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Fellow Columbia Chapter of NIGP Members:

Our next General Meeting and Luncheon is scheduled for Thursday, November 3, 2016.
Please mark your calendars and plan to attend.

DATE & TIME: LOCATION:
Thursday, November 3, 2016 Multnomah County
11:30 am — 1:00 pm Basement - Rm B14
Building 501 SE Hawthorne Blvd Portland,
OR 97214
LUNCH:
AGENDA
11:30  Lunch

11:55  Introductions

12:00  Efficiency through Technology
Cate Antisdel, CPPO
Strategic Sourcing Program Coordinator
City of Portland — Procurement Services

Cate has been in Procurement at the City and at Portland State University for the last eight years.
During this time she has handled solicitations and contracting for Goods and Services and for
Construction. Having worked with technology prior to that, she has looked for ways to make her work
more efficient through good uses of the applications we have at hand in procurement.

12:45  Chapter Announcements

1:00 Adjourn

PLEASE RSVP BY TUESDAY, November 1, 2016, BY 12:00 NOON, IF YOU PLAN TO ATTEND
to: Stacey Balenger, Logistics Director, slbalenger65@gmail.com

Cost for non-members to attend is $25. -
llj}l “like” us on

facebook
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Columbia Chapter General Meeting, November 3, 2016
EFFICIENCY THROUGH TECHNOLOGY

MY SMART GOAL

L] I've learned something today that | want to apply
OR

[ already knew this stuff, but | bet | could help learn this

This could really help me (or my friend):

Create a Document Template Add Bookmarks to a PDF Bookmark Websites
Create File Shortcuts Create Email Templates Make a Checklist Make a Reference Sheet

Specifically, | want to:

Goal Time Importance

e My first SMART goal is to:

SMART GOALS:

¢ I'll know I've achieved it when:

» Measurable

e | believe that | can accomplish this goal: []

Achievable
e Achieving this goal is important because:

Relevant

Time-based

e My deadline to achieve this goal is:

Columbia Chapter General Meeting November 3, 2016 Follow-up Form

Name: Agency:

Work email address:

My first SMART goal is to:

My deadline is:

2016 Cate Antisdel



Columbia Chapter General Meeting, November 3, 2016

Eftticiency Through Technology

TEMPLATES

5 STEPS TO SUCCESSFUL TEMPLATES

1.

Supervisor Buy-In — when your supervisor approves creating and making use of the templates, you are
leveraging the efforts of your whole team to use and contribute to making templates

Create Master Documents — Get input from your team, supervisor and end users, refine until you have
all the necessary information, the template is clear and easy to use

Limit Access — 1. Save the templates in a network folder that has read permissions for everyone but not
write (save over) permissions, or 2. Use password protect on each document, or 3. Save the document
as a Microsoft Template File so users always get a copy and not the original

Mandatory Use — Supervisor needs to give clear instruction on where to get the form, making sure users
are getting the form at that location every time and not saving it on their computers, and that use of the
form in this way is mandatory

Upkeep — One or two people need to be assigned to the task of making updates to the templates
whenever changes are necessary

SUGGESTIONS FOR TEMPLATES

1.
2.

Pre-Bid/Proposal Meeting Agenda

Solicitation Development Form — use to get answers to standard questions you’ll need to draft your
solicitations

Solicitation Timeline — use Excel to automatically calculate time between steps
Bid Form — create in Excel with calculations and protected cells

Minimum Requirements Checklist — fill in your template with information for each solicitation when
you’re done drafting it so you don’t have to worry about finding the requirements later

Proposal Template — have proposers fill out a template to respond to an RFP instead of creating their
own - It’s easier for them, and a LOT easier for your evaluators

RFP Evaluation Plan — checklist of every step from drafting to sending executed contract
Infrequently used documents — add user prompts to make the template easy to complete

Internal routing forms/Special request forms

TEMPLATE RESOURCES

1.
2.

State of Oregon Templates: http://www.oregon.gov/das/Procurement/Pages/Template.aspx

NIGP Document Library, search “template” or “contract” then Refine by Topic on the left:
http://www.nigp.org/home/find-procurement-resources/document-library
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http://www.oregon.gov/das/Procurement/Pages/Template.aspx
http://www.nigp.org/home/find-procurement-resources/document-library

BOOKMARKS

File Edit WView Window H

ADOBE PDF BOOKMARKS Create & FEdit Home Tools

1. Use the Combine feature to
B X Q

combine the contract with all
@ Bookmarks

exhibits and attachments (image
o

are showing Adobe Acrobat DC)

2. Navigate to the first page of each Create PDF Sonlm=AE

section you want to bookmark Open | ~

3. Create a bookmark and name it

WEBSITE BOOKMARK SUGGESTIONS:

1. Your team’s website pages: homepage, forms, directory
2. Often used pages: State Business Registry, IT helpdesk, legal authority (Council, Auditor), COBID
3. Rules and Regulations: agency code/charter/policies, state statute, federal regs, BOLI, QRF

4. Cooperative Purchasing Resources: Chapter ICP website, ORPIN, ProcureSource, NASPO, HGACBuy,
NJPA, NIPA, US Communities, TCPN, local agency links: City of Portland, MultCo, Port of Portland, Metro,
Portland Public Schools, City of Seattle

5. Procurement Training and Resources: Internal agency training, NIGP, OPPA, Columbia Chapter, ISM,
NASPO, UPPCC, iLearnOregon, CIPS, CPPC CCMP, NCMA, NPI, SCMA, Responsible Purchasing Network,
NCPCC
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FILE SHORTCUTS

Open Windows Explorer "“=#* and navigate to the folder or file you want to create a shortcut to

Drag and drop it into the top left under Favorites

Navigate to any folder or file easily by opening Windows Explorer and clicking on the shortcut you’ve put under

Favorite

This icon El tells you it’s a shortcut to a file, not the file itself.

Create groups of shortcuts such as: My Contracts, My Templates, specific Network Folders, etc.
In your personal drive on the network, create a folder you want to put your group of shortcuts in

Wy 1empiates

Drag this folder to the Favorites | e8s

J-G&S

Projects

Add shortcuts to the folder by RIGHT clicking and dragging to the folder, then choose ——— .5
“Create shortcuts here” & onedrie

Temp

@ 11133

Copy here 31

Move here <
31
0.
Cancel 0.

Create shortcuts here

When you click on a folder in your Favorites, the location or file path of that folder is shown at the top

—

4@ .vl L Ccrrputer » cantisdel$ (WPURCHASES) (H:) » QRFs >
s

Organize « Bur Mew folder
4.7 Favorites - Hame
Bl Desktop . Mew Janitorial Performance Specs
=] Recent Place @) 118056 31000732 FAR ADMIN
, Gand 5FY 1§-17 @) 118126-116521 31000530 CBWTP
. My Contrac @) 118164-113208 31000261 GALT TEMPORARY PERSOMMEL
, QRFs @ 118167-113093 31000291 DOWNTOWN PARKS
J Furniture @ 118186-113207 31000267 DEPAUL TEMPORARY PERSOMMEL
J Citywide Price Agreements @ 118273-113073 21000244 CITY HALL & 1900 BLDG
. My Templates = @) 118274-114411 31000330 CUSTODIAL VARIOUS
| K-G&S @) 118287-114605 31000363 PARKS
) J-GRS @) 118301-1133564 31000274 INMER. NE
) Projects @) 118306-115160 31000394 911 CENTER
& Downloads @) 118307-116885 31000584 JUSTICE CENTER
& OneDrive @) 118320-115800 31000444 BULL RUMN SITES
, Temp @) 118331-113072 31000251 SECURED FACILITIES
J Ernail Templates @ 118351-115573 31000434 CUSTODIAL VARIOUS
@ 119083-112992 31000239 PORTLAND BUILDING
4 Libraries @) 119328-114347 31000333 LANDSCAPE SERVICES - GUILD'S LAKE & F
> [Z] Documents @) 119353-114346 31000331 LANDSCAPE SERVICES - JOHMSOM CREEK
! Music @) 119504-116334 31000521 JEROME SEARS LANDSCAPE
» (=] Pictures "L Fair Wage Adjustment FY 16-17

- B Videos M= Janitorial QRF Vendor List
" PORTLAMD HABILITATIOM CENTER INC insurance exp 10-15-16

The contents of the folder are shown in the window on the right
This folder contains shortcuts Ed to these files that are in all different locations on the network.

1. ﬂl- E:.

It also contains folders “** and documents
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EMAIL TEMPLATES

One time:

1. Open Windows Explorer ““ and navigate to a
place on the network that you want to keep
your Email templates

2. Create a new folder and name it Email
Templates

3. Drag the Email Templates folder to your
Favorites to create a shortcut

To create the email template:
1. Open anew email

2.  Write your email and check it thoroughly since
you’ll be sending it over and over

3. Delete your signature line - it will be added
when you use the template

4. Attach any files referenced in the email

Add Subject Line and email addresses if it will go
to the same person(s)

Go to File/Save As

Change the Save as Type to Outlook Template
(.oft file)

File name: Untitled

Save as type: lOutIook Message Formap/ Unicode

Text Onl

OQutlook Template

Outlook Message Format

Outlook Message Format - Unicode

HTML
MHT files
8. Click on your Email Templates shortcut in
Favorites

= Hide Folders

9. Give it a File Name and Save

To use an email template:
1. Open Windows Explorer

2. Click on your Email Templates shortcut in
Favorites

3. Double click on the name of the email you want
to send

4. Make any changes necessary and hit send!

Possible Email Templates

@U'| , v Computer » cantisdels (OAPURCHASES) (H:) » Ernail Tem

Organize -

> ﬂa Microsoft Outlock

4.7 Favorites
Bl Desktop
=l Recent Places
J Gand5FY16-17

Mew folder

Mame

1 BuySpeed - How to Enter Equal Benefit:
== Draft Council Documents

=1 Executed - Contract or PA

= Executed - PO - Fleet

1 Executed - PO to Contractor

. My Contracts = Executed - PO to PM

| QRFs = Insurance Reduction-Waiver Request

, Furniture =1 PM - Purchase Requisition - Asset

. Citywide Price Agreemer - RFP - After Kickoff Meeting 1

, My Templates =1 RFP - After Kickoff Meeting 2

| K-G&S =1 RFP - Evaluation Committee Kickoff Me

) J-G&S 1 RFP - Evaluation Kickoff Meeting Email
Projects =1 RFP - Expectations

4. Downloads
& Onelrive
, Temp

. Email Templates

4 o Libraries
; 3 Documents
> J’- Music
» [&=| Pictures

> E Videos

4 1M Computer
& Local Disk (C)

» L cantisdels (WPURCHASE
» 8 dbased (\\purchases) (I)
» 8 formsS (\\purchases) (1)
» 8 chares M purchases) (K
» 8 procurs (Vpurchases) (L:
» 8 Procurement-Legal Advic
» 8 Procurement-AuditorsCi
» 8 procurarchived (Wpurchi
» ® uasiinfod (homf) (X:)

» @ procurarchives (W purche

| RFP - PM Reference Check Questicns
| RFP - Reference Request

=1 RFP - Rejected Proposal

1 Signature - Amendment

- Signature - Contract

- Solicitation - Any Protests

== Selicitation - Formal ITE Invite

= Solicitation - Informal ITB Invite

= Solicitation - Informal MOLto All Bidder
= Selicitation - Informal NOI te Winning |
- Solicitation - NOI to All Bidders

= Solicitation - MOl to Winning Bidder
-1 Solicitation - PM - ITB Bid Results

= Solicitation - PM Addendum Motice
1 Solicitation - PM re Bid Posted

- Solicitation - Register in BuySpeed

= Solicitation - Reminder of Bids Due

- Solicitation - Response to Questions
== Transmittal Form

-1 Vendor - City of Portland PO Terms ant
= Vendor - Doing Business with the City
= Vendor - Insurance Requirements

= Vendor - Updating Yendor Information
= Year End for Requisitions
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