Cooperative Educational Services

Cooperative Purchasing Program (CPP)

Vendor Orientation and Implementation Plan

Introduction
Since March of 2008, we at Cooperative Educational Services (CES) have been in the process of developing, establishing, configuring and implementing our NEW CPP (Cooperative Purchasing Program) web-based online ordering system that we hope will make our procurement program more efficient and cost effective for both our Members and vendors.  We at CES also intend for the CPP system to facilitate, enhance and cut down on the amount of time it takes to process and complete the various aspects of CES’ procurement transactions.  Currently, the website www.nmces.org is up and running, and we are in the process of tweaking and making final adjustments.  The CPP system was acquired from the Wilson Education Center Corporation (WEC), an Indiana educational service center who provides similar types of services to Indiana public schools.  As part of CES’ acquisition of the CPP application, WEC has agreed to host and assist CES in the setup, configuration, implementation and operation of the CPP system/website.

The purpose of this document is to offer and provide future and current CES vendors with the background, understanding and overview of why and how CES is going to utilize the CPP application; when and how it will impact and effect CES vendors; what can vendors expect; and what expectations does CES have of vendors.

As stated in its solicitation, once a bidder/Offeror is awarded a contract, the resulting relationship is a partnership between CES, its Members/Participating Entities and the awarded vendor.  Therefore, it is essential that you and your company’s/firm’s staff read through this document and start to develop, setup, establish and implement the infrastructure, processes, procedures and collection of data necessary and required to place and offer your firm/s products and services on the CES CPP (www.nmces.org) website.  If there are questions, concerns, hurdles, issues, suggestions and/or need for assistance, please contact CES and communicate these items so that we can work together to resolve and successfully make the CPP system work efficiently and effectively for all of us.
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Purpose
As one of the services CES offers and provides its Members and Participating Entities is cooperative purchasing, and as the administrative/contracting agency that publishes, issues, receives, evaluates, awards, coordinates and administers the procurement process on behalf of its Members and Participating Entities to ensure that any procurement transactions processed through the cooperative meets and complies with the New Mexico Procurement Code and other state rules and regulations, CES is required by its Members and Participating Agencies to stay up with current procurement trends and technology while maintaining its role as the Buyer.  E-commerce is the way of the future and, in order to maintain its responsibility to do due diligence, coordinate, track and support its Members’ and Participating Entities’ procurement efforts, CES needed to find a solution and implement a procurement process that would allow it to meet these responsibilities. 

The CPP web-based application CES has acquired allows it to meet these responsibilities; however, in doing so, it will require CES, its Members, Participating Entities and vendors to make major changes in their processes and procedures and how they interact, conduct and complete procurement transactions utilizing CES contracts.  By adopting and implementing the CPP application, CES’ goal is to move its procurement program into the e-commerce arena while enhancing, facilitating and empowering its Members and Participating Entities opportunities to have better access and more internal control over the procurement process.

It should be noted that the CPP application is only one of the current procurement initiatives that CES is undertaking to improve its solicitation and procurement processes.   Other initiatives include:
1.
Re-working and updating its website (www.nmedu.org) with both a vendor and Member only area where these groups will have access to specific vendor contract and individual procurement transaction information; allows vendors and Members to update their organization and staff information; allows both Members and vendors to participate in surveys and other procurement assessment information; and allows prospective bidders to register and maintain their information online.

2.
Acquire a new procurement management system to manage and maintain all of the CES internal procurement processes and data while interfacing and integrating with the CES management, finance and CPP systems and automate the procurement process as much as possible while maintaining control and compliance with state and local procurement requirements. 

Background
During it’s thirty (30) years of providing services to public agencies, CES has made efforts to improve how it works with, coordinates and conducts financial activities with it Members.  The following is a quick review and examples of some of the changes CES has made in its procurement program over time.
CES’ traditional method of conducting and processing procurement transactions consist of: (a) CES makes its Members aware of available contracts, vendors, products and services by publishing a list (Bluebook) and making as many copies available as they need; (b) Based on the Bluebook, the agency contacts the CES vendor indicating their need and interest in their products and/or services;  (c) The Member discusses their needs with the vendor and the vendor, based on the scope of work developed, would prepare and submit a cost quote/proposal to the Member; (d) The agency reviews and evaluates the vendor’s quote/proposal and if it is acceptable, they issue a purchase order to CES referencing the vendor and its quote/proposal; (e)  When CES receives the agency’s purchase order, it reviews and verifies the purchase order with the vendor’s contract and makes sure that all required documents are attached;  (f) If it is in order, CES issues a CES purchase order to the vendor; (g) The vendor delivers the products and services to the agency and invoices CES; (h) When CES receives the vendor’s invoice, it is reviewed and, if acceptable, invoices the CES agency; (i) When the agency receives the CES invoice and verifies the products and services were delivered, received and accepted, it issues payment to CES for the invoice; (j) Once CES receives payment from the agency, it issues payment to the vendor; and (k)  CES audits and closes the procurement transaction.

When CES established its website (www.ces.org) now www.nmedu.org, it, in addition to publishing the Bluebook, made the same information available on the website so that agencies could locate contracts, vendors, products and services through the web.

In 2000-2001, CES took over the bulk purchasing program from the University of New Mexico and developed a web-based online solicitation and ordering system. CES utilized it to receive requests from Members, conduct solicitations, receive bids, evaluate and award vendors and allow Members to process orders to vendors utilizing the web-based application.  This was also utilized for CES’ food purchasing program.
Computers/servers, their operating systems and programming languages changed and CES’ existing procurement applications, web-based applications and website would no longer work and/or would meet CES’ needs and requirements.  Also, the number of procurement transactions being processed by CES grew to the point that its existing technology resources were being pushed to their limits.

In the Fall of 2007, CES started working on both a short-term and long-term technology strategy to address its current and future needs in the finance/procurement areas.  In the Spring of 2008, CES acquired and implemented a new finance and e-commerce (CPP) system.  As of July 1, 2008, the finance system was put into operation and, as of November 1, 2008, the new CPP program was brought online.

Because CES knew it wanted to make more and more of its contract, vendor and procurement transaction information available to its Members and Participating Entities electronically and move to a paperless procurement process, in Spring of 2008, it started requiring bidders/Offerors responding to its public solicitations to provide an electronic copy of their responses so that CES could began to develop and create an electronic library of their responses to make information available to its Members and Participating Entities on the CES website.

Now that CES is transitioning over to its new CPP program, it is necessary that it work with both its bidders/Offerors and existing vendors to obtain and incorporate their product, service and pricing information into a format that will work with the new CPP system.

CPP PROGRAM TIMELINES
CES’ expectations in completing the transition over to the new CPP program is a complex endeavor due to existing contracts and its current vendors’ ability and available resources to convert the existing contract information to the new CPP system. Because of the current volume of contracts it is going to take time and coordination by all parties to accomplish this task. Therefore, CES has established the following conversion timeline, and it is also understood that these timelines may need to be modified as the conversion and implementation process occurs.
1.
CES will convert those vendors who are common to WEC and CES first because they are familiar with and are currently providing their products and services using the WEC e-commerce website and the information is already in the CPP format required.  Estimated completion date is January, 2009.
2.
CES introduced and has been working with its Members to get them set up on the CPP system since November of 2008, so that they can start utilizing the system.  It is CES’ intent to bring on those Members who have indicated an interest and bring the rest on during the next eighteen (18) months.

3.
Effective February 1, 2009, CES will require any vendor responding to a CES solicitation to provide their product, service and pricing information in one of the acceptable formats/methods.  Since CES’ contracts are for one year with three (3) one-year extensions, CES feels that it will have all of its contracts moved over on or before December, 2011.

4.
Starting January 1, 2009, CES will work with those existing vendors who are interested in and want to utilize the new CPP application/website to offer, provide and process orders for their products and services.  As noted, CES is estimating that this process should be completed by December, 2011.

As noted above CES, realizes that the conversion process will be an ongoing process through December, 2011 and, therefore, CES will continue to utilize both the traditional procurement process and the new CPP program until it can complete the CPP conversion process.

Terms and Definitions

Administration Fee:  CES’ one percent (1%) administration fee shall be included in Offeror’s net price.  Depending on the pricing format and purchasing process utilized, the CES fee will either be collected by the Contractor and rebated to CES or collected by CES during the processing of the transaction.

Agency/Customer:  Means CES, its Members and Participating Entities who are users of the CPP/Portal that are using or intend to use the CPP/Portal to obtain products and/or services that are under contract with CES.

Approval Process:  Within the CPP program, each CES Member/Participating Entity will set up an approval flow in which the shoppers request must be reviewed and approved or disapproved.  This process must occur prior to a purchase order being issued to the vendor.
Audit Rights:  In accordance with applicable New Mexico law, the Contractor’s books and records related to any process and/or activity that occurs under this contract may be audited at a reasonable time and place.

Authorized Purchaser:  An institution/public agency that is either a CES Member or a Participating Entity that has requested to be set up on the CPP system and whose data/information has been entered into the CPP and who has rights to purchase products utilizing the website (nmces.org).
Billing:  All invoices will be from the Contractor to CES, its Members or Participating Entities and will list the agency’s purchase order number(s) issued. If issued by CES, the CES Member’s/Participating Entity’s name will be on the invoice.  The Contractor will only issue invoices to CES, CES Member or Participating Entity from which the purchase order was issued.  The Contractor will only accept a purchase order from a Member or Participating Entity in accordance with the purchasing process identified and agreed to by CES and the Contractor.

Catalog:  Is defined as the body of a vendor’s product and service descriptions, specifications and pricing data/information (electronic catalog) accessible through the CPP and can be utilized by the shopper to acquire these items.
CES:  The acronym for Cooperative Educational Services, which is the administering agency of the Revised and Amended Joint Powers Agreement to Establish an Educational Cooperative.
CPP:  The acronym for the Cooperative Purchasing Program, an online system for procurement of construction, items of tangible personal property and services from CES Vendors.  The system is owned and managed by CES.
Cooperative Purchasing Agreement:  An agreement between CES and a Participating Entity for the purpose of establishing a procurement method by which Participating Entities may join together in cooperative multi-jurisdictional contracting and to ensure the commitment of each Participating Entity.  Further, the Agreement provides an understanding of the contracting process, and the organization and operation of this purchasing cooperative (CES).

Facilitator/Agencies’ Representative:  The person that has been assigned by the agency to coordinate and administer the CPP on behalf of its agency/Authorized Purchaser.  The roles and the level of access by an individual User may be changed, additional staff added to the system and the flow of electronic documents may be altered within the system parameters by the Facilitator.
Licensed Content:  Refers to all materials and information (including, but not limited to, all graphics, photographs, audio, video, pricing, text, delivery and contract information) provided by Vendor to describe the products and services offered and to be integrated into the Catalog(s) utilized by the CPP, including any updates, revisions and corrections thereto. 
Member:   A public educational institution or organization that has applied to be a party to the Revised and Amended Joint Powers Agreement to Establish an Educational Cooperative (JPA), and whose application has been approved by both the existing JPA membership and by the New Mexico Department of Finance and Administration.
Member Service Representative (CES MSR):  Refers to the CES business office staff assigned to each Authorized Purchaser to assist and support them in their utilization of the CPP and their day-to-day procurement transactions. The MSR also coordinates, assists and works with CES vendors as procurement transactions are processed.
Ordering Process:  CES currently offers two (2) procurement/purchasing options: the traditional method which occurs when online purchasing is not selected by the Member/Participating Entity; all orders accepted by the Contractor under this method must be issued by CES.  CES Members/Participating Entities will submit signed purchase orders to CES.  CES will then issue a purchase order to the Contractor.  When necessary, one or more orders may be combined.  The Contractor must agree never to accept a purchase order based on this procurement method unless the purchase order is issued by CES.  The second method is the CES e-commerce CPP  (Cooperative Purchasing Program) online ordering solution; which allows the CES Members/Participating Entities  to go online and create an order and issue a purchase order through the system directly to the Contractor; the Contractor delivers the product/services; invoices the Member/Participating Entity; the Member/Participating Entity pays the Contractor, who rebates the CES administrative fee to CES; unless an agreement to deviate from this process has been approved in writing by both parties.

Participating Entity:  A local public body or state agency that has completed a Cooperative Purchasing Agreement application in accordance with Section 13-1-135 of the New Mexico Procurement Code, and whose application has been approved by the membership of CES and a Cooperative Purchasing agreement put into place.
Price List:   The Offeror will submit to CES and, if required, make available on its website all applicable pricing for all products and services proposed and awarded under this solicitation.  Price lists submitted must be in accordance with and comply with the terms, conditions and requirements of the purchasing process utilized to facilitate eligible procurement agencies staff to place and process orders. When the Contractor offers a discount off retail price, the Manufacturer’s Suggested Retail Price (MSRP), such discounts will include the CES one percent (1%) administrative fee and must be submitted in the format required and be auditable by CES..

Pricing:   Offeror will describe discounts and special pricing offered.  Offeror must agree that prices offered through this contract will include the CES one percent (1%) administrative fee and, while this contract is in effect, prices offered will be at least two percent (2%) below the lowest price offered by the Offeror to New Mexico public educational institutions and local/state procurements units for a similar volume.  Should a lesser cost be provided to any other client, the preceding and existing work through this contract will be reduced in price to meet that rate.  Documentation and/or other evidence of the current retail manufacturer’s price list will be included in the proposal submitted. If the Offeror has a leasing department or a leasing company, the cost of leasing can be included in the proposal; however, CES Members/Participating Entities reserve the right to choose a different leasing company.  Leases with options to purchase must be described and must comply with New Mexico state statutes.  Rental plans should not contain end-of-rental-term buy out options.

CES Members/Participating entities pay an administration fee equal to one percent (1%) of the total amount of the purchase, including tax, bond and freight. Offerors will include the administration fee in costs included in an invoice and the Discount and Price Schedule. 
Pricing-Alternative Method of Costing: This method covers any product and service not covered by an established and approved price list or is a custom design and manufactured to meet the requirements of an individual project or sole source. The alternative cost is calculated as follows:

1. The Offeror must prepare, issue and receive three written quotes from available suppliers and select the supplier that offers the products and services that meet the stipulated requirements and specifications and is the most cost effective solution.  All quotes must be made available upon request.  

2. The Offeror must indicate the percent of overhead and/or markup as part of their response to be added to these costs to obtain the normal and customary retail price.

3. The Offeror must indicate the percent of discount offered to CES and its Members/Participating Entities on the normal and customary retail price.

4. The CES price is calculated by taking the product and services cost to the Offeror plus the indicated percent of profit/overhead to equal the normal and customary retail price. The Offeror will then subtract the approved CES discount to obtain the CES price. Example:  item cost $1,000; percent of profit/overhead of 20% equals retail price of $1,200; less the CES discount of 10% or $100 equals the CES price of $1,100.

Pricing Line-Item:  Products and/or services are broken down in detail by product category and product type, and each product and/or service is presented as an individual item which provides the following information.

1. Vendor/Manufacturer
6.
Price

2. Product Number
7.
Category

3. Product Name
8.
Brand

4. Product Description
9.
Manufacturer’s Number

5. Unit of Measure
10.
Image Name (Thumb Image)

Pricing Open-Item:  When the products and/or services consist of a number of different variables or configurations that must be identified before a price can be established or the pricing is based on an established pricing methodology (custom manufactured items) or price book such as RS Means in which the scope of work or design is specific to an individual project or application.  The Contractor provides the individual project cost in a specially prepared quote based on the project’s terms, conditions and requirements.

Portal:  Is defined as the web-based CPP (www.nmces.org) website that delivers content to Customers and allows them to make electronic purchases of products and services through the website.
Products:  Are defined as tangible goods and services that may be ordered from CES-awarded Vendor’s catalogs by a Customer utilizing the CPP (www.nmces.org) website.

Purchase Order:  Is defined as the document issued by the CPP and/or CES on behalf of the Authorized Purchaser/Customer that authorizes the Vendor to obtain, deliver, install and/or configure products and services identified on the purchase order and order by the agency.  The purchase order is transmitted electronically to the vendor.
Reporting:  Is defined as those documents requested/required by CES and prepared and submitted to CES in accordance with the vendor’s agreement with CES. 

Requisition:  Refers to the electronic document initiated by the Shopper that identifies what items of tangible personal property, construction or services are to be sent to the Approver for purchase by the Authorized Purchaser.  Each line item contains the Vendor that is intended to provide the purchased products and services, the quantity of the purchased goods, the cost of the purchased goods and the budget code that will be charged for the procurement.  A requisition is not an ORDER until CES and/or the agency has issued a purchase order to the vendor.  

Service:  Is defined as providing labor and/or delivering, installing, configuring and/or performing tasks that are necessary and/or required to undertake and complete a project as identified within the agency’s purchase order.

Shopper:  Is an individual of an Authorized Purchaser who has been given access and rights to initiate and purchase products and services from CES vendors utilizing the CPP (www.nmces.org) website by completing an electronic requisition form.
User:  Is an individual CES or agency’s staff member who has been set up on the CPP and has been granted access to the system.  CPP users will be assigned different roles depending on the function within CES or the agency.

Vendor:   Is a company or firm that has responded to a CES solicitation and has received a CES contract through the competitive solicitation and for the purpose of this document whose products and/or services are available on the CPP at the awarded prices.
Vendor’s Invoice:  Contractor will invoice CES, CES Member, or Participating Entity after delivery of goods and/or services.  Goods and services will be invoiced at applicable contract prices, depending on the purchasing process utilized for the procurement and must not exceed the amount of the agency’s purchase order.  If a CES purchase, the invoice will be less the CES’ one percent (1%) administration fee.  If a Member’s/Participating Entity’s purchase, the invoice will be for the full amount.

Vendor’s Payment:  CES, its Members/Participating Entity will issue payment for the Contractor’s invoice amount for goods and services received and accepted. The Contractor will, upon receipt of payment from a Member/Participating Entity, issue payment to CES for the CES administrative fee in an amount equal to one percent (1%) of the total invoice amount in accordance with the terms stipulated within the Contractor’s contract. 
Vendor’s Price List:  The Contractor will facilitate and/or furnish CES, its Member/Participating Entity with copies of and/or access to the approved price list for products and services covered under a resulting contract based on this solicitation.  The price list must be in the format and contain the detail/information required by the CES purchasing process being utilized to procure the products and services and must facilitate eligible procurement agencies in placing their orders.  When Contractor offers a discount off a retail price, the Manufacturer’s Suggested Retail Price (MSRP), such discounts will include the CES one percent (1%) administration fee and must be submitted as printed by the manufacturer or a method must be made available to CES to audit and/or verify these prices. 

CPP Program Overview     

The CPP System/website (www.nmces.org) was established to facilitate and enhance the CES Members and Participating entities ability to be aware of and obtain vendor contract, contact, product, service and pricing information, shop the website, receive a price quote, create a request, have the request processed through an approval process and, if approved, have a purchase order issued directly to the selected vendor electronically and note the items received on the CPP system.  The agency and its staff can track the transaction as it works its way through the procurement process and generate a variety of reports relating to who requested the items and when, who approved the order and when, what was purchased and out of what account.  CES is working on having the CPP program interface with the Member’s Winsor management financial management systems.

The CPP application operates on a server owned by CES and located at WEC facilities in Indiana, and the hardware, software and connectivity is managed and maintained by WEC staff. CES and its staff are responsible for administering the CPP system; providing, updating and maintaining both the CES agencies’ and vendors’ data and information; working with and supporting end-users as they utilize the system;  and receive and coordinate the resolution of any technical problems, system errors, procurement transaction concerns, issues and/or difficulties encountered.     
The CPP system utilizes a Microsoft SQL Server 2005 backend (database) and is written in Dot Net/HTML. Access to the system by the Members’ or Participating Entities’ staff requires no special hardware or software, just a computer with a browser and access to the internet (worldwide web).  To access the CPP system (www.nmces.org) website, the agency’s staff must be set up and configured on the CPP system and the users must be assigned a user name, password and authority to access the system.  Their level of access authority will dictate what they can or can not do.  No files from the CPP system are stored on the user’s computer, except for a cookie utilized by the browser to access the system.
The types of data and information housed on the system includes: (a) Member and Participating organizational, user and operational information; vendor contract, product, services and pricing information depending on the pricing and purchasing methodology utilized; and procurement transaction detail and tracking information.

There are three (3) primary methodologies for processing orders and providing vendor’s products and services.
1.
Vendor’s Website Online Catalog and Ordering (Punch-Out Method)  The CPP system allows the shopper to select this method of procurement and provides a listing of the vendors available under this procurement method.  When the shopper selects a vendor, the CPP system links the Shopper directly to the Vendor’s website where the shopping activities and process is completed on the vendor’s website in accordance with the CES-awarded prices set up on a specific area of the vendor’s website.  When the user has finished shopping and checks out, the shopping information is transferred back to the CPP system (website) as a requisition.  The requisition then follows through the approval process established by the agency and, when the agency issues the purchase order through the CPP system, it is electronically sent directly to the vendor in a format that may or may not integrate with the vendor’s ordering system. The vendor delivers the products and services and invoices the individual CES Member or Participating Entity. The agency pays the vendor and the vendor, in accordance with its agreement with CES, issues a check to CES for its one percent (1%) administrative fee. The specific data format, interfacing and integration specifications are provided as attachments to this document.  Please note that CES, in conjunction with WEC, will work with and assist vendors in setting up and testing this procurement process.
2.
Catalog Line Item Purchasing Method  The vendor develops, creates and provides CES with an acceptable Microsoft Excel spreadsheet containing the required vendor, product and pricing information.  CES, in conjunction with WEC, imports the received data into the CPP systems database and sets it up for access by the shoppers.  The shopper accesses the CPP website (www.nmces.org) and selects from CES-established categories.  The system then lists the vendors available under the category or allows the shopper to search for a specific product.  The shopper selects the individual product and adds it to their request.  Once the shopper has completed the shopping process and submits the request, it flows through the approval process. When the agency issues its purchase order through the system, it is electronically sent directly to the vendor in an agreed to format.  The vendor delivers the products and services and invoices the individual CES Member or Participating Entity. The agency pays the vendor and the vendor, in accordance with its agreement with CES, issues a check to CES for its one percent (1%) administrative fee.  The specific Microsoft Excel spreadsheet format is provided as an attachment to this document.

 3.
Open Item Purchasing Method  This purchasing method has been established for the products and services offered that are of custom design for a specific application or project or are of such a nature that it requires vendor’s intervention and assistance to identify the specific characteristics of the product to be ordered and/or the pricing of the product/service is based on an established pricing methodology or a special pricing system (book) such as RS Means/Gordian group.  The CES agency contacts the vendor and the shopper visits with vendor’s representative to develop and establish the individual project’s scope of work or individual application’s/product’s specifications/configuration; then the vendor’s representative creates a price quote/proposal and submits it to the shopper.  The shopper then logs on to the CPP system and selects open line-item and enters a request and attaches the vendor’s quote/proposal with the associated documents.  The request flows through the agency’s internal approval process and, when the agency issues its purchase order, it flows to CES.  CES reviews and ensures that all necessary and required documentation is attached and the transaction requirements have been met, then CES, based on this information, will issue a CES purchase order out of its financial system. The vendor delivers the items to the agency and invoices CES; CES reviews and issues a CES invoice to the agency; the agency pays CES and CES pays the vendor.  
The electronic internal transaction flow of a procurement transaction within the organization goes as follows: the shopper initiates a requisition; the requisition is then sent to one or more approvers, who verifies the need, verifies the budget code and verifies that the funds are available to make the purchase; after the final approver verifies the requisition, they forward it to the purchase order assigner, who assigns the purchase order and transmits the purchase order electronically to the Vendor/CES.  Receipt of the items on the purchase order is verified and the CPP system is updated by the designated receiver.  The invoice is then paid by the Authorized Purchaser directly to the Vendor/CES, depending on the procurement method utilized.
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CES and WEC Staff Contact Information and Responsibilities
CES General Information:

Business Hours:
Monday – Friday, 8:00 A.M. to 5:00 P.M. Mountain Time

Physical Mailing Address:
4216 Balloon Park Road, NE. Albuquerque, NM 87109
Phone:  505.344.5470   Fax:
505.344.9343   Web-Site :
www.nmedu.org
CPP System Administrators:  
Llew Perry, Director of Procurement, e-mail llew@nmedu.org Duties & Program Responsibilities – Manage vendor contracts and coordinate, facilitate, and oversee the overall CPP program.

Max Luft, Executive Director, e-mail max@nmedu.org Duties & Program Responsibilities – Manage Members’ and Participating entities’ signup and coordinate, facilitate, and oversee the overall CPP program.
CPP Program Supervisors:
Robin Strasuer, Director of Finance, e-mail robin@nmedu.org Duties and Responsibilities – Manage the financial operations and transactions; enter and confirm agency setup in the CPP; supervise and support the MSRs and the CPP day-to-day activities.

Lori O’Rourke, Business Facilitator, e-mail lori@nmedu.org  Duties and Responsibilities – Manage, supervise and support the MSRs in their day-to-day Business Office function; enter and confirm agencies’ setup in the CPP; supervise and support the MSRs during the CPP day-to-day procurement transactions. 
John Tortelli, Procurement Facilitator, e-mail johnt@nmedu.org Duties and Responsibilities – Administer the procurement solicitation process, enter and confirm agencies’ setup in the CPP; oversee and support the MSRs during the CPP day-to-day procurement transactions. 
Jacqueline Johnson, Procurement Assistant, email jacq@nmedu.org Duties and Responsibilities – Provide support services relating to procurement to CES staff, CES agencies and vendors; enter and confirm agency’s setup in the CPP; oversee and support the MSRs during the CPP day-to-day procurement transactions.
CPP Member Service Representatives (MSRs)

Valerie Lovato, MSR responsible for Members whose organization’s name starts with  A through F, e-mail ` valerie@nmedu.org  Duties and responsibilities – Primary CES contact with individual Members; coordinate, assist, work with and process procurement and financial transactions on behalf of the Member; assist and support members in obtaining and submitting the information required to setup and operate the CPP and to support the shoppers utilizing the CPP system. 
Shannon Vescovo Parsons, MSR responsible for Members G through P, e-mail shannon@nmedu.org   Duties and responsibilities – Primary CES contact with individual Members; coordinate, assist, work with and process procurement and financial transactions on behalf of the Member; assist and support Members in obtaining and submitting the information required to setup and operate the CPP and to support the shoppers utilizing the CPP system.
Leslie Neely, MSR responsible for Members Q through Z and Higher Education, e-mail leslie@nmedu.org  Duties and responsibilities - Primary CES contact with individual Members; coordinate, assist, work with and process procurement and financial transactions on behalf of the Member; assist and support Members in obtaining and submitting the information required to setup and operate the CPP and to support the shoppers utilizing the CPP system.
Debbie Hunt, MSR responsible for Charter, State and BIA schools and Participating Entities, e-mail debbie@nmedu.org   Duties and responsibilities -  Primary CES contact with individual Charter, State and BIA schools and Participating Entities; coordinate, assist, work with and process procurement and financial transactions on behalf of these agencies; assist and support these agencies in obtaining and submitting the information required to setup and operate the CPP and to support the shoppers utilizing the CPP system.
The vendor should take note that, if there is a question or issue and it is related to setting up and maintaining their CES contract as it relates to the CPP system, they should contact the CPP System Administrators (Llew or Max). If their question or issue deals with a procurement transaction that a Member has placed, then contact the MSR responsible for the individual Member/Participating Entity involved (Valerie, Shannon, Leslie or Debbie).  Or you may contact CES and they will direct you to the appropriate CES staff member who can assist you.

WEC General Information.

Business Hours:
Monday – Friday, 8:00 A.M. to 5:00 P.M. Eastern Time

Physical Mailing Address:  2101 Grace Avenue, Charlestown, IN 47111

Phone:  821-256-8000   Fax:
821-8012   Web-Site : www.wesc.k12.in.us
CPP System Administrators:

Pam Clover, Director of Business, e-mail pclover@wesc.k12.in.us   Duties and responsibilities – CPP project administrator, assists and works with CES to setup, configure, implement and operate the CPP system.  If requested by CES, assists, works with and coordinates the vendor’s system/data integration and/or data import process, setup and configuration and testing.  

WEC is hosting the CPP system and is providing software and technical support to CES and, therefore, vendors are asked to contact the CES CPP system administrators first and, if there is a need to have WEC staff involved, a request will be made by CES and at that time, the vendor’s staff and WEC’s staff will work directly with each other until the issue is resolved.

Identification of Vendor’s Coordinator(s)/Facilitator(s)

To begin the process, it is essential and critical that the vendor identify to CES and its staff member(s) the team that will be involved in the administering, coordinating,  working with and providing CES with the technical, product and service data and information necessary and/or required to setup the vendor in the CPP system and allow agencies to access and purchase their products and services utilizing the system.

As part of this process, the vendor must clearly understand what is involved and required; the consequences and implications to their operations; and make some decisions relating to the following items.

1.
Which of the two (2) procurement methods available do they have the capacity and resource to operate under.

a
Punch-out option where they integrate and interface their, the vendor’s, e-commerce solution/website with the CES CPP solution/website.  In order to make this decision, please review the attached documents relating to this option.   

1)
The eSML Technical Process12-23-08
2)
VendorForm_blank12-23-08

b.
Catalog Line-Item where the vendor obtains and collects the necessary and required product description, specifications and pricing information and provides it to CES in a Microsoft Excel spreadsheet format and CES/WEC imports it into the CPP database, configures it and makes it available through the CPP solution/website.  Please refer to the Microsoft Excel spreadsheet layout attached. (Vendor Product-pricing Spreadsheet Layout12-24-08). 


2.
Which of the three pricing methodologies best fits the products and services offered or does the products and services offered require more than one?  It should be noted that CES reserves the right to make the final determination on which pricing methodology(ies) will be utilized based on the products and services being offered.
a.
Catalog Line-Item Punch-Out where the vendor has a current e-commerce solution/website that it currently makes available to the general public to purchase their products and services.  The e-commerce solution/website possesses:

1)
The capacity for the vendor to set up a unique website area that is based on the general public website but presents the CES contract pricing to the CES agency.

2)
The capacity for their e-commerce to interface/integrate/establish a two-way connection to exchange data with the CPP solution/website.
3)
The capacity to allow a master account for each CES Member/Participating Entity to be set up with subaccounts to be set up for the various locations/school sites.

4)
The capacity to establish users with user names and passwords that will allow the agency to establish roles and levels of authority.

5)
The capacity to track and generate reports necessary and required for auditing of procurement transactions completed.

b.  
Catalog Line-Item where the vendors obtain and submit their products and services and pricing information in the layout format necessary and required for CES/WEC to import and configure it on the CPP System.

 c.
Open Line-Item where the products and services are of a nature that they cannot be offered utilizing one of the two above-noted pricing methods and/or because of the type of products and services being offered, CES has within its solicitation identified a specific method or process to be utilized to develop the vendors cost proposal for individual projects, for example, construction projects.
3.
How the new CES CPP solicitation/procurement requirements will effect, impact and interface with the vendor’s current way of doing business, working with customers, processing orders, etc.  How invoicing and payments will be processed and handled.

It is felt and suggested that as many of the stakeholders within your organization (for example, Management, sales, finance/business office, IT/technology staff, etc.) be involved in the discussion and decision-making process on how your company/firm should proceed, because they will be directly impacted by the new CES e-commerce solution and processes.
CES is asking the vendor once they have made a decision on how they are going to proceed, to provide CES with the names, addresses, phone and fax numbers, and email addresses of the individuals within their company/firm that will be involved and their roles for working with CES to get the company’s/firm’s products and services set up and made available through the CPP (nmces.org) website.
Listing of Tasks

1.a
Notify CES how your company/firm intends to meet the e-commerce requirements within your response to the solicitation to which you are responding.
1.b
If an existing CES vendor, notify CES in writing if and when your company/firm intends to comply with CES’ e-commerce requirements.

2.a.
If you are not going to utilize the Punch-Out procurement method to offer your products and services, obtain and submit as part of your response the appropriate Microsoft Excel spreadsheets.  Failure to do so may result in your response to be considered non-responsive.

If your firm intends to utilize the PunchOut method, within your response provide detailed information about your e-commerce solution/website and how you plan to integrate with the CES CPP solution/website.  Also, complete and submit the eXMl vendor form with your response.  Failure to submit this form may result in your response being considered non-responsive. 
2.b
Once CES receives your company’s/firm’s notice of intent and interest, CES will contact you to set up a phone conference/meeting to work out the details and timelines for the conversion.


NOTE:  Existing vendors are not required to convert until the next time the products and services they have on contract are solicited for.  However, CES encourages existing vendors to start the conversion process.

3.a
If awarded a contract, the vendor will be provided with a Microsoft Excel spreadsheet with CES Members’/Participating Entities contact, phone, fax, and bill to and ship to addresses so that they may be set up on the vendor’s ordering and financial systems.

3.b
The Member/Participating Entities contact, phone, fax, and bill to and ship to address will be submitted to the Vendor so that they may be set up on the vendor’s e-commerce solution/website. Once they are set up, the vendor will provide CES/WEC with the required interface/integration information so that the CPP and their e-commerce solution can communicate with each other and transmit transaction data.

4.a
Once the vendor’s products and services have been set up on the CPP solution/website, a test order will be processed, confirmed and verified that it is correct.
4.b
Once the interface/integration process has been completed, a test order will be processed to insure that the vendor’s e-commerce and the CPP solution/website are working correctly.
5.
Once the testing has been completed successfully, CES will notify its Members and Participating Entities and will allow them to start utilizing the CPP system to acquire the vendor’s products and services under contract. 
If you have questions or need additional information or assistance, please do not hesitate to contact the CES procurement office.  CES/WEC staff looks forward to working with the vendor and its staff to accomplish this undertaking to better serve and meet its Members’ and Participating Entities’ needs. 
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