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Workday Strategic Sourcing Stakeholder Job Aid

Workday Strategic Sourcing (WSS) is the University’s electronic platform for procurement contract
management, bidding events, and other procurement-related requests. WSS:

Establishes a standardized electronic intake process for various requests;

Provides transparent workflows with visibility into the status of procurements and contracts;

Provides a centralized repository of procurement-related contract documents through rule-based
permissions; and

Can integrate contracts within WSS with Workday Finance, streamlining the requisition process by
ensuring the contract is tied to the payment and tracking spend against the contract.

This job aid outlines the various intake requests from start to finish, as well as navigation within WSS. For
other guides, including the “Workday Procurement Life Cycle Job Aid,” please refer to the Procurement
Services Training Guides Website Page.
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Authorized Signatory — Individual authorized by Montclair State University to sign contracts.
Business Purchase Table — This page acts as the intake screen for all procurement-related
processes. It replaces the Contract Approval Sheet (CAS form) for procurement-related
contracts, the Waiver of Advertising Request form, and Bid Initiation Forms. Once a request is
submitted, the stakeholder will be directed to a Project Details Page to submit the specifics of
the request.

Contract- The Contract or final approval for the procurement n question. Stakeholders can
review all contracts (active, expired, terminated, etc.) from the Contracts module of Workday
Strategic Sourcing (WSS). Contracts will be created or updated after the related Project is
approved.

Event- An Event refers to any RFx activity (RFI, RFQ, RFP, etc.).

Project- This is the procurement request part of the process. A project outlines requests for
various types of procurements (new contracts, contract amendments, waiver requests and
mncreases, goods & services sourcing bids, construction sourcing bids, etc.). Once the project is
approved and all relevant actions have been taken, a Contract will be created or modified.
Project Details Page- This page is where the stakeholders enter specific information about the
various procurement-related requests. Once the request is submitted, it will be routed to
Procurement Services for review.

Read Only - The Stakeholder can view the Sourcing Event and corresponding Supplier
submissions.

Sourcing Manager — The role in WSS that represents the Procurement Services team that
receives project requests and advances them through contract award.

Stakeholder — A WSS user who has been assigned access to view the contract data.

10. WSS-Workday Strategic Sourcing
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II. ADDING STRATEGIC SOURCING TO YOUR WORKDAY MENU
Sign in to Workday and click “Menu” and “Add”.
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III. GETTING TO THE STRATEGIC SOURCING PAGE

In Workday, type “Strategic Sourcing” in the search bar or click on the Strategic Sourcing button
in the Menu section under Procurement. This will take you to the main page, “Business
Purchases”.
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IV. INTAKE PROCESS FOR REQUESTERS (STAKEHOLDERS)

When you log in to Strategic Sourcing, your home page will display a Business Purchases table of
the types of requests available for you to submit. Four (4) types of requests are available for
Stakeholders to submit. Click on the requested type to submit your request.

1. BUSINESS PURCHASES TABLE
MCINTCLAIR ol mASATE v ARSI WNTmes O a._... e

Wioekdey ERP

Delegated Warver / BOT Request [fomally Wod Form
Irecharding anvy reladed condrect

Precorement Confrec! Réquedt [Tamally CAS Farm COMTRAST

2. REQUEST TYPES
e (Goods & Services Sourcing (formally G&S Bid Initiation Form)

To mitiate an RFP request for a goods & services (non-construction) procurement process
managed by Procurement Services, primarily focused at or above the bid threshold of
$119,800. RFPs may be publicly advertised or invite-only, depending on the type of
project and as determined by Procurement Services. Any department may submit a
request for a goods & services RFP as needed. The request should include all required
documents to proceed with the RFP, including but not limited to a scope of work.
Services under this category may be related to public or non-public works and may be
awarded to one or multiple suppliers.

e Construction Sourcing (formally Construction Bid Initiation Form)

To initiate an RFP request for a publicly advertised construction project over the Public
Works bid threshold. All construction bid requests should be submitted by Capital
Planning & Project Management (CPPM) within the Facilities Department and should
include all required documents to proceed with the RFP, including but not limited to any
drawings and/or specifications. Construction projects will be awarded to a single
contractor for the full performance of the project.

o Delegated Waiver / BOT Request (formally WoA Form, including any related contract)
To mitiate a Waiver of Advertising Request managed by the department for goods or
services with a dollar value greater than $119,800 (or $42,600 for public works projects)
or to initiate a Board of Trustees (BOT) approval request for procurements that were not
managed directly by Procurement Services. BOT approval is required for all
procurements at or above $850,000, regardless of methodology, and may include




cooperative contracts or public bids. Procurement Services will oversee any itial BOT
approval request for procurements that it manages. This request does not eliminate the
requirement to obtain competition, and waivers of advertising must meet one of the
statutory waivers to public bidding.

e Procurement Contract Request (formally CAS Form)

To mitiate any procurement-related contract requests, including new contracts, renewals,
or any amendments, except for those mitiated through a sourcing or waiver/BOT request.
All suppliers should be strongly encouraged to accept the University’s Purchase Order as
the contract, rather than go through a contract review process when possible. If the
supplier requires a signed contract, use this request to submit all contract documents,
including the University’s Standard Terms and Conditions (signed or redlined). All
documents that require review and potential revisions must be attached as Word
documents (not PDFs). All procurement-related contracts must be routed to Procurement
Services for review through this request. Procurement Services will ensure Procurement
Policies and Procedures are met for purchases, ensure University Counsel reviews and
approves contracts, and ensure the proper signatory authority executes the approved
contract for the University.

3. INTAKE REQUEST SUBMITTAL - SOURCING
Under Actions, click the appropriate request (Goods & Services Sourcing or Construction
Sourcing). The Project Details page will appear. To ensure that the Procurement Services team can
act on your request, enter the requested information. Any fields required to be filed in before you
submit are marked with an asterisk. This replaces the current Bid Initiation Forms.

A sample completed construction sourcing request intake is shown below. The information
required for goods and services sourcing intake is similar, but specific to that request type.
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ATTACHMENT REQUIREMENT — SOURCING REQUESTS
The Stakeholder must provide the following items for all requests:

« Completing this Request (replacing the applicable Bid Initiation Form)
« Attach all documents required:
*  For Construction Projects, this includes any drawings and/or
specifications.
* For Goods & Services Projects, this includes the Scope of Work, Price
Sheet, and any other related documents.

4. INTAKE REQUEST SUBMITTAL — DELEGATED WAIVER OR BOT REQUEST
Under Actions, click the appropriate request. The Project Details page will appear. To ensure that
the Procurement Services team can act on your request, enter the requested information. Any fields
required to be filled in before you submit are marked with an asterisk. This replaces the current
Waiver of Advertising Form.

Note: If a request includes a contract, please submit it as part of this process. Please do not submit
a separate contract intake request; Procurement Services will review it as part of a single
workflow.

A sample completed delegated waiver or BOT request intake is shown below.
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ATTACHMENT REQUIREMENT — DELEGATED WAIVER/BOT REQUEST
The Stakeholder must provide the following items for all requests:

« Completing this Request (replacing the Waiver of Advertising Request Form)

« Provide rationale for the request, including the Summary, Description &
Background of the Procurement Process.

« Submit relevant documents such as the Scope of Work, proposals obtained, and
any compliance paperwork for the supplier if it is not already within the
supplier’s profile within Workday.

If the Waiver request includes a contract, the Stakeholder must provide the following
items:

« The contract requiring signature.
« The signed or redlined Terms & Conditions document.
« A new or previously signed MSA (if applicable)

5. INTAKE REQUEST SUBMITTAL — CONTRACT REQUEST
Under Actions, click the appropriate request. The Project Details page will appear. To ensure that
the Procurement Services team can act on your request, enter the requested information. Any fields
required to be filled in before you submit are marked with an asterisk. This replaces the current
CAS Form for procurement-related contracts.

Note: Please submit a contract request for all related contract requests, including new requests,
contract amendments to increase or extend a contract, or renewals. Procurement Services will
review the request and will make the applicable update to the contract if it is an amendment.

A completed sample contract request intake is shown below.

PROJECT DETAILS creaTE RELATED conTRACT | ¥ |
TTLET @ PROJECT TYPE
Campus ESP Family Portal and Communication Tool Procureme <e)

PROJECT DESCRIPTION” @

CampusESP, a parent and family engagement platform designed specifically for universities. Its primary purpose is to help institutions communicate effectively with the families of
both prospective and current students. The Al-powered platform offers a centralized, customizable portal - similar 1o a private, Facebook-style interface - where families can
access important updates, resources, and event information. It sSUpports outreach via email, text messaging, and the portal itseif, ensuring families stay informed and involved
throughout the student journey. CampusESP also integrates with campus systems like Slate and includes expert SUppPort to ensure successful implementation and ongoing
engagement

z

START DATE® @

@

10/31/2025 5]

REQUESTER™

Hilal Tabakei ~
SUYER ASSIGNED PRIMARY END USER® @ DEPARTMENT *
Osvald Pasho X ~ Pablo Rodriguez =< spCL
AWARD TYPE™ ESTIMATED CONTRACT START DATE?? ESTIMATED CONTRACT END DATE?™ ESTIMATED SPEND AMOUNT® ®
New X~ 4/1/2025 =] 3/31/2028 = $ 62,400
FULL CONTRACT TERM (INCLUDING LENGTH OF POTENTIAL EXTENSIONS RELEVANT THRESHOLD™ & METHODOLOGY ™ @
EXTENSIONS) @
NO General Goods & Services X o~ Sole Source X o~
3 years
SOLE SOURCE OPTIONS

"True” Sole Source - Product

must be truly unique as the only

known source or no other X~
comparable product/service

available.




E STIrICATION
SOLE SOURCE JUSTIFICATION

developed an integration between CampusES

ICampusESP curates personalized content for families, provides access to self-help resources for end users, allows for customized form creation, event registration and other
flexible backend administrative tools making it indispensable to our ability to communicate with families of current and prospective students. Campus ESP is the only higher
leducation-focused platform that integrates family engagement, roster management, analytics, and event registration all within one system. Student Communications has already
P and Montclair's instance of Slate, allowing for weekly automated imports of family email address lists, student demographics, and
lother key data so that we can accurately communicate with current and prospective families. Through our integration with Slate, CampusESP enables us to: Create targeted
lcommunication campaigns to families who need to update their profiles or complete missing information in Slate Launch surveys to collect information from families, either when
[they are automatically imported from Slate or when they self-register using the link on our website

A

MASTER AGREEMENT EXISTS? ™

Yes - Attach to the attachments

rield *
SUPPLIER IN WORKDAY *
[Yes X v

BUDGET ACCOUNT #* (@

ICC10568

Melissa Ginotti

LIST ANY INDIVIDUALS THAT SHOULD HAVE ACCESS TO

SUPPLIER PROVIDED COMTRACT? ™

Yes

COMPLIANCE PAPERWORK UP TO DATE?”

‘Yes - Supplier has current

BRC/CS51/AA within Workday (as

required)

X

SUPPLIER HAS AGREED TO TERMS &
CONDITIONS™

Yes - Attach to the attachments

field R
GRANT FUNDED™ @
Mo X v

SUPPLIER NAME™ (D

CampusESP Corporation

FUND #*

Fio

IATTACHMENTS FOR CONTRACT™ (0]

FILE NAME

Redlined Montclair Terms And Conditions Document

Campus Esp Sole Source Form

Campus Esp Agreement

FILE SIZE

755 kB

169 kB

464 kB

UPLOAD DATE

10/31/2025

10/31/2025

10/31/2025

UBLOADED BY

Hilal Tabakci

Hilal Tabakci

Hilal Tabakeci

DRAG/DROP DOCUMENTS or BROWSE FILES

FILE TYPE

ATTACHMENT REQUIREMENT — CONTRACT REQUEST

The Stakeholder must provide the following items:

« Completing this Request (replacing the CAS Form)
« The contract/quote requiring a signature based on the purchasing methodology

« The signed or redlined Terms & Conditions document

« A new or previously signed MSA (if applicable)
« Any additional proposals or quotes and other supporting documentation as

required (based on the purchasing methodology selected)



V. PROJECT REQUEST SUBMITTAL

Once you've completed the details on the applicable request form, select the Submit Request
button on the top right of the page.

SUBMIT REQUEST

You’ll receive a pop-up notification denoting the new ID# of your request. You will also receive
an email notification when your project is submitted. You can select the View My Dashboard
button to return to the Pipeline Dashboard, where all Project requests can be managed. When you
submit a request, you are a read-only Stakeholder on the Project by default.

Your request #6842 - Campus ESP Family Portal and Communication Tool was sent to sourcing. You'll
receive a confirmation email shortly.

PROJECT PROGRESS

CURRENT STATE PROGRESS ESTIMATED END DATE

REQUESTED 1 of & States fampty)

VIEW MY DASHBOARD




Construction Sourcing Request Submitted | ‘#4628 Virtual Reality Classroom and Development Lab' (Edemal noox

Workday Strategic Sourcing Sandbox @ <no-reply strategicsourcing@workday.coms

tome «

Construction Sourcing Request Submitted
PROJECT
#628 Virtual Reality Classroom and Development Lab

SOURCING OWNER

Robert Yufer

DESCRIFTION

Convert SCM Film Studio 1141 and Storage Room 1231 info a classroom, computer
lab and virtual reality pod for Dreamscape Learn.

SUBMITTED BY

Jessica Moore on 11/18/2025 at 1:24 PM EST

VIEW PROJECT

*** DO NOT REPLY DIRECTLY TO THIS EMAILADDRESS ***

MONTCLAIR HOME MNAVIGATE = SUPPORT ~ SETTINGS Q o H

STATE

<weeune | Campus ESP Family Portal and Communication Tool | Frocurement Contracts (Intake) (PC) D #642

PROJECT

UNIVERSITY

PROJECT STATUS

® Regquested

L3

*Procurement Services will review in accordance with its Policy and Procedures, and if all is in
order, will route for appropriate approvals.



VI. APPROVING A PROJECT

Once a project is moved to the Out for Approval status, any designated approver will receive a
notification email. Also, any approvals due will be listed under the Notifications bell at the top
right of Pipeline and the Contracts workbench.

[

Project Approval Needed s

@ ¥ Strategic i -

PROJECT APPROVAL NEEDED

Hilal Tabakel, you have been assigned the follawing Projact to review & approve: #5642
Carmnpus ES# Family Partal and Commmunication Toal

#642 Campus ESP Family Portasl and Communication Tool
Procuremant Contracts (ktake)

CampusESP, a parent and family sngagemen platioem designed speciicaly for
wniversities [ primary purpess i 10 help stiions communicate eflectivaly with the
families of bath prospectiva and cument students. The Alpowssed platiorm offers a
centrafized. custamizable portal - similar in a private, Facebook-styis inlerface - whers
famifies can access importan updales. resources, and avent infarmation 1l supports
outreach via emall fext messaging. and the portal ks, ensuring famies stay
Irlormed and Fwobved theoughout the student journey CampusE SE alse integrates
with campus systems ks Siate and incudes Sxper SLPPOT 10 SNSUNE SUCTESSRA
Inplementation and angaing engagement

HIROZS

Hilal Tabakcl

Campus ESP Family Portal and Communication Tool (copy) |rrocurement Contracts (5

CONTRACT STATUS
ID #643 [E team cHat
® Out For Approval

|«
>
@ ACTION NEEDED
Hilal Tabakci, this contract is waiting for your approval.
APPROVALS
~
Sent out for Approval on 10/31/2025 at 1208 PM EDT e
cconmacts | Campus ESP Family Portal and Communication Tool {(copy) | Precurment contracts (50w
1D #6543 E team cHall

® Out For Approval
—_—
RACT
brmiac I+ COMTRACT APPROVAL X

ontract Infarmation >

@ ACTION NEEDED

ntake Information

o SELECT A DECISION

Hilal Tabakei, this cantract is waiting for your approval

Eupplior

Milestones
[ @ mescT |
Etakeholders
APPROVALS
DECISION SUMMARY
Fontract Documents ~
on 10/31/2025 at 1208 PM EDT
Draft

Negotiation

= CECRCD AL COMTDACT
— -




As a stakeholder, you might be involved in approving projects.

After going into the record, the ability to approve is visible at the top of the record and on the
Approvals tab.

Review the relevant nformation that needs to be approved and select the Submit Decision button
on the record. You can approve or reject the record and add internal decision summary notes/an
attachment if needed. Then, select the Submit Response button to finish your review.

Complete Program & NCLEX RN Examination Preparation

PROJECT I+
Project information ~
APPROVALS
Broject Progress
Project Details
? Sent out for Approval on 9/26/2025 at 11:28 AM EOT

Attachments
Finanzial Detadls
DELEGATED WAIVER / BOT REQUEST APPROVAL FLOW
Intake Information
FIRST PHASE
Milestones
¥  Academic Affairs AT LEAST 1 APPROVER MUST APPROVE APPROVED
Related Projects

SECOND PHASE
Related Contracts

? Budget AT LEAST | APPROVER MUST APPROVE APPROVED
Stakeholders
THIRD PHASE
Project Approvals
No approvals required in this phase
FOURTH PHASE
Mo spprovals required in this phase
FIFTH PHASE
¥  Procurement Operations AT LEAST | APPROVER MUST APPROVE APPROVED
?  Procurement - AVP AT LEAST 1| APPROVER MUST APPROVE APPROVED

SIXTH PHASE

?  Finance & Treasury MUST APPROVE APPROVED

SEVENTH PHASE

Mo approvals required in this phase

MONTCLAIR b s et = auroras. 0 (N

PPELINE Campus ESP Family Portal and Communication Tool vr ra etk ™ D #EA2

P Aprosod




VII. GOODS & SERVICES/CONSTRUCTION SOURCING EVENTS

This section only applies to Sourcing Projects (after Approvals have been obtained)
1. EVENT DASHBOARD

To navigate to a published event log in WSS (the RFP or RFQ), click the NAVIGATE drop-down

menu, select EVENTS, search for the event you want to view, and click on TITLE. This will bring

you to the Event Dashboard, where you can view a summary of the current event, including event

deadlines, invited suppliers, and stakeholders.

Note: This information may not be published until the RFP/Q documents and timeline have been
established between Procurement Services and the Requester, and after the Project-level approvals
have taken place.

MONTCLAI HOME NAVIGATE v SUPPORT ¥ SETTINGS [} o JESSICA MOORE ¥

STATE UNIVERSITY

RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx - Construction & uppate prosectink | [ bownioao | w] | O SUPPLERCHAT | [E] TEAM CHAT

Linked To 628-RFP1630 -

3 1

R Your event is private. Only invited suppliers can view this event, and it doesn't display in your public portal
Q) Dashboard

B Message Center

SUMMARY 1D 210173
B Evaluation
sTaRTED ON auesTions aos

1/19/2025 11/19/2025 11/21/2025
© 9:02.4M ©3008M ®300PM

[E] view Event

-
RFP OPTIONS:

[] Anlow late bids [] Revise bids after submission deadline

2. VIEW EVENT
To view details about the Event, you can navigate to the VIEW EVENT tab in your event dashboard.
This tab includes some of the same information shown on the dashboard screen, but with more detail.
It shows RFP Details and the documents used to solicit proposals, including finalized specifications,
drawings, and any other documents provided to the suppliers. It will also show event time, invited
suppliers, evaluations, and stakeholder information.

MONTC LAI R HOME NAVIGATE ¥ SUPPORT ¥  SETTINGS 0 o JESSICA MOORE
SYATE UNITERSITY
View: RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx - Construction wanovs [ eomree | [ oownioso | v | [ @ uroareemowcrimk | | [E] TEAM CHA
Linked To 628-RFP1630 -
o RFP DETAILS

Event name: RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx - Construction

Issuing company Montclair State University

Primary contact: Jessica Moore

DESCRIPTION

a
RFP 1630
The Assistant Vice President of Procurement Services at Montclair State University will receive bids for Request for Proposal Virtual Reality Classroom no later than November 21, 2025 at 03:00pm, when they will be publicly opened in the Third Floor Lobby of the O
Veriook Corporate Center 150 Clows Roads Littls Falls, HJ 07454
Scope of Work: The project consists of RFP, General Conditions, Schematics and Project Manual
Bid Proposal Information: In order to submit a responsive proposal for the aforementioned project, Bidder must have an account with Montclair State University’s electronic bidding platform, Workday Strategic Sourcing (WSS). Bidder must submit its proposal, com
Plets al forms, Input QUESToNS o IndUies, 3l lfl Al Sther aPPICABIE bIAdING reauIrements within the WSS portal
If you are experiencing technical difficulties while using WSS, including login or OR code problems, please contact the University's Workday Customer Care team
. = pport@mentelir edu
. P 7 55-5000
B

RFP DOCUMENTS

TveE 4 TmE & DESCRIPTION 4
& Construction General Conditions - 11272023 pdf [osmiono |
& .
= Construction_General Conditions - 11.27.2023.pdf m
& REP 1630 Virtual Reality Development Lab - Document pdf
RFP 1630 Virtual Reality Development Lab - Document pd
& RED 1630 Virtual Reality Development Lab - Drawings pdf [sounions |




To navigate back to the event dashboard, click on the < EVENT DASHBOARD tab at the top left of
the screen.

MESSAGE CENTER

Stakeholders may be required to answer specific questions from suppliers related to the RFP. You can
access the Message Center via the Event Dashboard. Click the Message Center tab on the left of the
screen, and it will open a new window with a list of all questions, answers, pending messages, or
announcements related to the Event.

MONTCLAIR P ————
<eacx | Message Center Q suppLiERCHAT | [E] TEAM CHAT

> |B send Announcement To All Suppliers

QUESTIONS

> O Answers Need Approval

> O Unanswered Questions

> O Answered Questions

MESSAGES

> O Pending Announcements

> O  Announcements Sent To All Suppliers

To navigate back to the Event Dashboard, click the < BACK tab at the top left of the screen.

If suppliers post questions, Procurement Services may assign specific stakeholders who best represent
the subject-matter expert for the question. If a question is assigned to you, you will receive an email.

TCLAIR HOME NAVIGATE ¥ SUPPORT ¥ SETTINGS [ o JESSICA MOORE ¥
STATE UNIVERSITY
<eack | Message Center 8 SUPPLIER CHAT | [E] TEAM CHaT]
(© This RFP has been updated. A digest of change will be sent soon.

> B send Announcement To All Suppliers

QUESTIONS

> O Answers Need Approval

~ 1 Unanswered Questions

e NJ PREMIER ARCHITECTS & CONSTRUCTION [Alfonso
Jimenez]

What is the construction type of the existing wall indicated for removal?

REMOVE ASSIGNMENT RESPOND

> O Answered Questions

MESSAGES

> O Pending Announcements

> O  Announcements Sent To All Suppliers




NJ Premier Architects & Construction | RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx - Construction | Message (=]
Center Action Requested (Extemal) nbox x

Workday Strategic Sourcing Sandbox @ <no-reply strategicsourcing @workday.com> 95TAM (4 minutesago)  ¥¥ €

tome v

RFP1630 - Virtual Reality Classroom and Development
Lab | Copy of RFx - Construction has question(s) that
require your attention

RFP
RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx -
Construction

Company

Montclair State University

Question

What is the construction type of the existing wall indicated for removal?

Question posted
11/19/2025 at 9:50 AM EST

VIEW MESSAGE CENTER

Procurement Services will review and approve any answers to questions before they are provided to
the suppliers. Answered questions will be sent to all suppliers, and can be viewed under the Answered
Questions drop-down by clicking on the > Answered Questions tab, then the > All Suppliers tab.
Answers submitted via message center are for informational purposes, official answers will still be
issued via Addendum.

Message Center 8 SUPPLIERCHAT | [E] TEAM CHAT

a

> [B send Announcement To All Suppliers

QUESTIONS

> O Answers Need Approval

~ 0 Unanswered Questions

NO UNANSWERED QUESTIONS

@ Answered Questions

~ 1 Allsuppliers

Q: Wnatis the construction type of the existing wall indicated for removal? A: Answered by Jessica Moore i

The exact wall construction @ opening 12318 is unknown. The condition will
need to be field verified and reviewed with the architect during demalition. It
is possible that a lintel will be needed

asked by NJ Premier Architects & Construction on 11/19/2025 at 9:50 AM On 11/18/2025 at 10:05 AM

> 0 Individual Suppliers

4. EVENT ANALYSIS
The EVENT ANALY SIS tab will not appear in the sidebar until after the proposal submissions are
due, when the system performs a quick bid analysis. You canreview all proposal submittals and view
pricing information once you are granted access.



8 Base Bid

| Item Details
Supplier Summary
Scenario Summary

Item Bivot

£ Scenarios
Questionnaire
@ Attached Files

4 Export Bid Data

I° rempETALS
-
AA, Inc. 1 Actions NJ Premier Archi.. Actions
Title Lump Sum Amount | Lump Sum Amount |
1 Lump Sum Base Bid (Al T. $1,750,000.00 | $2,300,000.00 |

Event Analysis: RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx - Construction

text size: @ 100% @
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& Attached Files

4 Export Bid Data
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Description AA, Inc. 11/19/2... Actions | NJPremier Archi.. Actions

1 DOWNLOAD ALL FILES 1 Download All Bid Files 4 Download All Bid Files

~

REQUESTED DOCUMENTS

3 Bid Packet * Bid Packet pdf Bid Packet pdf
a ATTACHED FILES
5 QUESTIONNAIRE FILES

Event Analysis: RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx - Construction

DOWNLOAD ALL FILES
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5.

RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx - Construction | Evaluate supplier responses (Easmal: inbox <

EVALUATION

Evaluation Committee members will be invited to evaluate all responsive proposals after submissions
to the Event are due, when applicable. Evaluators will receive an email notification and can also
navigate to the evaluation through the Event Dashboard by clicking on the Evaluation tab.

Workday Strategic Sourcing Sandbox @ <no-reply_strategicsourcing@workday.coms

tome v

Evaluate Supplier Responses

Hi Jessica Moore.

Jessica Moore invited you to evaluate supplier responses for RFP1630 - Vitual Reality Classroom

and Development Lab | Copy of RFx - Construction.

This evaluation is due on 11/20/2025 at 3:30 PM EST.

= DO NOT REPLY DIRECTLY TO THIS EMAIL ADDRESS "

This is an automated email intended for moorebernali@moniclair edu

= @

11:30AM (0 minutes ago)

woa

To reach the Support team, please have an NSC from your organization submit a case through the
“Contact Support” link in the Workday Strategic Sourcing Platform or through the Customer Center

If you are a supplier and need to reach the Support team, please submit a case through the “Contact
Us” link in the Workday Strategic Sourcing Platform

Privacy Policy | Terms of Service




MONTCLAIR Wowe navieate > sussonr~ sermmes 0 (@) sessicawoone +

. i . . CONTACT SUPPORT
RFP1630 - Virtual Reality Classroom and Development Lab | Copy of RFx - Construction: Evaluate Suppliers

RELEASE NOTES

UATIONS
coneane evaroamonmesuts | [ B soumcmemanacer  AMONS [ Team cHaT
£

USER GUID
-
COMPANY ADMIN GUIDE
O pashboard EVALUATE SUPPLIERS
[ Message Center
EVALUATIONS DUE DATE EVALUATIONS PUBLISHED LAST EVALUATION SUBMITTED
[ event Anaiysis
11/20/2025 at 3:30 PM 11/19/2025 at 1:30 AM No evaluations submitted
[ Evatuation
PENDING IN PROGRESS CompLETE
B view Event
V' HIDE SUPPLIERS Show Removed Suppliers (1] Only Show Starred Suppliers
B suprLizrnave
A, Inc 11/19/2025 at 10:50 AM 1

O NJ Premier Architects & Construction 11/19/2025 at 10:50 AM 1

(«]<]>]»] memsperpace 10 v REMOVE SUPPLIER FROM EVALUATION H@

Stakeholders can choose to evaluate individual suppliers or evaluate the entire group simultaneously.
To evaluate individual suppliers, click the checkbox next to the SUPPLIER NAME (see the
screenshot above). To evaluate all suppliers simultaneously, click the top box next to SUPPLIER
NAME, which will select all automatically. Once you have selected the supplier(s) you are
evaluating, click START EVALUATION. Selecting all suppliers will put them in a single form,
displaying each supplier listed under each question.

TCLAIR T ——
Fill in Evaluations Y sweuemszz | i seorons | [ Teawonar

EVENT EVALUATION

TECHNICAL EVALUATION - UNDER $2.5M

o)X -

NEW JERSEY/HIGHER ED EXPERIENCE:

BIDDER’S DOCUMENTED EXPERIENCE WITH NEW JERSEY PUBLIC WORK AND/OR
HIGHER EDUCATION EXPERIENCE, PREFERABLY IN NEW JERSEY. THIS MAY INCLUDE
PAST PERFORMANCE.

) 10 oustanding

() o-Excellent

D) - Very Gooa
D) 7-Goos

() &-satisfactory
) s-averace
O 4-Fair

O 3-poor

) 2-Very poor

1- No Information Submitted
clear selection
ADDITIONAL COMMENTS

Enter Additional Comments

O 10-oustanding
) 9-Excellent

) e very Good

) 7-cooa

) 6 satstactory

O 5-Average

Once you have answered all questions and made your recommendation, click the blue SUBMIT
EVALUATIONS button at the top of the form.

6. AWARD & CONTRACT PROCESS

Procurement Services will execute the award process once a recommendation has been made,
including the creation of the contract within WSS, as outlined in the section below.



VIII. RELATED CONTRACTS

Once the Project has been approved by all required individuals (as indicated by an “Approved”
Project Status), and any related Events have been awarded (for Sourcing Request types),
Procurement Services will create or edit a related Contract in WSS, which can be reviewed from
the Project's “Related Contracts” tab.

h-:'i : CE.A[_R\ HOME
| <ee=ne | Complete Program & NCLEX RN Examination Preparation |oeiegsed waver /501 Request (wos)

hROJECT e

Project Information w

RELATED CONTRACTS

Project Progress

Project Details 2 i

Attachments

518 sow Complete Program & NCLEX R Approved 1/1/2026 12/31/2028  sShawn Laidiaw

Financial Details

Intake Infarmation

Milestones
Related Projects
Stakeholders

Project Approvals

Contracts will be routed for approvals (this does not duplicate approvals obtained during the
Project phase) and may include University Counsel (Legal) review and approval of the contract
documents.

o PPN Campus ESP Family Portal and Communication Tool

D BE47
: Approved

S I*

Progect nfosmation b

RELATED COMTRACTS

Prgect Progreds

Project Details

EB4AT Campius ESPF Family AChive A1 2035 5SS A0IE Cravnld Fasho

Fanansial Datails

irvtake ind cormaticsn < %

Milestomnes

Refisted Progects

Hated Conlracts




<conmmects | Complete Program & NCLEX RN Examination Preparation #

CONTRACT |+

Contract Information L

Contract Summary
APPROVALS
Company

Spend Details

Approval on 10/

Intake Information

GENERAL CONTRACT

Supplier
FIRST PHASE
Milestones
» Procurement Operations AT LEAST 1 APPROVER MUST APPROVE APPROVED
Stakeholders
» Procurement - AVP AT LEAST 1 APPROVER MUST APFROVE APPROVED
Contract Documents )
SECOND PHASE
Draft
MNegotiation No approvals reguired in this phase
Finalized

THIRD PHASE
Attachments

» Legal Review AT LEAST 1 APPROVER MUS

PROVE APPROVED
Related Projects

FOURTH PHASE

Related Contracts

No approvals required in this phase

History

The “Contract Documents™ tab allows users to view contract documents by phase and track the
contract's progress through the legal review process, from draft to final execution.

cts rsowu Ssee. Geental Adwaor@uprications (GOW)

INTERFOLIO FACULTY ACTIVITY REPORTING (FAR) - General Contract | procurement co

| [l NEw TEAM Ge

1E1VROAS KESE

40 SE 215 -

i = [E) NEw TEAM cOM

> CONTRACTS I«
Contract information b
—— DRAFT DOCUMENTS Vihar s Clauss Anaiveis?
Company Collaborate with your team to create a contract document before sharing it with your supplier.

Spend Details Updates to documents affect other sections when moving versions ahead innto

Negotiation or Finalized.

Intake Information
DoCRMRST %+ vERSiON CREATED BY 2 LASTEDIT % FILE TYPE CLAUSE ANALYSIS
Supplier

No items available.
Milestones

Stakeholders

SEND TO LOPEHRS RETRACT DELETE DOWNLOAD
NEGOTIATION
Draft i .
Documents awaiting your review or response.
Negotiation
Finalized
DOCLRENT £ VERsION CREATED BY & LASTEDIT 2 FILE TYPE FILE TYPE
Attachments
No items available.
Related Projects
SEND TO SUPEIE RETRACT DELETE DOWRNLOAD
Related Contracts
SEproval FINALIZED & 7
History DOCUMENT TITLE 2 version createD BY % LasTEDIT = FILE TYPE FILE TYPE
Campus EES Mesh Clay
; 5 V0.0 Mesh Clay o at 1150 py V10720232 6.17M pdf
FAmpUs EES Mesh Clay 4/10/2025 - 6.18M
i : Ve Meshicky, 171072028 at 1136 pm /1072023 pf
Campus EES Mesh Clay =
SEaiinty VoI Mesh Clay oo at 1136 py 4/10/2025 - 6.18M pdf
SIGNED DOCUMENTS RETRACT  DELETE DELETE DOWNLOAD

After selecting and sendiing your documents to e-signature, a document package will be created here. )
Myre. & rack tound hiee on pacusnos, and information you sent for signature. More information B AdobeSign Docuega?n._
can be found here on DocuSign or AdobeSign




Once the contract documents are finalized and all approvals are obtained, Procurement Services
will assist with routing the applicable contract documents to the appropriate Contract Signatory
Authority, as outlined in the chart below. Contracts involving the purchase of goods and services
must be signed by the appropriate Contract Signing Authority and must include Procurement
Services and University Counsel's approval (as applicable) through WSS prior to their signature.

PROCUREMENT SERVICES MONTCLA I

STATE UNIVERSITY

Contract Signing Authority

The University Signing Authority Policy was revised at the November 2023 Board of Trustees Meeting. As it
relates to contracts involving the procurement of goods and services that require signature by the University,
the updated signing authority levels are as follows:

Amount Approver Position / Title

$0 to <$200,000 Vice President for Finance and Treasurer (VPFT)

$200,000 to <$500,000 Chief Operating Officer and Senior Vice President (COO);
>$500,000 President (after approval of the Board of Trustees for procurements)

* The VPFT, COO, and the President are the only signatory authorities for the University for goods and
services contracts except in cases where the approval has been delegated in writing.
* No other individuals have the authority to enter into a goods and services contract on behalf of
the University.
* The VPFT or COO may sign larger value amendments at their discretion if no additional funds above Board
approval are contemplated.

Once any applicable contracts have been executed, the Contract Status will update to
“Active” and the Stakeholder will be able to view their contract and create their Requisition
in Workday.

Campus ESP Family Portal and Communication Tool (copy)

m:m =

FiMALIZED




IX. TEAM CHAT

Should you need to communicate with the Sourcing Manager assigned to your request or any other
Stakeholders added to the Project, select the Team Chat button. Make sure to “@” mention the
appropriate team members if you wish them to receive an email notification about your message.

PROJECT STATUS
ID #642 TEAM CHAT
© Approved EI

TEAM CHAT X

@All Stakeholders use the Team Chat to post
notes and attachments to your team, or @
I’— mention stakeholders to delegate tasks.

\

Enter message text

cQo

________________________________________

X. PROJECT AND CONTRACT STATUS

1. Requested- Project has been submitted for review by the Stakeholder to Procurement Services.

Planned- Project has been defined, but not approved.

In Progress- Project or Contract is under review by Procurement Services, or we are pending

additional information before submitting for approvals.

4. Out for Approval — Project or Contract is under review and approval

Approved- All required parties have approved the Project or Contract.

6. Active — Contract is signed and fully approved. Contracts within the start date and end date are
Active.

7. Expired- Applies to contracts that pass the signed contract end date and don't automatically
renew.

8. Canceled/Terminated — Projects or contracts that have been cancelled or terminated.

Sl

o

XI. SUPPLIER CONTRACT

If a Contract is in “Active” status and the “Procurement Contracts” Contract Type is selected by
Procurement Services, a Supplier Contract will be created in Workday. The Supplier Contract can
be accessed from WSS or within Workday, as highlighted in the screenshots below:




o -

i
CONTRACTS Campus ESP Family Portal and Communication Tool (copy)
TRALT "
{Joriract informateen w QPTIONS =
I CoeraTacy Guememany
(= T CONTRACT SUMMARY o bo Wiadtiny Supses Corminac BILLTE B, AT P
Sl DL
i
Lk b e -
Campun ESP Fasly Portal and Comim wrialian Tool {eaey ) € t 5

{.\'J.up:llw .

Once you select the Supplier Contract, you can go back to WSS by selecting the following:

= MO?

= MENU MONTCLAIR ) Search
View Supplier Contract
Supplier Contract Q, Contract Mumber = SCON-BD0OIET Status.  Approval in Process Go To Strategic Souscing Contract

~ Contract Information ~ Terms and Amounts

Company Montclair State University Company Hierarchy Start Date 4/07/ 2025
Supplier HT Group Contract Signed Date lempty]
Coniract Specialist  Osvald Pasho End Date 03,/31/2028
Buyer Osvald Pasho Total Contract Armownt 6240000
Contract Type Procurernent Caonfracts Original Contract Amount 62 40000
Contract Name Camgpus ESP Family Portal and Communication Tool (copy) Line Total Armount 0.oon

XII. DASHBOARD

Stakeholders can view all projects or contracts through the Navigate dropdown, as shown in the
screenshot below.

e
M«QNTE!’«A\‘. ! HOME ll NAVIGATE ~  SUFPORT seTTNGs [ ° HILAL TABAKC]
BUSINESS PURCHASES
BUSINESS PURCHASES PIPELINE
CONTRACTS
What do | Need? Details EVENTS Actions
Goods & Services Sourcing Ta Initiate an RFP request for a goods & services {non-constructionfll SUPPLIERS v
procurement process managed by Procurement Services, primarily GOODS & SERVICES |
focused at or above the bid threshold of $1719,800 REPORTS - =
~ maore details
Construction Sourcin To initiate an RFP request for a publicly advertised construction project ™
9 ower the Public Warks bid threshold CONSTRUCTION |
~ mare details B




e Pipeline (Project)- When in the Pipeline / Projects view, stakeholders can see all their projects or
search for a particular project. For reference, projects are the procurement request part of the
process. A project outlines requests for various types of procurements (new contracts, contract
amendments, waiver requests and increases, goods & services sourcing bids, construction sourcing
bids, etc.). Once the project is approved and all relevant actions have been taken, a Contract will be
created or modified.

NQNTC IAI R HOME NAVIGATE > SUPPORT * SETTINGS I:l ° HILAL TABAKC| ~

UNIVERSITY

Projects Q areh F b4 Y ruters [ mestones m

I I ALL PROJECTS @ My Projects on
2 Al Projects &6

¥ integration Messages O oa TP TLE a ATATUS EST START DATE (TART BATE EST END DATE D BT
84 CHNST 2-21-35 Mallory Hall Update - Approved 2/20/2025
& Drafts £
a76 FORM ABC- Cornpany- enbosrding  Approved B/25/2025
B requests 12
] FORM ABC Company Supplier Revie  Active - Forms Sent B/28/202%
(1) Meeds Attention 7 N
o4 CHST (D) Cali Business of Music- HT Active - Contract 3/6/2025
F acrive 1 " G&S @ cali school of Music Reno  Planned
(= Approvals 25 444 G&S Cali Sehaol of Music Rencvati  Active - Contract B/17/2025
822 WO Campus ESP Family Portal ani Draft
il Planned 20
642 L= Campus ESP Family Portal am  Approved 10/30/2025
1o e ~

e Contract- When m the Contracts view, stakeholders can see all their contracts or search for a
particular contract. For reference, contracts are the signed Contract or final approval for the
procurement in question. Stakeholders can review all contracts (active, expired, terminated, etc.)
from the Contracts module of Workday Strategic Sourcing (WSS). Contracts will be created or
updated after the related Project is approved.

M(.:J. N !—.(: !—;"“E WOME MAVIGATE * SUPPORT ¥ SETTINGS [l o HILAL TABAKCI =
,_ BUSINESS PURCHASES
Contracts Q ret tract * B Advar < [H miesTones
PIPELINE
|+
ALL CONTRACTS (@) CONTRACTS
B8 casnhboara
EVENTS
[E contract Tools > oF TYPE TTLE & SUPPLIES SRTRACT STAT START DATE E
SUPPLIERS
m 220 %99 S0OW 07.21,2025 - General Contract Shawn's Burgers Active AN2035 wan,
REPORTS
£ Integration Messages 10 saz CON 1510 - UFAC Maintained Sita..  FOLEY INC Active 2022 6430
& Draft 1 ans Ms& 1522 - Campus Streaming IP.. Apoges Inc Active N 112022 6/30
= Reguests 1 585 CON 1522 - Campus Streaming IP.. APOGEE TELECOM Active [ 202D 650
& In progress a3 a6 M54 1533W - Workday Student I..  Incline Alchemy Active H 12/2/2022 1271
(D) Moocds attantion 50 anr MsA ISE7C - Enterpride Coplers Sharp Electronics €. Actlve N n/as2022 n/es

e Event- When in the Events view, stakeholders can see all their events or search for a particular
event. For reference, the event is the sourcing event (RFx) tied to a Project. Refer to Section VII for
additional context.
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