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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 Strategic Sourcing Buyer who is responsible for the event may not have all of the information that is
critical to the event. In those circumstances, the Strategic Sourcing 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 Strategic Sourcing 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.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the process within this Job Aid. This “Notify” functionality is not currently turned on to
send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.
12/6/2021 Baseline.
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Event Collaboration

Invite Event Collaborators (Strategic Sourcing Buyer)

The Strategic Sourcing 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 any other users, unless they are selected as
Collaborators.

A routing sequence is established when inviting more than one Collaborator. This sequence may be
modified to ensure the Event is reviewed by the Collaborators in a specific order.

In the instructions below, Steps 1-7 outline how to look up an Event with the status of “Open” to invite
Collaborators to work on it. If adding Collaborators while initially creating the Event, proceed to Step 8.

Step | Action
1. Navigate to the Create Events page by clicking the Procurement WorkCenter tile.
Procurement WorkCenter
)
=g
For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.
2.

Use the following navigation in the WorkCenter: Links > Sourcing > Create Event Details

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Create Events

o

~ My Work Create Events

> My Approvals

~ Links

Contract Alerts

Requisitions ~ “Business Unit |m‘ “EventID ‘m‘

Event Round 1 Event Version 1

*Event Format | Buy v‘ “Event Type ‘ RFx v‘

Event Workbench

Proxy Bidding (Auctions Only) | Disabled
Analyze Events

Award Events
Add
Event Document Status

Procurement Contracts

Purchase Order
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Step | Action

@

NavBar > Menu > Sourcing > Create Events > Create Event Details

Users can also access the Create Events page using the following navigation path:

The Create Events Add a New Value page displays.

Create Events

Add a New Value

Q,Find an Existing Value

*Business Unit |M‘ “EventID |w‘

Event Round 1 Event Version 1

*Event Format |Buy v‘ *Event Type | RFx v|

Proxy Bidding (Auctions Only) | Disabled +

3. Click the Find an Existing Value button.

‘ Q. Find an Existing Value l

The Create Events Find an Existing Value page displays.

Create Events

Find an Existing Value

~ 3earch Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

(®Add a New Value

) Recent Searches | Choose fram recent searches V‘ / [] Saved Searches | Choose from saved searches V‘ f
"Business Unit |z| lkiom[) Ql Event ID | begins with v| | |
Event Round | = v| ‘ | Event Version | = v| | |
Event Format | = v| ‘ v| Event Type | = v| | v|

Event Name | begins with v| ‘ | Event Status |

= vl

- Show fewer options

[ Case Sensitive
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Step | Action

4. The Business Unit field will default. Do not change this value.

*Business Unit |:—v| HSMUD Q ||

5. Enter search criteria, such as Event ID, for the event.

EventID | begins with v|||:]00[}15 ||‘

0. Click the Search button.

.

Search results display in the Search Results section.

v 8Search Results
Only the first 300 results can be displayed. - Business Unit "50100" Event ID "000016"
1-1000f300 ~| > > | ViewAll
Business Event Event Event Event
Unit Event ID Round Version Format Type Event Name Event Status
50100 0000160479 1 1| Buy RFx UIFB Steel Pipe Liner 2 Open >
Pipe Liner Expansion
50100 0000160478 1 1| Buy RFx Project Open >
50100 0000160477 1 1| Buy RFx Job Aid Testing Posted >
50100 0000160476 1 1| Buy RFx UIFB Steel Pipe Liner Posted >
7. Click the applicable Event. The Event Status must be “Open”.
Event Event Event Event
Event ID Round Version Format Type Event Name Event Status
0000160479 1 1| Buy RFx UIFB Steel Pipe Liner 2 Open >
Pipe Liner Expansion
0000160478 1 1| Buy RFx Project Open >
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Step | Action

The Modify an Event Event Summary page displays.

Modify an Event
Event Summary

Buginece Unlt 50100 EventiD QOOO1E04TD Reund 14 version 1 Event Format Buy

)

Event Type RFx

Event 2iatuc Cpan Tima Zone EDT

. " IFB Unscaled b ] oao72026
tollcitation Type | Pravlew Dats 2] Tims
Bld Catzgory Code | Suppies - Non-Tachnoiogy W ‘ sartDate |oanazozs [ Time

i

*Event Name |L.'_'=B Staal Pipe Liner 2 End Date |02/142026 {'_‘] Time |13.00
:: _- chr me | v I
*Decoription |[UFB1G03IED St Pips Limer - Shipman Ares DL
Pastqana eVA Intarfased  NSEV eVA Ditm

& proview ey-

YOU My NEE £3v8 your vt Lntl 2l reguined Mdics ara Shad

Requira? Telds resion on PaDes markcd with o sl 7)) —

Step 1: Define Event Basics

o, genaral sctfings and opional ruos %or s everl,

Erter bagic infor

Step 2: Configure Line Items

Creala ina stings for this averl

Lina Hams nam Line Dafauiis

Step 3: Select Bidders to Invite

o ol amatnd nILanans 10 this overl, Sesonatn It 28 & puliie event. or Bol

Step 4: Invite Collaborators

Infia Smars 10 colataraid on T Nl You My Mol BoGt your Sval whilis Caliboralas 70 favidwng R
Evanl Collboralors

Step 5: Post Event

Whan &l aent oaclion aethikes 2 oomplaln, dick Pocl Evant 1 ki your awint for sohoaduiod astiamal vidwing and Fgoar oy Bacer invialions you may have dafinad

I Save As Tomglate I

| Sava Evart I

| oat I I Preview POF I

Related Links:

0 Last Updated By OROG2026 1318 EDT

I Ratum to Seareh || Refrash I UpcalaDisglay
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Step | Action

8. Click the Event Collaborators link under the Step 4: Invite Collaborators section.

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

| BEvent Collaborators I

The Modify an Event Event Collaboration Details page displays.

Modify an Event
Event Collaboration Details

* Review By Notifications

® Never C One day before

O One week before O Weekly before deadline O Daily starting one week before.

[ Review Sections (0

Seq Nbr_ Section Name
C ]

—— T
Q

C .

[5)(] =

Seq Nbr ‘Useﬂd ‘Name lReview By Date ‘Tlme [&E"l;'::':t:" Al RF;R“”""'E"I

Reviewed

Delegate User ID I Name

[ E—Y

|
| e | o ] @

(I Y

Save As Group

Find Callaborators

Add Section
- s

9. In the Collaboration Due Date and Time fields, enter a deadline date and time for all
collaboration to end. The Collaboration Due Date and Time must be prior to the Event’s

Preview Date and Time.

Collaboration Due Date | 08/06/2026 ||

Time \1?:00 \ ‘

10. | In the Collaborators section, enter the User ID of the user to collaborate on the Event. Click the
Userld Lookup button to find a user or click the Find Collaborators link to look up a previously

set up Collaborator Group.

Cﬁbor_ators ®
RS

Seq Nbr Userld Mame

V_PR_TESTUSER_2

| 1) ||v_PR_TESTUSER 2 Q

I Find Caollaborators I Save As Group
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Step

Action

@

Click the Add a new row (+) icon at the end of the row to add another Collaborator. Use the

Delete row () icon to remove a Collaborator.

(-]

@

The routing sequence number is automatically populated in the Seq Nbr field as Collaborators
are added. The sequence may be modified to ensure the event is reviewed by the Collaborators

in the desired order.

Seq Nbr

[ 1]

11.

Click the Save As Group link to save the selected Collaborators as a group for future use.

Collaborators ®

EJ|EY

Seq Nbr Userld Name

| 1| |V_PR_TESTUSER 2 Q.| |V_PR_TESTUSER 2
| 2| ||V_PA_TESTUSER_1 Q | |V_PA_TESTUSER f
Find Collaborators Save As Group

The Save As Group page displays in a pop-up window.

Save As Group

Name & Description &

Help

Name l

Description |

e

Rev 9/1/2026

Page 8 of 48




/@)Cardinal Procurement Job Aid
V4 PR345 Strategic Sourcing Collaboration (VDOT Only)

Step | Action

12. | Enter a group name in the Name field.

Name ‘TEST REVIEWERS |

13. | Enter a brief description of the group in the Description field.

Description |Cluall't1.f assurance for sourcing ‘

14. Click the OK button.

’ OK ‘ Cancel ‘ ‘ Refresh ‘

The Collaborators section redisplays with the new group name.

Collaborators ®

5[]

Seq Nbr Userld Name Review By Date Time
| 1| ||V_PR_TESTUSER 2 Q |  V_PR_TESTUSER_2 | =]

| 2| ||V_PA_TESTUSER 1 Q | |V_PA TESTUSER f | =]

Find Collaborators Save As Group TEST REVIEWERS

15. Once all the collaborators have been entered, click the OK button.

Ok ‘ Cancel H Refresh
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Step | Action

The Modify an Event Event Summary page redisplays.

Step 2: Configure Line ltems
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

Step 5: Post Event

‘When 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

l Save Event ] l Save As Template ]

[ Route ] [ Preview PDF ]
Related Links:

Document Status Inquiry View All Attachments for Event

Plan Task Asscciations
[i] Last Updated By: SPROUSE PAMELAM  08/06/2026 13:18 EDT

I Return to Search H Refresh l Add Update/Display

16. Click the Save Event button.

‘ Save Event ‘l

17. Click the Route button to send the event to the first collaborator.
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Step | Action

0 An email notification is sent to each Collaborator.

Collaboration Notice

You have been appointed by to collaborate on event 50100-0000160479 Round 1 Version 1. The due date for your collaboration is
08/06/26 17:00. Click on the URL below to checkout the Sourcing event and enter your collaboration input.

Event ID: 50100-0000160479 Round 1 Version 1
Name: UIFB Steel Pipe Liner 2

[Event URL
Collaborate on this event. | ‘

An item is added to each Collaborator's Event Workbench.

EventlD  Name Format____ Type Unit Status |
- 0000160479 UIFB Steel Pipe Li... Buy RFx 50100 Collaborating Event Bl Gh, s

The Event Status changes to “Collaborating Event”.

Modify an Event
Event Summary

Business Unit 50100 EventID 0000160479 Round 1

Event Type RFx
Event Status | Collaborating Event

| IFB Unsealed v|

*Solicitation Type

Bid Category Code | Supplies - Non-Technology V|

The Collaboration Status is set to “Available”.

i ) Collaboration Status]Available
Last Updated By: SPROUSE PAMELA M

‘ Return to Search H Refresh ‘

0 The Event Creator will receive a message when all collaboration is complete.
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The system sends an email notification to each invited Collaborator. The first Collaborator receives a
notification immediately; the rest of the Collaborators receive a notification once the current
Collaborator completes and submits 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.

As an Event Collaborator, access the Event using one of the following options:

¢ Click the Collaborate on this event link in the email notification
e Click the Event ID link in the Event Workbench.

Step | Action

S
ko

Procurement WorkCenter

oo

1. Navigate to the Event Workbench page by clicking the Procurement WorkCenter tile.

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

2. Use the following navigation in the WorkCenter: Links > Sourcing > Event Workbench

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Event Workbench

~ My Wark

> My Approvals

~ Links
Contract Alerts.
Requisitions
Sourcing

Creatz Event Details

oE

<

<

Event Workbench

Analyze Events
Award Events
Evem Decumant Status

Procurement Contracts

Purchase Order

Event Workbench
w Search Criteria
Business Unit ljl
ey I From StareDate To StarsDate sorewin [
cowedty [ 4] fromEndOms Toewbwe [ [ Smows [ o
Event Format E Catagory [ | O Only show Events | ereated
B Only show Active Events
Item ID
| | O Use my search defaults
Event Status v Descripti
l l
Associated With Ij
Plan Pian Name [ Q] Detautt Search Preferences
> Legend
Search Results Qll f-1o0f1~ I View All
_ EventlD_ name Format  Type Unit Statu: — s
¥ 0OD01BDATI  )FB Steel Pipe Li.. Buy RFx sqpp  Selaneraling Event =i iin &
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Action

Users can also access the Event Workbench page using the following navigation path:

NavBar > Menu > Sourcing > Maintain Events > Event Workbench

The Event Workbench page displays.

» 0000160479 |)IFB Steel Pipe Li..

Buy RFx 50100

Event Workbench
~ Search Criteria
Business Unit ‘ Q ‘
EventID ‘ From Start Date ‘ ‘ To Start Date | | Sort With ‘—v‘
Created By ‘ Q From End Date ‘ ‘ To End Date | | Sort Order ‘ v‘
Event Format ‘ v| Category ‘ | O ©Only show Events | created
— Only show Active Events
Event Type ‘ v| ltem ID ‘ |
[JUse my search defaults
—— 5 e ' [ ret ]
eard esel
Associated With
Plan ‘7Q| Plan Name ‘ Q | Default Search Preferences
> Legend
Search Results | Q ‘ I 1-10f1 v | ViewAll
__ EventlD  Name Format___ Type Unit___ Status -
Collaborating Event BE R e O

3. Click the Available for checkout icon.

BE LA

i [] |

Rev 9/1/2026
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Step | Action

The Modify an Event Event Summary page displays.

Modify an Event

Ewvent Summary
Bucinacc Unit 50100 EvenilD ODDO1ED4TS Found 1 Werclom 1 Evant Format Buy
o
EvaniTypes FFx
Eveni Etatus  Colabaraing Ewent Time Zona EDT
24 Gategary Goda  Supphes - Man-Technalogy Hart Dats Tima
*Evant Hama |UIFE Skead Pig Linar 2 End Deta | 0BMA0ZE Tima
= Copy From b {c*
spaserpbion [UIFE160333 Seel Fipe Liner - Shinman Area
Headouarters =vA Inferfaced  MEEV =VA Ditm
L Praview Sy:

Ao inad fields neside on agies marked with an aslorisk {*) - you raol Sarsa your exent untd all required Toids ane fled
Step 1: Define Event Basics
Erler basicimomalion, generl setings and oplional rules for this event

* Evanl Saltings and Oplion
Evant Commenls and
Evant Header Bid Fachors

Step 2: Configure Line ltems
Crasah i [T ngs For this owvent

" Line e

Step 3: Select Bidders to Invite

Sand cut Lageked invitalions bothis

" Bidder Indlalians

Step 4: Invite Collaborators
ma olhers bocal

Evint Collabarators

Step 5: Post Event

‘e all event creatan aclviles ane compicle. oick Fost Ev

himerds

e, dosignale | as a pubiic vl of baoth,

horaln on this evont You may nel post your et while collabombons an ievesing ik

Paymint Terms and Coinilal
Ewvinl Conslrainks

Evanl Reminder Nalilicatian

Ibeim Line Duds

YWiew Colleboration

[

el S e pase your event Tor scheduled demal viawing =nd Irigger any Didder imdlafions you may hay

Sava Evan

Save As Tal

plale

o ]

Frandaw FOF

Related Links:

Documenl Slalus Inquiny

Collebarabion Slatus: Checkaed Cud

Wi Al Adtachments Tor Event
Plan Task Assodialians

o Chacked Oul By V_FR_TESTUSER_2
Chacked Oul O DRAOBR0ZE 0451 PWM EDT
Las! Updated By
Riturn io Search | | Relrash |
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Step

Action

4.

such as when and by whom.

Note that the Collaboration Status is “Checked Out” along with details about the checkout,

Collaboration Status:

Document Status Inguiry

Checked Out

o Checked QOut By: vV
Last Updated By:

R_TESTUSE

Return to Search ‘ | Refresh

2

Checked Out On: 08/06/2026 04-51 PM EDT

1: Define Event Basics.

To make edits or add comments, click the Event Comments and Attachments link under Step

Step 1: Define Event Basics

* Event Settings and Options

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

| Event Comments and Attachments |

Event Header Bid Factors

The Modify an Event Event Comments and Attachments page displays.

Modify an Event
Event Comments and Attachments

EventID 0000160479

Enter Comments @

Comments:

1of1 I ViewAll

[+] -]

&

[J Send To Bidder Oinclude On Award

I Add Attachment ]

]

Standard Comments

Rev 9/1/2026
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Comments:

Enter comments in the Comments field.

The event is well prepared and is approved to proceed with an advertisement - TST.

7. Click the OK button.

‘ Cancel H Refresh

Modify an Event

The Modify an Event Event Summary page displays.

Event Summary

Business Unit 50100

EventlD (0000160479

Round 1 Wersion 1 Event Format  Buy
Event Type RFx
Event Status Collaborating Event Time Zone EDT
Solicitation Type  IFB Unsealed Preview Date | 09/07/2026
Bid Category Code Supplies - Non-Technology Start Date |08/13/2026
*Event Name |UIFE Steel Pipe Liner 2 End Date |08/1472026
= C F ~
“Description | UIFB160383 Steel Pipe Liner - Shipman Area e Opy From €D
Headquarters eVA Interfaced  NSEV &VA Dttm
£ Preview By:
Reguirad 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
Event Comments and Attachments
Event Header Bid Factors

Step 2: Configure Line Items

Creatz line listings for this event.

* Line Items

Fayment Terms and Contact Info
Event Constraints

Event Reminder Motification

Item Line Defaults

Rev 9/1/2026
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Step | Action

8. To modify event lines, click the Line Items link under Step 2: Configure Line Items.

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

* Line ltems

The Modify an Event Line Items page displays.

Modify an Event
Line ltems

Business Unit 50100 EventlD Q000160479 Round 1 Version 1 Event Format Buy Event Type RFx
Your event may consist of itlems from your item calalog and, optionally, ad-hoc itlems. You can creale the event lines manually, or by copying lines from an existing event or femplate, or other allowed transaction types.

Copy From v Go Filtered View | All Lines and Groups -
Ling Items &
.\EI 110f1 v | view a1
Basic Definition Advanced Definition
| = | | . —
Line | Item 1D Description ‘ Category | *UOM *Qty Start Price Ext. Amount Weighting
o 1 ||65530120:Ju Q | | PIPE, STEEL PIPE, STEEL ‘ [ ‘ 6583012 ||I.F Q ‘ |‘ su| |‘ 12?5_uucu| | s?s,suo.oo| \:” | E’
Event Total: 76500.0000 USD Line Weighting Total: 0% Remaining Weight: 100%

Group Selected Lines Vl OK

<Retum fo Event Overview GoTo ~| o

l Save Event Changes ]

9. Update the Qty field (i.e., line quantity) for each line if needed.

*Qt}'

| 100 ||

10. | After completing any line edits, click the Save Event Changes button.

‘l‘ Save Event Changes
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Step | Action

11. Click the Return to Event Overview link.

< Return to BEvent Overview

‘ Save Event Changes ‘

‘ Return to Search H Refresh ‘

The Modify an Event Event Summary page displays.

Modify an Event
Event Summary

Business Unit 50100 EventID 0000160479 Round 1 Version 1 Event Format Buy
@
Event Type RFx
Event Status  Collaborating Event Time Zone EDT
Solicitation Type  IFB Unsealed PreviewDate |08/07/2026 [H]| Time | 10:00a1|
Bid Category Code Supplies - Non-Technology Start Date |08f1 3/2028 | Time | 1 OOPM|
“Event Name |UIFB Steel Pipe Liner 2 \ End Date |08/14/2026 [H]| Time | 1:00PM|
1 B Copy From b Go

*Description | UIFB160383 Steel Pipe Liner - Shipman Area
Headquarters eVAlnterfaced NSEV &VA Dttm

£ Preview By: _By Line |

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 Attachmentis Event Constraints

Event Header Bid Factors
Event Reminder Notification

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

 Line ltems liem | ine Defanlts

12. | 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.

| Save Event ‘

| Route ‘
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Step | Action

A routing confirmation message displays.

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

If you have not finished reviewing the event, select "No", othenwise select "Yes".

‘ Yes ‘ | No |

13. To check in the event and send it to the next Collaborator, click the Yes button.

Yes Mo

The Modify an Event Event Summary page displays.

Step 2: Configure Line ltems
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 collaberate on this event. You may not post your event while collaborators are reviewing it

Event Collaborators View Collaboration

Step 5: Post Event

When 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 Attachments for Event

Plan Task Associations
o Callaboration Status: Available
Last Updated By: ¥V_PR_TESTUSER 2

Return to Search H Refresh I
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Step | Action

The event’s Collaboration Status updates to “Available”.

o Collaboration Status: Available
Last Updated By. V PR _TESTUSER 2

Return to Search H Refresh ‘

14. | Click the View Collaboration link under Step 4: Invite Collaborators to see any collaboration
changes and comments.

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

The Review Event Collaboration page displays.

Review Event Collaboration

Business Unit 50100 EventID 0000160479 Round 1 Version 1
EventName UIFB Steel Pipe Liner 2 Format  Buy Type RFx
Event Header Event Lines Bid Factors
Invited Bidders Constraints Comments and Attachments
Filter By w

Event Parameters

E\ 1-10f

Collaboration Input Comments 1153

Action Value

T
Field Name i DatefTime

‘ 2

Event Summary
@ m 1-20f2 v
Collaboration Input Comments [11:3
Field . Name Date/Time Action Value
AUC_COLLAB_DUEDT .Orig'lrtal 08/06/2026 5:05:11PM Update 2026-08-06 17:0
AUC_COLLAB_DUEDT 08/06/2026 5:05.11PM Update 2026-08-06 17:45

< Return to Event Overview

Return ta Search ” Refresh ]
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Step | Action

15. | Click the Event Lines link to view the original amount and any changes to the quantity by
Collaborators.

Event Name UIFB Steel Pipe Liner 2

Event Header
Invited Bidders Constraints
Filter By v

The Line Summary section displays.

Line Summary

@ 1-20f2 v | View All
Collaboration Input Comments >

_Field I Name Date/Time Action Value

Qty Original ‘ 08/06/2026 4:59:11PM ‘Update ‘Eﬂ

Qty ‘V_PR_TESTUSER_Z ‘ 08/06/2026 4:59:11PM ‘ Update ‘ 100

16. | Click the Comments and Attachments link to view any comments by Collaborators.

Round 1 Version 1
Format Buy Type RFx
Bid Factars

Comments and Attachments

The Event Comments and Attachments section displays.

Event Comments and Attachments

@ 1-10f1 v | View All

Collaboration Input Comments [[}>3

Field Name

Date/Time ‘ Action

Value ‘

08/06/2026
4:59:11PM

and is approved to
proceed with an
advertisement - TST.

Comments V_PR_TESTUSER_2 Add [

The event is well prepared ‘

17. | Once all Collaborators have completed their review, an email notification is sent to the Strategic
Sourcing Buyer (i.e., event creator) indicating that collaboration has been completed by all
Collaborators.
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Review Event Collaboration (Strategic Sourcing Buyer)

To review collaboration on an event, the Strategic Sourcing Buyer can click the Review the completed
collaboration link in the email notification or click the Event link in the Event Workbench.

Step

Action

1.

Navigate to the Event Workbench page by clicking the Procurement WorkCenter tile.

Procurement WorkCenter

)
=ofh

(==

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

Use the following navigation in the WorkCenter: Links > Sourcing > Event Workbench

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Event Workbench
(o) 1]
Event Workbench
[~ My Work
~ Search Criteria
» My Approvals Business Unit Q
v Links EventID From Start Date To Start Date Sart With [—V]
Contract Alerts . CosedBy [ A FromEndDaw To End Date sonodder [+
Requisitions - Event Format v Category [ O Only show Events | created
Ed Only shew Active Events
Sourcing v EventType tem 0 |
O Use my search defaults
Create Evant Datails Ewvent Status Description |
Event Workbench Associated With I:I §
Plan Plan Nams 2] Detautt Search Prefarences
Analyze Events > Legend
Search Reslts EI I > I View 100
Awvard Events
Event Documeanl Stalus
_ EventlD_ pame _Format—Type- ~Unit - Status- = =
Procurement Contracts - ¥ 0000157255 157299 Culpeper, L., Buy RFx sg10p 9" -] w T
» ODD0IST23E REp Culpeper, Lyne.. Buy RFx sg1pp  OFen (=] ;]
A o v ¥ QU00160478  ping Liner Expansi... Buy RFx 50100 OPe ° w ~
Receipts b DOD0MBOATS g Steal Pipa Li.. Buy RFx £pqpp  Colsvoratng Event 0 M@ & B
< > ODODIBO47T  yob Ajd Testing Buy RFx 501gp  "eVi0ReRa Rz T o u o %
Items . b 0000160474 gieel Pipe Test Ev... Buy RFx satm0 P °c =
T ¥ 000160475 |IFR Steel Pipe L. Buy RFx 50100 OPem -] &
ikt v b OD0D1G0476 ) Steet Pipe Li... Buy RFx so1pp e Cewieind e ®ma 0 )
b O0000IGNZET  £ius Few s 92 o, s coson  Open ] Bl

@

Users can also access the Event Workbench page using the following navigation path:

NavBar > Menu > Sourcing > Maintain Events > Event Workbench
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Step | Action

The Event Workbench page displays.

Event Workbench

v Search Criteria

Business Unit E
Created By | Q| From End Date To End Date Sort Order
Event Format S Category | O Only show Events | created

Event Status | “

II

Only show Active Events

‘ O Use my search defaults

Associated With E
Plan Plan Name | Q | Default Search Preferences

> Legend

Search Results @ | 1.25 of 2840 v | View 100

Description |

| EventlD  Name _Format—_Type _Unit _Status
0000157299 157299 Culpeper, L - Buy RFx 50100 Open o = %
0000157298 REp Culpeper, Lync..  Buy RFx 50100 Open @ =

» 0000160478  pipe Liner Expansi.. Buy RFx 50100  OPen o &
0000160479 \FB Steel Pipe Li... Buy RFx 501pg  Collaborating Event o B A i B

b 0000160477 jop Aid Testing Buy RFx foqpp  Y8/10/2026 09:32 EDT Q ] [} &
0000160474 giee| Pipe Test Ev.. Buy RFx 5sp10p  OFen © =

3. Click the Event ID link for the applicable Event.

EventlD  Name Format__ Type Unit Status
0000157259 157299 Culpeper, L... Buy RFx 50100  OPen
0000157238 RFP Culpeper, Lync... Buy RFx 50100  Open
0000160478  pipe Liner Expansi... Buy RFx 50100 ©ren
0000160479 UIFB Steel Pipe Li... Buy RFx 50100 Collaborating Event
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Step | Action

The Modify an Event Event Summary page displays.

Maodify an Event
Event Summary

Bucinacc Unit 50100 EvenilD OODD1ED4TS Roumd 1 Werclom 1 Ewvant Format  Buy

Ewvani Typa FFx

Eveni Btatus  Colabarating Evant Tima Zons
dolicitaiion Type  IFE Unsealed Pravisw Dais Tima
Eid Cafsgary Code  Supplies - Man-Tochnolagy Htart Daie Timna
*Evant Mama | UIFE Steal Pipe Limer 2 End Dais Time
EE Capy From b (%]

“Daseription | UIFS150383 Stenl Fipe Liner - Shigman Aea
Headouanars wyi Inberfaned  NSEY W& DHm
A

Frevisw Ey:
Reguinad fialds nesitde on pagis marked wlth &n astorsk {7 — you may nol s your event untd all regquired Telds ans Mied

Step 1: Define Event Basics

Erler basic i momalion, genenl setings and oplonad rukes for this cvent

" Evanl Saltings and Opliors Payment Terms and Conlact ko
Evant Commenls and Amachments Ewvenl Corslraints
Evant Hazder Bid Fachors

Evenl Reminder Molificatian

Step 2: Configure Line [tems
ok lina lingss For this cyvant

" Lin [ Ibaim Line Dedauks

Step 3: Select Bidders to Invite

Send ot Lgeked invitalons bo this o, designale | as o pubie ewenl, of bath.
" Biddeer wilalions

Step 4: Invite Collaborators

et olhers bocal lkhorzln on this event. You may nol post wour el while colabomton am redesngil.

Evant Collabaratars Wiew Collebaration

Step 3: Post Event
Wihion all event creaBon aclviles e complole, ciick Post Evinl o relsase your event Tor schadulnd aemal viewing and Ingger &y bicder imd Lafans you mary han Sl ned

| Sava Ewanl | Save As Tamplaie
| Post | Fraviaw FOF
Related Links:
Docomaenl Slalus Inguing Wiew All Attachments for Event
Plan Task Assacialions
0 Collabaration Slabs: Avaiiabla

Last Updated By: W_Fn_TESTUSER 1

Ul pd o b8 5 pllary

Raturn io Search || Ralresh |
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Step | Action

4.

Click the View Collaboration link under Step 4: Invite Collaborators to see any collaboration
changes and comments.

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
The Review Event Collaboration page displays.
Review Event Collaberation
Business Unit 50100 EventID 0000160479 Round 1 Version 1
Event Name  UIFB Steel Pipe Liner 2 Format Buy Type RFx
Event Header Event Lines Eid Factors
Invited Bidders GConsiraints Comments and Attachments
Filter By hd
Event Parameters
Collaboration Input Comments (>3
Field Name Date/Time Action Value Update *Update Action
= O

Event Summary

oQ

Collaboration Input Comments (>3
Field Name DateTime Action Value Update *Update Action
AUC_COLLAB_DUEDT Qriginal 08/06/2026 17:05:11 Update 2026-08-06 17:0 (] Accept
AUC_COLLAE_DUEDT 0810612026 17:05:11 Update 20260806 17:45 m]
’ Update Event ]
< Relurn fo Event Overview
Retumn to Search ] Refresh I Add Update/Display

Click the Event Lines link to view the line edits entered by each Collaborator.

Business Unit 50100 EventID 0000160479

Event Name UIFB Steel Pipe Liner 2

Event Header

Invited Bidders Constraints
Filter By v]
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Step | Action

The Event Lines section displays on the page.

Event Line

Line Nbr 1

Line Summary

LIEY

Collaboration Input
Field
Qty
Qty

Qty

Line Details

=)l

Collaboration Input

Field

Item ID 6583012000

Comments. [

Name

Original

V_PR_TESTUSER_2

V_PA_TESTUSER_1

Comments 1>

Name

Description  PIPE, STEEL PIPE, STEEL

DatefTime
08/06/2026
16:59:11

08/06/2026
16:59:11

08/06/2026
17:31:06

DatelTime

Action Value
Update 60
Update 100
Update 75
Action Value

Update

[m]

(]

O

Update

=]

Tof1 v

*Update Action

Accept

*Update Action

I View Al

| View Al

| View All

Use the Event Line navigation controls to scroll through the lines if there are multiple lines in
the Event.
Event Line m | 1o0f1 v | View All
6. Select the Update checkbox option in the Line Summary section.
Line Summary
@ f3 v | View All
Collaboration Input Comments >
Field Name Date/Time Action Value Update *Update Action
Qty Original sg[ggegzs Update 60 Accept
aty V_PR_TESTUSER 2 Sgggﬁ?zs Update 100
aty V_PA_TESTUSER 1 sgfg?ggzs Update 75
7. Click the Update Action dropdown button and select “Accept” or “Reject” in the Line Summary
section.
Value Update *Update Action
60 Accept
100 Accept  w
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Step | Action
8. Select the Update checkbox option in the Line Details section.
Line Details
@ 1-1of 1w | ViewAl
Collaboration Input Comments >
Field Name DatelTime Action Value Update *Update Action
| | | | | |
9. Click the Comments tab.
Collaboration Input Comments e

The Comments tab displays.

Line Details

=[]

Collaboration Input Comments Ik

Comments

L
&

10. | Enter comments in the Comments field as applicable.

Comments

Hhccepted the quantity adjustment to 100. ﬂ@

11. | Repeat Steps 6-10 for each Event Line.

12. Once all collaboration has been either accepted or rejected, and comments added, click the
Update Event button.

|‘ Update Event ‘l
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Step | Action

The Modify an Event Event Summary page displays.

Maodify an Event

Ewent Summary
Bucinacc Unit 50100 EvenilD OODOD1G04TS Found 1 werslon 1 Event Format  Buy
[
EwaniTypa FFx
Eveni Elfus  Colabarzting Ewant Tima Zons  EOT

sollcltation Type  IF2 Unsealod Bravisw Dais
Eid Catsgory Coda  Supplies - Man-Technalagy

*Evant Hama | UIFE Staad Pioe Lirer 2

End Daie
- - - EE Copy From W (ch]
*Dacorpbion |UIFB1E0383 Steel Fipe Liner - Shinman Area
Headouarters a\a Interimoed  HSEW v DHm
Pl Frevisw Ey:
Rrouined fields neside on pogies marked with an astorisk §*) = you may nol Savs yourr event untl all reguired Tolds ane flied

Step 1: Define Event Basics

Erlie basic imormalion, gernerl sefimgs and oplonad rukes

5 o Thiis et

* Evanl Saltings and Oplions
Za and ARachmants
vant Header Bid Faclors

Intn

Step Z: Configure Line [tems
Crosha lini [SEngs Tor this cvent.

" Line Ikeirs

Step 3: Select Bidders fo Invite

Sand cut gk i a b

A |

Step 4: Invite Collaborators

et clhers bocallzhoraln on this evenk You may nol post your el while collabomtons 2 reviesingil.

Evant Collabarators YWiew Colleooration
Step 5: Post Event
Wi all cvent reafon achvlos oo compicle. chck Post Bvorl o ndfinasa vour cyen? Tor schoduled maemal viesing and trigger amy becddor imdnfons you mary Fave cofinad
| Sava Evanl | Sava Az Tam
| Post | Praviaw FOF

Related Links:

Dacument Stalus Inquiry

o Celananalian Update process has campleled.
Tre @went hias been updaled accanding bo the chosen calaboralion inpul. Please review event to ensure updabes are acceptable.

| Riturn 1o Search || Refresh |

The Event is saved and the status changes to “Collaboration Update process has completed”.

e Caollaboration Update process has completed.
osen collaboration input. Please review event to ensure updates are acceptable.

l Return to Search H Refresh l
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Step | Action

13. Click the Save Event button.

l Save Event l

[ Post ]

The Collaboration Status updates to “Available”.

o Callabaration Status] Available

Last Updated By:

Return to Search H Refresh |

14. | To review the changes made to the event, click the View Collaboration link under Step 4:
Invite Collaborators.

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

The Review Event Collaboration page displays.

Review Event Collaboration

Business Unit 50100 EventiD 0000160479 Round 1 Version 1
Event Name UIFB Steel Pipe Liner 2 Format  Buy Type RFx
Event Header Event Lines Bid Factors
Invited Bidders Constraints Comments and Attachments

Event Parameters

Collaboration Input Comments 13
Field Name Date/Time Action Value Update *Update Action
&) [u]

Event Summary

Collaboration Input Comments 13
Field Name Date/Time Action Value Update *Update Acfion
AUC_COLLAB_DUEDT Criginal 08/06/2026 17.05:11 Update 2026-08-06 17:0 5} Accept
AUC_COLLAB_DUEDT hSnFROUSE‘PAMELA 0810672026 17-05:11 Update 2026-08-06 17:45 o

Update Event

< Retumn to Event Overview

Return to Search Add Update/Display

15. | Click the links at the top of the page (e.g., Event Header, Event Lines, Bid Factors, or
Comments and Attachments) to review the specific changes.

Event Header Event Lines Bid Factors
Invited Bidders Constraints Comments and Aftachments
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Step | Action

0 The collaboration actions display with the action taken in the Update Action field.

Line Summary
@ 1-30f3 v | view Al
Collaboration Input Comments >
Field Name DatefTime Action Value Update “Update Action
- 08/06/2026
aty Original SR Update 60 o Accept
08/06/2026
ay V_PR_TESTUSER_2 Gt Update 100 D
08/06/2026 ~ -
aty V_PA_TESTUSER_1 A Update 75 u] Reject v

16. | The event can be posted for advertisement following the normal Strategic Sourcing process.
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Bid Analysis Collaboration
Invite Collaborators for Bid Analysis (Strategic Sourcing Buyer)

Once an event’s End Date has passed and all the bids have been uploaded from eVA, the Analyze
Event pages become available. The Strategic Sourcing Buyer analyzes the responses and may invite
Collaborators for approvals or comments, prior to making the award using the Invite Collaborators
page. The Strategic Sourcing Buyer may invite Collaborators, such as Customers (users) for
comments, a manager for approval, or RFP Evaluation Committee members for scoring.

Step

Action

1.

Navigate to the Event Workbench page by clicking the Procurement WorkCenter tile.

Procurement WorkCenter

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

Use the following navigation in the WorkCenter: Links > Sourcing > Event Workbench

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Event Workbench
(e
Event Workbench
~ My Work
~ Search Criteria
2My Approvals BusinessUnit [ Q)
+ Links
) I From Suar Dee To st ot Sort it
Contact Merts Created B From End D
Requisitions v Event Format :] Category I 1 O Only show Events | created
= & Only show Active Events.
Create Event Details O Use my search defaults
Event Status Description | ] [ e |
e —— AssociatedWih [ Q] Plan Name a
n I I Default Search Preferences
Analyze Events > Legend
Award Events n Search Results @ I 125012802 v 1 View100
Event Document Status
Procurement Contracts o __ EventlD_ nName _Format___Type. _Unit _Status
b 0000157299 157299 Gulpeper, L Buy RFx 50100 OPen ° @ &
Purchase Order . > 0000157298 REp Guipeper, Lync... Buy RFx co100  Open o ©
Receipts b 0000160478  pipe Liner Expansi.. Buy RFx 50100 OPen ° @
v b 0000160480 jiFp Steel Pipe Li. Buy RFx 50100 Event Completed [ 5.y (W] &
ltems . b 0000160479 iFp Stel Pipe Li. Buy RFx 50100  Colaboraing Event o @R i B

@

Users can also access the Event Workbench page using the following navigation path:

NavBar > Menu > Sourcing > Maintain Events > Event Workbench
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Step | Action

The Event Workbench page displays.

Event Workbench

v Search Criteria

Business Unit

o

Sort With

From Start Date
To End Date Sort Order

II

Created By |

3] Fromenapae

Event Format Category | | O Only show Events | created

Only show Active Events
| |
ltem ID

O Use my search defaults

e = e ' [ e ]

earc] aset
Associated With E
Plan N
Plan an Name | Q | Default Search Preferences

> Legend

Search Results

[a]

1-25 of 2842 v | View 100

EventlD_ pame

Format____Type

Unit

Status
pen

b 0000157299 157299 Culpeper, L Buy RFx 50100 o o 5
0000157298 prp Culpeper, Lync... Buy RFx 50100 OPen o E
0000160478  pipe Liner Expansi.. Buy RFx 5010p  ORen © e
0000160480 UIFB Steel Pipe Li... Buy RFx 50100 Event Completed (=] BA [ h=
0000160479 IFB Steel Pipe Li... Buy RFx 5p1pp  Collanorating Event © EK
0000160477 Job Aid Testing Buy RFx sgigp  Event Completed [x] [SE Y =N
NANNNAENATA — — —_ —_ _ I Dnan &5 B
3. Enter the Event ID number in the Event ID field.
Event 1D | 0000160480 |
4. Click the Search button.
(JUse my search defaults
Search ‘ Reset
Default Search Preferences
The search results display.
Search Results | Q ‘ | View Al
vaem: D Name Format  Type Unit Status -
0000160480 yFE Steel Pipe Li... Buy RFx soron D Q@ = =

5. Click the Analyze Bids icon for the applicable Event. The Analyze Bids option will not be

available if the event Status is “Open”.

@

B | G

3
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Step | Action
The Analyze Total page displays.
Analyze Total
Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000160480 1 2 UIFB Steel Pipe Liner
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx uspD 08/17/2026 09:40 EDT Posted v
» Bid Analysis and Display Options (&
_ Analysis
Bidder Name Pearson Construction Inc Swipe Resources LLC
Event Version Responded To 1 1
i @ @
Bid Number 1 1
Total Bid Amount  379.20 453.00
Total Bid Cost  0.00 0.00
Total Event Score  100.00 99.67
Total Header Cost  0.00 0.00
Total Header Score  0.00 0.00
Bid Action| NA ~| [na vl
Reject Reason ‘ Q | | Q ‘
Award by Percent ‘ | | ‘
Hide Bid [J [}
l Recalculate H Add / Edit Factors l Unhide Bids << < S
[ |
H 13 H ”
6. Click the Go To dropdown button and select “Invite Collaborators”.
Go To:
Invite Collaborators v
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Step | Action

The Event Collaboration Details page displays.

Event Collaboration Details

Bid Analysis Review Sections

Cotibortion e e e
Process Type | Sequential ~ O Show Bidders Name

~ Review By Nofifications

® Never © One day before ©0ne week before O WeeKly before deadline © Dally starting one week before

| Review Sections ©

SeqNbr_ Section Name

Process Type | Sequential ~ Section Review By Date

Collaborators @

Time

[=][q] Sois | |
C [ a | = | —Y) o | ==
o e
Collaborators may have previously reviewed and scored bid responses outside of Cardinal. Each
0 Collaborator enters their scores into Cardinal for calculation.
7. In the Collaboration Due Date and Time fields, enter a deadline date and time for all
collaboration to end.
Collaboration Due Date |08/17/2026 Time | 12:00
8. Clear all existing names in the Collaborators Userld field.
Userld
Q
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Action

In the Collaborators section, enter the User ID of the user to collaborate on the Event. Click the
Userld Lookup button to find a user or click the Find Collaborators link to look up a previously
set up Collaborator Group.

Collaborators ®

EIEY

SeqNbr | Userld Name

‘ 1‘ ‘V_PR_TESTUSER_E Q ||| V_PR_TESTUSER 2
I Find Caollaborators I Save As Group

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

+H (-]

The routing sequence number is automatically populated in the Seq Nbr field as Collaborators
are added. The sequence may be modified to ensure the event is reviewed by the Collaborators
in the desired order.

Seq Nbr

[ 1]

10.

Once all the collaborators have been entered, click the Route To button.

‘ Route To

A routing confirmation message displays in a pop-up window, noting that the event will be read-only until
the collaboration due date.

The event will be saved and routed to the collabarators making it read-only until the due date. (18058 583)

‘ oK H Cancel ‘
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Step | Action

11. Click the OK button.

OK Cancel

A message displays in a pop-up window warning the user about the status change.

Warning -- Clicking on Save will change the status to Collaborating Bid Analysis. Do you want to continue? (18058,10057)

‘ OK ‘ ‘ Cancel ‘
12. | Click the OK button.
OK Cancel
The Analyze Total page displays.
Analyze Total
Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000160480 1 2 UIFB Steel Pipe Liner
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 08/17/2026 09:40 EDT Collaborating Bid Analysis . v]

> Bid Analysis and Display Options &

] Analysis
Bidder Name Pearson Construction Inc Swipe Resources LLC
Event Version Responded To 1
. @ @
Bid Number 1 1
Total Bid Amount  379.20 453.00
Total Bid Cost  0.00 0.00
Total Event Score  100.00 99.67
Total Header Cost  0.00 0.00
Total Header Score  0.00 0.00
Bid Action‘ NA v| | NA V\
Reject Reason ‘ Q | | Q |
Award by Percent ‘ | | ‘
Hide Bid [J ]
I Recalculate l Add { Edit Factors Unhide Bids << < > >>

m Return to Search
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Action

The Event is read only for non-collaborators until the due date.

The Event’s Status is changed to “Collaborating Bid Analysis”.

Status:

Collaborating Bid
Analysis

An email notification is sent to each Collaborator.

Event Analysis Collaboration

You have been appointed by to collaborate on the analysis of event 50100 - 0000160445 Round 1 Version 1. The due date for your collaboration is 08/07/2026 17:00.
Click on the following link to analyze this sourcing event and enter your collaboration input.

Click here to review Bid Analysis Collaboration | |

®

Collaborators may score the event at any time, prior to the due date.

Collaborate on Bid Analysis

An email notification is sent to each Collaborator and an item is added to each Collaborator’'s Event
Workbench.

As an Event Collaborator, access the Event using one of the following options:

Click the Collaborate on this event link in the email notification
Click the Event ID link in the Event Workbench.

Step

Action

1.

Navigate to the Event Workbench page by clicking the Procurement WorkCenter tile.

Procurement WorkCenter

)
=ofh

(==

@

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.
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Action

Use the following navigation in the WorkCenter: Links > Sourcing > Event Workbench

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Event Workbench
€3]
Event Workbench
~ My Work
~ Search Criteria
ZIMy Approvals Business Unit Ij]
~ Links
oo [ ] From star st To st ot L
Contract Alerts v Created By I:I From End Date To End Date Sort Order
Requisitions e Event Format |:] Category I l O Only show Events | created
. Only show Active Events
. O Use my search defaults
| !
Event Workbench Associated With l:] Plan Name Q
Plan | ‘ Default Search Preferences
Analyze Events > Legend
Award Events Search Results [a] 125012840~ I View 100
Event Document Status
EventID__ Name. Format— Type Unit—_Status
Procurement Contracts ® > 0000167299 157299 Culpeper, L. Buy RF!;p 50100 OPen (=] [} &
Purchase Order . » 0000157298 RFP Cylpeper, Lync... Buy RFx 50100 OFen © t_JJ
b 0000160478  pipe Liner Expansi... Buy RFx 50100 OPen o W
Receipts v > 0000160479 iFp Steel Pipa Li... Buy RFx 50100  Colaborating Event o =@ L
e b 0000160477  jop Ajg Testing Buy RFx 5010p  08/10/2026 09:32 EDT (] e &
ms - .
» 0000160474 gyeel pipe Test Ev. Buy RFx 50100 %" SN
Other Links @ > 0000160475 yIFB Steel Pipe Li... Buy RFx 50100 9Pn o ®
> 0000160476 yFg Steel Pipe Li... Buy RFx 501001 Rt e @& D0 %
> Queries > 0000160463 pum TestA.83 Buy RFx 50100 9PN e @

Users can also access the Event Workbench page using the following navigation path:

NavBar > Menu > Sourcing > Maintain Events > Event Workbench

The Event Workbench page displays.

Event Workbench

v Search Criteria

Business Unit

Event ID

[ 9
]

Created By |

From Start Date
3 Fromenanae

b4

O Only show Events | created

Event Format Category | |
Only show Active Events
O Use my search defaults
Event Status | v Description | |
Associated With E
Plan Plan Name | Q ‘ Default Search Preferences
> Legend
Search Results @ | 1-25 of 2840 v I View 100
EventlD  Name Format Type Unit Status - -
0000157299 157299 Culpeper, L. Buy RFx 50100 OPen @ o 5
0000157298 RFP Culpeper, Lync... Buy RFx 50100 OPen © L
0000160478 Pipe Liner Expansi.. Buy RFx 50100 OPen Ly &
0000160479 \yIFB Steel Pipe Li.. Buy RFx 501pg  Collaborating Event Q [=S[EaY e B
0000160477 b Aid Testing Buy RFx 5p1gg 081102026 03:32 EDT o w O &
0000160474 gee| Pipe Test Ev.. Buy RFx 50100 Open L =
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Step | Action

3. Enter the Event ID number in the Event ID field.

Event 10 | 0000160480 I

4. Click the Search button.

[JUse my search defaults

=)

Default Search Preferences

The search results display.

Search Results @ | 1-10f1 v I View All
EventlD_ nName Format___ Type ‘Unit Status _
0000160480 IFB Steel Pipe Li. Buy RFx 501y  Coliaborating Bid Analysis @ M i & &

5. Click the Available for checkout icon next to the applicable Event.

W i [3] |

The Analyze Total page displays.

Analyze Total
Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000160480 1 2 UIFB Steel Pipe Liner

Status:

Event Eormat: Event Type: Currency: End Date: gﬁ!ﬁgsmﬁng Bid Go To:

Buy RFx usD 08/17/2026 9:40AM EDT ~
> Bid Analysis and Display Options &
| Analysis

Event Version Responded To 1 1
Bid Number 1 @ 1 ®
Total Bid Cost  0.00 0.00
Total Event Score  100.00 99.67
Total Header Cost  0.00 0.00
Total Header Score  0.00 0.00
Bid Action| MNA v NA <
Reject Reason
Award by Percent
Hide Bid (J O

l Recalculate ] [ Analysis Complate Unhide Bids << < > >3
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Step | Action

6. Review the bid factors if applicable.

Analysis
Event Version Responded To 1 1
. @ @

Bid Number 1 1

Total Bid Cost (.00 0.00

Total Event Score  100.00 9967
Total Header Cost  0.00 0.00
Total Header Score (.00 0.00

7. Click the Analyze Line link in the top left part of the page.

Line

[ys]

Analyz

The Analyze Line page displays.

Analyze Line
Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000160480 1 2 UIFB Steel Pipe Liner

Status:
Event Format: Event Type: Currency: End Date: KUH?E?[SUHQ Bid Go To:
nalysis
Buy RFx UsD 08/17/2026 9:40AM EDT [ |
Line Items &
@ 1-10f1 v | View All
Line Item 1D Description Category UOM | Start Price Requested Qty | Qty Awarded Weighting Line Status Analyze
1| 6588012000 PIPE, STEEL PIPE, STEEL B | 6588012 LF 375.00000 60 0 | 100‘ | Open ~ Analyze

Return to Search

8. To analyze responses by line, click the Analyze link on each line in the Line Items section.

Line Status Analyze

Cpen w Analyze
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Step | Action

A different Analyze Line page displays.

Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000160430 1 2 UIFB Steel Pipe Liner
Status:
Event Format: Event Type: Currency: End Data: Collaborating Bid Analysis
Buy RFx uso 081772026 9:40AM EDT
Line 1 Requested Quantity B0 uoM f Start Price 375"]”“00,_\
iqhti 100| ¥ ious Line e
Item 1D gsgs012000 Item Description:  PIPE, STEEL FIPE, STEEL Weighting e W=
> Bid Analysis and Display QOptions
Analysis
Event Version 1 1
Bid Number 1 1
Bid Quantity  §0.0000 60.0000
Minimum Bid Quantity 0.0000 0.0000
Total Bid Cost  0.00 0.00
Total Line Score  100.0000 89.6700
Bid Action v o
Reject Reason Code
Award by Percent
Award
Quantity
Hige O =
Bid
> Factors
Go To Line
Recalculate Unhide Bids == = = e ~

9. Click the Expand Section Factors button (>).

v

Factors

The Factors section displays.

~ Factors
Weighting UOM  Ideal

What is your bid price?

100.00000 0 B. 7.55

(%]
[
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Step | Action

10. | Review the line bid price information under Factors.

6.32 7.55

11. Click the OK button.

- s

The original Analyze Line page displays.

Analyze Line
Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000160450 1 2 UIFE Steel Pipe Liner
Status:
Event Format: Event Type: Currency: End Date: Collaborating Bid Go To:
Analysis
Buy RFx uso 08/17/2026 9:40AM EDT v
Line ltems &
@ 1-10f1 ¥ | wiew an
Line Item ID Description Category uom Start Price Requested Qty | Qty Awarded Weighting Line Status Analyze
1| 6588012000 PIPE, STEEL PIPE, STEEL = | 6588012 LF 375.00000 &0 0 1DO| ‘ Cpen V‘ Analyze
E Retun to Search

12. | To enter comments on a bid response item, click the Item Description icon.

Line Item ID Description

116588012000 PIPE, STEEL PIPE, STEEL =
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Step | Action

The Item Description page displays in a pop-up window.

Item Description b4
Help

Item Description
PIPE, STEEL PIPE, STEEL &

231 characters remaining

Preferred Language ltem Descr
PIPE, STEEL PIPE, STEEL 2

13. Enter a comment in the Item Description field.

ltem Description

Recommend proceeding with the lowest bid. =]

14. Click the OK button.

Comments entered on the Item Description are carried over to Events that are copied from this
0 Event. Therefore, the user should not use the copy functionality on Events with comments
added using Item Description.

15. | Click the Analyze Total link.

Analyze Total
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Step | Action

The Analyze Total page displays.

Analyze Total
Analyze Total Analyze Lina

Business Unit: Event ID: Round: Version: Event Name:

50100 0000160480 1 2 UIFB Steel Pipe Liner

Status:
Event Format: Event Type: Currency: End Date: Collaborating Bid Go To:
Analysis

Buy RFx uso 08/17/2026 9:40AM EDT v
> Bid Analysis and Display Options &

Analysis

Event Version Responded To 1 1
Bid Number 1 @ 1 @
Total Bid Cost  0.00 0.00
Total Event Score  100.00 8967
Total Header Cost  0.00 0.00
Total Header Score (.00 0.00
Bid Action NA v NA v
Reject Reason
Award by Percent
Hide Bid () ]

[ Recalculate H Analysis Complete Unhide Bids << < > >

16. | After reviewing all event responses and comments, click the Analysis Complete button.

‘ Recalculate ‘I Analysis Complete

A confirmation message displays.

Are you sure you want to mark your collaboration complete for this event? (186058,594)

Once the event is marked complete you will not be able to edit it anymore.

‘ oK H Cancel ‘

17. | Click the OK button to confirm that no further edits are needed and to complete collaboration.

OK ‘ Cancel ‘

An email notification is sent to the Strategic Sourcing Buyer indicating that collaboration has
0 been completed by all Collaborators.
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Review Bid Analysis Collaboration (Strategic Sourcing Buyer)

To review Collaborator input on the bid responses, the Strategic Sourcing Buyer can click the Review
the completed collaboration link in the email notification or click the Event link in the Event
Workbench.

Step

Action

1.

Navigate to the Event Workbench page by clicking the Procurement WorkCenter tile.

Procurement WorkCenter

= \ofh

oo

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

Use the following navigation in the WorkCenter: Links > Sourcing > Event Workbench

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

| Event Workbench

oo
Event Workbench
~ My Work
~ Search Criteria

> My Approvals Business Unit Ij]
Links
V ) From StatDa 1o Star Date Sorvn
(=]

Contract Alerts . ComedBy [ @] FomEndbae To End Date sotomger [ <]
Requisitions = Event Format Category ‘ I O Only show Events | created
Sourcing Only show Active Events

; O Use my search defaults
Creata Event Details Event Status l:l Description ‘

Event Workbench I i i

vent Workbend ssociateayin [ Q) Pl ame | a]

Default Search Preferences

Analyze Events » Legend

Award Events D Search Results. @ | < 1-25 of 2840 v I View 100

Event Document Status
Event ID

Procurement Contracts ” 0000157299 ‘]:;g’:;g Colpoper L. E:;mal R':;);PE ;Jgr:lutn opesntnlus ® @ &
Purchase Order . F 0000157298  pEp Culpeper, Lyne... Buy RFx 50100 9Pen © Ll
¥ 0000160478  pipe Liner Expansi Buy RFx 50100 9PN © wm
Receipts o b 0000160479 iR Speel Pipe Li. Buy RFx 50100 Collaborating Event Q =2l i @
o . ¥ 0000160477 jop Ajd Testing Buy RFx 501pp  0B/10/2026 0332 EDT [ m (] i)
0000160474 gioq) pipe TestEv... Buy RFx 50100 OFe" (<] L
Other Links - ¥ 0000160475  yIFR Steel Pipe Li Buy RFx s0100  OPen Q o
b 00DOIB04TE yyieg Stoel Pipe Li. Buy RFx s010p Vet Comeleled © @m0 B
> Queries » 0000160463  pyp Test A.33 Buy RFx s0100 9P (] m

@

Users can also access the Event Workbench page using the following navigation path:
NavBar > Menu > Sourcing > Maintain Events > Event Workbench
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Step | Action

The Event Workbench page displays.

Event Workbench
~ Search Criteria
Business Unit E
ronn [ From strt Dae To sart e Sort Wi
Event Format Category | | O Only show Events | created
& Only show Active Events
O Use my search defaults
Event Status | - Description | |
Associated With E
Plan Plan Name | Q | Default Search Preferences
> Legend
Search Results @ | I View 100
EventlD_ name _Format___Type _Unit _Status. -
0000157299 157299 Culpeper, L. Buy RFx 50100 Open L4 m =
0000157298 REp Culpeper, Lync... Buy RFx 50100 OPen e e
0000160478 pipe Liner Expansi... Buy RFx 50100  OPen o m
0000160479 |Fg Steel Pipe Li.. Buy RFx 50100  Colaborating Event & =@ i %
0000160477 ) Ajd Testing Buy RFx 5o1pp 08102026 09:32 BDT L4 Ee O =
0000160474 gteel Pine Test Ev... Buy RFx 50100 OF°" @ =
3. Enter the Event ID number in the Event ID field.
Event 1D |1}Uﬂﬂ161}481} |
4. Click the Search button.
(JUse my search defaults
Search | Reset ‘
Default Search Preferences
The search results display.
EventlD_ Name Format___Type Unit Status - =
0000160480 UIFB Steel Pipe Li... Buy RFx 50100  Collaboraling Bid Analysis © wia i & S

5. Click the Analyze Bids icon.

[ LY 1
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Step

Action

The Analyze Total page displays for the selected event.

Analyze Total
Analyze Total
Business Unit: Event ID: Round: Version: Event Name:
50100 0000160480 1 2 UIFB Steel Pipe Liner
Status:
Event Format; Event Type: Currency: End Date: Pending Award Go To:
Buy RFx usD 081772026 09:40 EDT ~
> Bid Analysis and Display Options &
] Analysis
Review Type v
Bidder Name Pearson Construction Inc Swipe Resources LLC
Event Version Responded To 1 1
. &) &
Bid Number 1 1
Total Bid Amount  379.20 453.00
Total Bid Cost  0.00 0.00
Total Event Score  100.00 9967
Total Header Cost (.00 0.00
Total Header Score  0.0000 0.0000
Bid Action| NA ~| [ na v
Reject Reason | a ‘ | Q |
Award by Percent | | | |
Hide Bid O [m]
l Recalculate ” Add / Edit Factors I Unhide Bids << < =
=
6. Click the Analyze Line link.
Analyze Total | Analyze Line |
The Analyze Line page displays.
Analyze Line
Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000160480 1 2 UIFB Steel Pipe Liner
Status:
Event Format: Event Type: Currency: End Date: Pending Award Go To:
Buy RFx usp 08/17/2026 09:40 EDT hd
Line ltems &
\E’ 1-10f1 v | ViewAll
Line Item ID Description Category UOM | Start Price Requested Qty | Qty Awarded Weighting Line Status Analyze
1 6688012000 R.zc"”‘m“d proceeding with the lowest | = | geagngp LF 375.00000 60 0 | 1uu| [ open v Analyze
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Step | Action
7. Review the Collaborator comments which appear in the Description field of each line.
Line Item ID Description
1| 6583012000 Eizn.:ﬂmmend proceeding with the lowest
8. After reviewing the comments, click the Analyze Total link.
Analyze Total Analyze Line

The Analyze Total page displays.

Analyze Total

Analyze Total Analyze Line
Business Unit: Event ID: Round:
50100 0000160480 1
Event Format: Event Type: Currency:
RFx UsD

Buy
> Bid Analysis and Display Options (%

Version;

2

End Date:

08/17/2026 09-40 EDT

Event Name:

UIFB Steel Pipe Liner
Status:

Pending Award Go To:

l Recalculate

Analysis
Review Type v
Bidder Name Pearson Construction Inc Swipe Resources LLC
Event Version Responded To 1 1 _
Bid Number 1 = 1 ¥
Total Bid Amount 37920 453.00
Total Bid Cost  0.00 0.00
Total Event Score  100.00 99.67
Total Header Cost  0.00 0.00
Total Header Score  0.0000 0.0000
Bid Action| NA v| [Na ~|
Reject Reason ‘ Q | | Q |
Award by Percent ‘ | | |
Hide Bid [ O
l [ Add / Edit Factors I Unhide Bids << < = E>

Return to Search

9.

Follow normal strategic sourcing processes to make the award. For instructions on the strategic
sourcing process and awarding events, refer to the job aid entitled PR345 Setting up,
Analyzing, and Awarding Strategic Sourcing Events (VDOT Only) located on the Cardinal

website in Job Aids under Learning.
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