The system sends an email notification to all invited collaborators on an event. The first collaborator
receives a worklist entry immediately; the rest of the collaborators receive a Worklist entry once the
current collaborator completes his or her collaboration input based on the routing sequence entered.
Collaborators check out an event through the Event Workbench, make any changes, and then route the

event to the next collaborator. Once the collaboration is done, the system notifies the event creator by
email and Worklist entry.

As an Event Collaborator, to access the event you have multiple options:

1 Click the Collaborate on this event hyperlink in the email naotification you received, or

9 Click the event hyperlink (i.e., Link) from your Worklist

Home | [workist | | AddtoFavorites |  Sign Out
. | workist | g
ﬂj‘cardlna[ All | Sgarch % | Advanced Search
Favorites - Main Menu = > Worklist- > Worklist
e Wi
Worklist
Worklist for JAMES HALL: HALL, JAMES
Betmi view] WorkistFikers_w] (1) Feed -
Worklist lterns Personalze | Find | viewsn | &0 B8 Fst 0 12002 0 Last
Froam Date From Work lbem Worked By Activity Pricgity Link
MASON GEORGE 0202302017 Analysss Collaboration Sourcing Analysis Cellaboration [ E 1 1511 Mark Worked Reassign

1. To access the event using your Worklist, click the Worklist hyperlink in the top right hand corner of
the page. Your Worklist displays.

2. Under the Work Item column, the event will be listed as Checkout Event Collaboration. Click the
Link column hyperlink on the row with the event you wish to collaborate on.
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3. The Event Workbench page displays for the selected event.

Favories = Pelladny Mbearvu = ¥ Worklisl> 5 Waorkdist

Event Waorkbench
[¥]Search Criteria

Business Unit 50000 |,

Event 1D 0000153555 Fram Start Date o} Ta Stan Date o Snll'lu\'llh
Created By =3 Feen Enl Date [ Ta End Date |} Soat Crder | w
Event Furmll:l Catagory O Only show Events | created
Evani 'rypu Ham iD gﬂn}r show Acthee Events
Event 5_1“.":' v Dascelption I.I;:::ilsul ch defaults e
Aszsoclated :‘ll:: = Plsn Nashi S Dofaut Search Proferences
¢ Legend

Collshoration Halp
= In order io colaborale on this Event you mest check out the Event first. To chack oul tha Event dick the Colsbomtion Avaiablo bution

= Hiha Evend i alraady chacked oul by angthar collaborabor or the collaboration dua dale has passed you will sea the Colabaration
@  Checked Cuticon &
= My want ta view tha collaberation balora checking & oud dick tha Waw Cabatormbon butlon !‘!}’

= Hihe Event is curently checked oul and you would like bs be nolifed when it has been chedked back in, dick the Mol Me an Check ln
Button £,

Search Resulls Find | Wiew Al First ‘4 1of1 "% Last
EventiD Hame Format  Type Unit Status B
F 0000153666 Collaboraton Test By FFx catop  Cellaborafing Event =] a0 Gy Hr

4. Onthe Event Workbench page, depending on the stage of the event, the collaboration countdown
time displays in the Status field.

5. To collaborate on the event, click the Collaboration Available (Available for checkout) button. The
Modify an Event i Event Summary page displays.
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Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options Payment Terms and Contact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factors

Step 2: Configure Line Items
Create line listings for this event.

*Line ltems Item Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.
* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators View Collaboration

Step 5: Post Event
VWhen all event creation activities are complete, click Post Event to release your event for scheduled external viewing and trigger any bidder invitations
you may have defined.

| Save Event | Save As Template

| Route | Preview PDF
Related Links:

Document Status Inguiry View All Attachmenis for Event

Plan Task Associations

Collaboration Status: Checked Out

o Checked OQut By: HALL, JAMES
Checked OQut On: 02/22/2017 05:36 PM EDT
Last Updated By: MASON,GEORGE

6. Onthe Modify an Event i Event Summary page you see that the Collaboration Status is
Checked Out along with details about the checkout, such as when and by whom.

7. To make edits or add comments, click the Event Comments and Attachments hyperlink under
Step 1.
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Favortes= | Main Manu - > Waklisi= > Workdis| »  Event Collaboration

Madify an Event
Event Commants and Attachmeants

Event ID 0000153566
Enter Comments (7 Vigw Adl Fist ‘4 1of1 ‘& Lag
==

Al

Comminls:
Tha evenl |5 well prapared and b5 approved 1o procesd with an adverisement. - CIP 0202207

[ send To Bidder Dinclude on dward Slandard Comments

Add Altachmenl

| Ok | Cancel Feafresh

8. Enter your comments in the Comments box.

9. Click the OK button. The Modify an Event i Event Summary page displays.

IModify an Event
Event Summary

Business Unit 50100 Event ID 0000153666 Round 1 Version 1 Event Format Buy

Event Type RFx

Required fields reside on pages marked with an asterisk (*) -- you may not save your event until all required fields are filled.

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options Payment Terms and Contact Info
Event Comments and Attachmenis Event Constraints

Event Header Bid Factors

Step 2: Configure Line ltems
Create line listings for this event.

* Line ltems Item Line Defaults

Event Status Collaborating Event Time Zone EDT
*Solicitation Type : |IFB Sealed Confract v| Preview Date [06/01/2017 |[5] Time | 11:14AM
*Eyvent Name |Collaboration Test Start Date 07/03/2017 E?J Time |11:14AM
Description |1 PUPROSE: @ End Date [08/31/2017 |[1) Time |11:14AM
Copy From Go
The Virginia Dept. of Transportation (herein referred to i
Preview By: __B!.-' Line L]

10. To modify event lines, click the Line Items hyperlink under Step 2. The Modify an Event i Line

Items page displays.

Rev 12/06/2021

Page 10 of 30



;)Cardinal Procurement Job Aid
v

501 PR345: Strategic Sourcing Collaboration

FEvoliles - Main Mera - » o WiokdEsl-  ; Woekisl > Evenl Colaborsion

Modity an Event
Line ltems

Business Unit 50103 Ewent 1D COO0153888  Round 1 WVersion 1 Ewend Format Euy Event Typa RAFx
our el ey consil of Mems from vour ilem calsion and, opionally, ad-hoe ilefmm. You can Geate the evenl Bned manualy, of by copying Enes from & &dtng evenl of lisnplate, of olher alowed Fafsacion ypes.

Cony From ] | oo Filiied View [ AN Unes ard Grous M
Lira ltems (7 Personalize | Find | vewad | ) B0 Fist 0 12002 0 Lmst
| Basic Dennition || Advarced Defintion
Line Hem @ D scaipsan Category EUCH "Gy Wart Fuice Est Ampsnt Weighting
[m OG0T 455000 Y, MISC. PARTS [ o6ov4ss EA 1.0000) [| 265250600 £26,5% 06 000000 *] =]
a2 OG0T 455000 O, LABOR [ o6ov4ss EA 356270 E3.0000 £2,857.04 000008 *] =]
Event Tolal: 204554010 US0 Lime Weightang Total: 100 %  Hemaining Weight: 0%
Geroup Salectod Lives| v | oK

< Rptom b Evant Cverdew ool w| | Go |

| Save Event Changes |

11. You may update the Qty field (i.e., line quantity) for each line if needed.

12. After you have made the line edits, click the Save Event Changes button.

13. Click the Return to Event Overview hyperlink. The Modify an Event i Event Summary page displays.

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event.

* Event Settings and Options Payment Terms and Contact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factors

Step 2: Configure Line ltems

Create line listings for this event.

* Linz tems Item Line Defaulis

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.
* Bidder Invitations

Step 4: Invite Collaborators

Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators. View Collzboration

Step 5: Post Event

When all event creation acfivities are complete, click Post Event to release your event for scheduled external viewing and trigger any bidder invitations
you may have defined.

| Save Event | Save As Template
1 Raute 1 Preview PDF

14. Click the Route button to send the event to the next Collaborator. This routing is based on the

routing sequence the event creator previously defined. A routing confirmation message displays.
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Message

Routing Collaboration Event o next Collaborator will check-in the event. Do you wish to procesd? (18058,199)

If you have not finished reviewing the event, select "MNo", otherwise select "Yes".

[

15. To check in the event and send it to the next Collaborator, click the Yes button. The Modify an
Event i Event Summary page displays.

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators View Collaborafion

Step 5: Post Event
VWhen all event creation activities are complete, click Post Event to release your event for scheduled external viewing and trigger any bidder invitations
you may have defined.

Save Event Save As Template
Route Preview PDF
Related Links:
Document Stalus Ingquiry View All Attachments for Event

Plan Task Associations

@ Collaboration Status: Available
Last Updated By: HALL, JAMES

G Retumto Search || Refresh

16.The eventds Coll aboration Status updates to Avail @

17. Click the View Collaboration hyperlink to see any collaboration changes and comments.
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Favontes - Main Menu - > Wokdst - > VWorklst » Ewent Collaboralion

Review Event Collaboration

Business Unit 50100 Event D 0000153665 Rausd 1 Vargion 1
Event Nome Colisboration Test Foemat Buy Type RFx
(Evend Headed Bid Factes
Emtled Biddors: T Cammaents and Altachments
Filter By
Eweril Line Find | Wiew All Firsl ‘4 1aof1 ‘2 Last
Line Mbr 1 Hem 1D DE0T455000 Description MISC. PARTS
Line Surnmary Personalze | Find [ View sl |2 | B Fst 4 12002 0 Lasl
[ Callaboration Input || Cormments :il'l
Fisid Name DatalTime Acton Salus
Oty Ciriginal D2ERP0T 20 3T Update 1
oty HALL, JAMES 022017 E2NITFM Update z
Line Datails Personaiza | Find | View | S0 B Frst 0 1081 0 Lasl
Collaboration Input || Comments | [T
Fiald Hame DataiTiza Acticn Vikoa
« Relum o Evenl Dverdew

[ Petum bo Search || &% Relresh

18. Click the Event Lines hyperlink to view the original amount and any changes to the quantity by
Collaborators.
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Review Event Collaboration

Business Unit 50100 EventID 0000153666 Round 1 Version 1
Event Name Collaboration Test Format Buy Type RFx
E er Event Lines Bid Factors
Iy Constraints Comments and Attachments|
Filter By
Event Comments and Attachments Personalize | Find | View All | [ E First ‘4" 10f1 ‘»' Last
Collaboration Input | Comments |
Field Name Date/Time Action Value
The event is well prepared and is approved
Comments HALL, JAMES 022272017 6:200:36PM Add to proceed with an advertisement. - CJP Ry
02/22117
Event Line Find | View All First ‘4" 10f1 ‘*' Last
Line Nbr Item 1D Description
Comments and Attachments Pearsonalize | Find | View All | IL'_‘—|| L.IJ First ‘4 10f1 '} Last
Collaboration Input | Comments |
Field Name Date/Time Action Value

< Return to Event Overview

[ Retumnto Search | |2= Refresh |

19. Click the Event Comments and Attachments hyperlink to view any comments by Collaborators.

20. Once all Collaborators have completed their review, an email notification and a worklist item are sent
to the SS Buyer (i.e., event creator) indicating that collaboration has been completed by all
Collaborators.
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Review Event Collaboration (SS Buyer)
To review collaboration on an event, the SS Buyer has multiple options:

1 Click the Review the completed collaboration hyperlink in the email notification you received,

or

9 Click the event hyperlink (i.e., Link) from your Worklist

/%)\ Cardinal

Favorites -

Home \I\Norklisl | AddtoFavorites | Sign Out

All | earch | Advanced Search

Main Menu = > Worklist~ > Worklist

Worklist
Warklist for JAMES HALL: HALL, JAMES
[Detail view!

WorkistFtersl ] () Feea -

Werklist ltems
From

Personalize | Find | view Al | &2 & First 4 1zarz b Last

Date From Worked By Activity Priodity Link

Wark Ibem
Analysis Collaboration

1. To access the event using your Worklist, from any Cardinal page, click the Worklist hyperlink in the
top right hand corner of the page. Your Worklist displays.

MASON GEORGE 022302017 Sourcing Analysis Collaboration e 1 al 1 1.1 Mark Worked Reassign

2. Under the Work Item column, the event will be listed as Review Collaboration. Click the Link
column hyperlink on the row with the event that has the collaboration you wish to review.
The Review Event Collaboration page displays for the selected event.

Favorites - Main Menu - 3 Sourcing~ > Mantan Evenls » > EventWarkbench > Event Delzls
Review Event Collaboration
Businass Unit 50100 Event D 0000153566 Found 1 Wersion 1
Event Name Collaboration Test Format Buy Typa RFx
Event Header B Factrs
Invited Bidders Constraints Commanis and Allachmenis
Fliter By | W
Event Ling Firnd | Wiew All First ‘4" 1ef1 ‘% Last
Lina Mbr 1 Item ID 0807455000 Description MISC. PARTS
Line Summary Personalize | Find | View a1 | (2] = First "4 1-20f2 '} Last
Collaboration Input || Comments | [0
Field Hame DateiTime Acdicn Value Update *Update Acticn
ity Criginal Q2222017 G20:37PM Updake 1 O Accapl
Qty HALL, JAMES 0FF2017 &20:37PM Update 2 O
Line Details Personatize | Find [ View Al 120 | [ Ewst 0 101 0 Lawt
Collaboration Input || Comments
Field HNami DateTieni Action Walui Updati "Updats Astion
O Reject
| Updale Event

3. Click the Event Lines hyperlink to view the edits and/or comments entered by each collaborator.

Rev 12/06/2021

Page 15 of 30




/;)Cardinal Procurement Job Aid
V4

501 PR345: Strategic Sourcing Collaboration

4. Review and accept or reject Collaborator edits for each Event Line. Use the Show next row and
Show previous row icons (i.e., left and right arrows) to scroll through the lines.

5. To accept or reject a change, check the Update box and change the Update Action field to Accept
or Reject in both the Line Summary and Line Details sections.

6. Click the Comments tab.
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