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CalUsource Sourcing & Contracts Enhancements

The CalUsource Enhancements Guide is intended to serve as a resource to inform you of monthly
updates and enhancements to the tool. This guide is not intended to be a comprehensive training
guide, but rather is a way to communicate new functionality to existing CalUsource users.

In this month, the following new features have been rolled out to CalUsource:

Sourcing

Contracts

Conditional Questions Sub-Numbered According to Parent Question
RFx — Timeline Section Enhancement

Edit Question Information Using Rich Text Editor

Ability to Upload Multiple Questionnaires via Template

Supplier Preview

Ability to Upload Multiple Guidelines in One Instance

Supplier Response Download

Ability to View the Notification Body for All Team Members
Ability to Maximize and Minimize Additional Information Section
Supplier Info on Contracts

Ease of Access in Viewing Contract Change History



Sourcing Enhancements

Conditional Questions Sub-Numbered According to Parent Question

In the RFx Questionnaire section, conditional questions are now sub-numbered according to the parent
guestion. For example, if the parent question is 1 then conditional sub-questions will be numbered as 1.1,
1.2, etc. This feature allows for easy differentiation between questions and sub-questions.

Rearrange Questions GoTe: Q1 * Go

it =4  Total Weight: 1001100

Q1. Do you currently have a Saurce to Gontract tool within your department?

Q 1.1, What Source to Confract tool are you using

Canditional Cuestion

RFx — Timeline Section Enhancement

GEP has done multiple changes to the event timeline section within CalUsource Sourcing. Below are
some of the key changes that are available to users.

Alternative Views

Both buyer and supplier users can now view the Timeline information in either a Gantt Chart view
(current behavior) or Tabular view.

Gantt Chart

~ EVENT TIMELINES (2)- Ganit view

2¢ o
Response Timeline
Evaluation Timeline |

10 M 12 13 14 15 16 17 18 19 20 21 22 23 24 25 A
April 2018 i
Tabular View
~ EVENT TIMELIMNES (2)- Tabular View
= 7

Mame

Respanse Timeling

Evaluation Timeline

S1art Date & Time

04/10/2019 12:00 AM

041872018 12:00 AM

End Date & Time

0411772019 11:59 PM

042572018 11.59 PM

Visible 1o Supplier



To modify your view, click onthe -c icon in the top right-hand corner and it will automatically change
the view.

Single View Timeline Modifications

Moving forward, Event Authors will no longer have to toggle between tabs to modify their timelines. They
are listed in one location.

|== TIMELINES

Time Zone : Pacific Standard Time (UTC-7:00) O setEnd Date in Days | ()

Name Start Date & Time End Date & Time Duration(days) Visible to Supplier

Response Timeline 04/10/2019 12:00 AM 04/17/2019 11:59 PM 7.9993

Evaluation Timeline 04/18/2019 12:00 AM 04/25/2018 11:58 PM 7.9993

CANCEL DONE

If the Event Authors does not have a preference for when the event opens or closes, they now can
modify the timeline by entering the number of days.

= TIMELINES

Time Zone ; Pacific Standard Time (UTC-7:00) Set End Date In Days  §| (5

Mame Start Date & Time End Date & Time Duration{days) Visible 10 Supplier

Response Timeline 04/10¢2019 12:00 AM 04/18/2019 12:00 AM

Ewvaluation Timeline 04/18/2019 12:00 AM 04/30/2019 12:00 AM

CANCEL DONE

To do this, click on the pencil to edit your timeline, select ‘set end date” in days, modify start date and
enter a number of days in “duration”.

When Event Authors are editing the timeline, they no longer have to worry about the order in which they
modify their timelines to avoid the error box. The system will allow users to modify events in any order.
When the Response Workbench and Evaluation timeline are overlapping a red bar will appear red under
the overlapping timeline. This enhancement will provide an opportunity to make all the modifications
without being kicked out of the edit box.

Please note:
If the evaluation setting is switched off for both Price Sheet and Questionnaire, then the Evaluation
Timeline will not be available in the Timeline section.



Edit Question Information Using Rich Text Editor
Event Authors can now edit the Price Sheet and Questionnaire Descriptions, and Questionnaire
Questions using the rich text editor. Allowing Event Authors to highlight a certain text, add indentation,
make context bold, or italics, and so on.

) O
Questionnaire Name
B I Y S|k = | A
04000
Click and Drag to
make the box bigger
Question B I US == E A-
' CR

072000
Evaluation Type

O Mandatory [ Allow Suppllers to add attachments Soore =

Frea Farm - Singie line Text -

Please Note: This enhancement is providing basic formatting capability. Following advanced formatting
capabilities will not be supported:

» Adding tables

* Adding images

» Justification

Additionally, if Event Author exports the details, formatting will not be maintained in the exported file.
Also, when uploading, there will not be any formatting available on the application.

Ability to Upload Multiple Questionnaires via Template
An Event Author can now upload multiple questionnaires on the application using the standard Excel
template.

T TS e g TS S [T ST A ST R ITRT T R SR S RS ST | | s mp———— = - e T izt e

~ = QUESTIONNAIRES

@ & ] e

Create New Questionnaine Impodt from Repasitory Download Excel Template Upload Excel Template

To create a new questionnaire, the Event Author can click on “Download Excel Template,” fill in the
information offline and upload their template once done.



If you have clicked “Download Excel Template” you can upload the document after you are finished
editing offline. To upload, click on “Upload Excel Template” and a new window will pop up.

03 Attachments

Drag and drop file here OR UPLOAD DOCUMENTS
Supported file formats: .xIs, xlsx
Limited to file(s) of 10MB each.
Maximum 1 files can be uploaded at a time.

The Event Author can upload one (1) Template at a time through this portal. Once the system has
uploaded your template, it will be available for additional edits in the system

Please Note: Currently, CalUsource does not support upload for complex questions such as matrix-type
guestions. The only standard answers types can be created and uploaded. The above behavior is only
available in draft status. If the event is withdrawn, then the user cannot upload questionnaire.

Supplier Preview
Event Authors/Co-Authors now have the ability to preview the RFx from the suppliers Point of View.
After you have added your suppliers to your RFx, a Preview button will appear on the right-hand side.

Click on that, and you will be able to see the RFx from the supplier's point of view. You will be able to see
if for each supplier.

.......... — S S S e — S . S

'+ SUPPLIERS (2)

Name T Prmary Respondent Parficipation Status 57

The Wine... [Fa Liz Flemming Mot Invited Buyer [ Preview

WINO Dis... 73 Steve Tin Mot Invited Buyer W]  Preview




Ability to Upload Multiple Guidelines in One Instance

Event Authors/Co-Authors can now develop templates offline and upload them into GEP. First, the user
will need to click “Download Guidelines” to acquire the Guideline template. Then fill in the necessary
information within the document. Once complete, upload template by clicking Upload Guideline.

p— ORI LRI g gt sttt e

~ w GUIDELINES

Download Guideline
Template.

D = N2 h

Create New Guideline Impeort from Repository Download Guidelines Upload Guideline

Upload Guideline
Template. Will not accept
other documents.

The upload feature will only work with templates provided by CalUsource. All other files will be rejected.
Downloading Supplier Responses

Event Authors/Co-Authors now have the ability to download all Supplier responses in one location. In the
Event, click on the Actions menu, then select Download Supplier Responses.

855 SARA's
Hi WORKSPACE

& 0 014256-APR20139 - RFP WINE DISTRIBUTO... (AWARDING) Response closed | [N
» EVENT SUMMARY Fpn Gomraet
Award Event
4 DOCUMENTS 2 SUPPLIERS 5 EvALUATORS EVENT VALUE
Scorecards
1 F eat 2 Responded 4 Re wied -
3 L i gy Download Summary
0 A
0 Ci Emall Log
Audit Log
~ BASIC DETAILS 1 Non Award Suppliers

Event Name* Cancei Event
RFP Wine Distributor UC Davis Apll 2019

Mark As Compiets
Loaking for a wine distributor who has the abliity to provide UG Davis with Multl tier wine for events that are hosted on and off campus. UC Davis reserves the rights to taste wines prior to award, Please  Downioad Discussions

wines that UC is interested in.
Award Scenanos

Download Supplier Responses

Everil Type® Evien Currency Event Vislue 4
Recuest for Pronosal - uso - Fuent Cherview

A new window will pop up and present options for the download. Users will be able to determine the
view, suppliers, and documents they would like to see.



< [ DOWNLOAD SUPPLIER RESPONSES

Download Responses As

@ Comparative View 0] Q Individual Folder View 0) Al Suppliers

Pricesheet Response Comparison

@ List View - Multiple Tab (1) O List View - Single Tab (1) O Grid View - Multiple Tab (1) O Grid View - Single Tab (1)

Questionnaire Response Comparison

® Multipie Tab (7) O single Tab (7)

Score Comparison (1)

¥ Evaluation Summary (1)
V] iy (@

Contract Enhancements

Ability to View the Notification Body for All Team Members
Previously team members could only see the list of notifications associated with a contract. With this
update, any team member assigned to a contract can view the content of the contract notification by
clicking on the notification. This is especially helpful if the administrator or other team members have
created custom notifications. In addition to the body of the notification, it also gives you the ability to see
the full recipient list (to and cc).

——— = =

> LINES

? TEAM MEMBERS Now all team 1

members can click

v NOTIFICATIONS =]
on notifications

Hame

heidea By N D On Seneus

.
Contract Expiry ; 50 days 1o g. Expiry Date AtTorney, Authar, Autharised Sgnatary, Crwner System Admin o - Fd

-
Contract Expiry : 60 days 10 g Expiry Date Attorrey, Auther, Autharized Signatary, Cwner System Admin o220 = ] K 4
Contract Expiry ; 30 days to .. Expiry Date Atiorney, Author, Autharized Signatary, Cwner Sysvem Admin LT pard = J &

CANCEL SAVE AS DRAFT




Ability to Maximize and Minimize Additional Information Section

Previously, the additional information section was challenging to use because there were many questions
crammed into a small box with a scroll bar. With this latest enhancement, the additional information
section can now be expanded to a full-page view. This will allow you to easily complete the necessary
questions in an easy-to-view manner.

#  UCD_THE WINE GROUP (DRAFT)

[ Addesi vy asdedan .

Becky Cosiidge [

00 Wine Group, Dxecimed Agimemet pdl

» NOTES AND ATTACHMENTS E *
v ADDITIONAL INFORMATION i i ‘
y— —r— - |
Addricnal Infprmation
DG senvioes valve temparary br supplementary satfing? (FRACA] T
L ves !
i o

15 T Suppller EQLTEN 10 DIy LIC FIir Wage T

.

— . — — *
* LINES
.
> TEAM MEMBERS

» MOTIFICATIONS

—_ —_ -  —e —
——

w MILESTONES

CANCEL

PREVIEW SAVE AS DRAFT

- ADDITIONAL INFORMATION

Addmional Informaticn

19 SETVICES VM TEMPOTany OF SLOpIMmentany SIaing? (PRACA]




Supplier Info on Contracts
It is now easier to view the basic details of a supplier from a contract. Simply click on the blue icon next
to the supplier’s name and you can see high-level information regarding the supplier — this mirrors how
sourcing is. Prior to this informational icon, if you wanted to view the details of a supplier, you had to exit
a contract and search for the supplier within the supplier module.

75 EVENTS CONSULTANT (LIVE)

~ BASIC DETAILS
Contract Name* Contract Number* % Document Type*

Events Consultant 2019.001918(Revision 3) 1 Mark as Confidential Agreement

Description*
Consultant to provide guidance on campus events

= T T T amr

> APPLICABLE FOR

> INTERNAL PARTY

~ EXTERNAL PARTY

Supplier* Referred As Supplier Contact* Signatory
Kayser Consulting Supplier - Chris Kayser Chris Kayser

Kayser Consulting
United States

Status: Approved
Ph: 555-555-1234.

Supplier Code Deing Business As
PC-2019.001974

DUNS Number Source type
Diversity Status Supplier Risk Type
No Div...

Primary Contact Name
Chris

Contact Email [D

27

Contract




Ease of Access in Viewing Contract Change History
Updates have been made to the “Change History” on a contract wherein you can see a few new items:
1) How many versions of the contract exist
2) Who and when the contract was created
3) Which version of the agreement is the latest copy

Similar to before, this is available on a contract by going to the Actions menu in the upper-right hand

corner.

Change History

Revision Number Created On

Revision 3 04/19/2019
Revision 2 04/19/2019
Revision 1 04/19/2019
Original contract 02/13/2019

Created By

Becky Coolidge (contractowner_calpolyslo@testuc.com)
Kevin Pham (kevin.pham@ucop.edu)

Kevin Pham (kevin.pham@ucop.edu)

Kevin Pham (kevin.pham@ucop.edu)

Change Type

Latest Copy

Amended

Amended

Amended

CANCEL
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