Procurement Search Instructions for Purchases
Effective 10/13/11
To Search Master Contracts:

Go to http://www.purchase.state.il.us/ipb/IPBHomeP.nsf/HomePage?OpenFrameset.

Click on Reference Library at the top of the page.

Click on Master Contract T-Number Descriptions.
Open the PDF attachment shown at the left.

Type your Search Keyword(s) into the box at the top of the page and press <Enter>.

Document your search (Many Humanities items will not be found):
Press  <CTRL> and <Prt Scr>.

Open PowerPoint and create a blank page.

Put your cursor on the blank page, right click, and select Paste.
It is probably a good idea to scan through these T-Numbers to see if something might be relative to your search in case your search term is too restricted.  If you find something close, copy the T-Number, go to http://www.purchase.state.il.us/ipb/IPBHomeP.nsf/HomePage?OpenFrameset, (you can do this by clicking on Home at the top of the page you are on).   Then click on Master Contracts at the top center of the page, paste the T-Number into the Search box at left, and press <Enter>.
Document your search:

Press  <CTRL> and <Prt Scr>.

Open PowerPoint and create a blank page.

Put your cursor on the blank page, right click, and select Paste.
This will take you to that contract vendor’s page.  Clicking on the contract number, which is underlined, indicating a hyperlink, and a list of the specific contracted items will appear in a pop-up window.   Whether or not you find your item, 

Document your search:

Press  <CTRL> and <Prt Scr>.

Open PowerPoint and create a blank page.

Put your cursor on the blank page, right click, and select Paste.
To Search the Illinois Correctional Institute products:
Go back to http://www.purchase.state.il.us/ipb/IPBHomeP.nsf/HomePage?OpenFrameset.

Again, at the top of the page, click on Master Contracts.

About half way down the left-hand side, click on ICI Products.

Click on the big, blue Catalog button.

Again, about half-way down the list on the left, hover your cursor over Product Catalog, which produces a drop-down menu.

Search within the listed topics if any seem to apply; if not, Click on Product Search 

Type your search keyword(s) into the Search box and click Search (Most Humanities items will not be found; I have not found one yet!).

Document your search (Many Humanities items will not be found):

Press  <CTRL> and <Prt Scr>.

Create a new blank page in PowerPoint.

Put your cursor on the blank page, right click, and select Paste.
To Search Small Business Vendors:

Go to http://www.sell2.illinois.gov/BEP/default.aspx
Click on Small Business Vendors Search

There are 3 ways to search:

a) By Vendor (Click the appropriate radio button)
b) By Commodity / Service Code (Click the appropriate radio button)
c) By Commodity / Service Name (Click the appropriate radio button)
First recommendation is to search by Commodity / Service Name (for example, you search for “music”, or “books”) although, if you have a commodity number from the list (i.e., “Musical Instruments” = 3931468, and “Books and Periodicals (Preprinted or Copyrighted)” = 5201153), you can use the Commodity / Service Code option (do NOT type in the dash!)
Document your search (Many Humanities items will not be found):

Press  <CTRL> and <Prt Scr>.

Create a new blank page in PowerPoint.

Put your cursor on the blank page, right click, and select Paste.

When you click <Enter>, you are likely to get a list of small business providers.  Click on the one (or subsequently, on all) that apply and click the Search button.
Document  your search (This is where you are likely to get several “hits”).

Press  <CTRL> and <Prt Scr>.

Create a new blank page in PowerPoint.

Put your cursor on the blank page, right click, and select Paste.

Click on the parenthetical Show in the Results line to generate a list of providers for the commodity / service you requested; results will be displayed in a chart.
Document the chart:

Press  <CTRL> and <Prt Scr>.

Create a new blank page in PowerPoint.

Put your cursor on the blank page, right click, and select Paste.

The next step is to click on Export above the chart to move the information into an Excel document which is created automatically when you click on Export (Just follow the prompts as they appear.)
Document the Excel results:

Press  <CTRL> and <Prt Scr>.

Create a new blank page in PowerPoint.

Put your cursor on the blank page, right click, and select Paste.

Copy the list of e-mail addresses as shown in the spreadsheet (only copy 10 at a time, per e-mail parameters).

Open your ThunderBird e-mail program; opt for Bcc rather than To, and paste your addresses into ThunderBird, no more than 10 addresses per line, though you can use multiple lines.
Write a generic Inquiry note (i.e. “I am new to the State of Illinois Procurement System, and, since you are a small business on the State's list, I must inquire as to whether or not you sell insert desired item(s) HERE.  If so, please respond to this email by xxxday, xx/xx/xx, hopefully, with a list of available items.  Thank you for your time. “)  Be sure to have a deadline for response!!!
Document the e-mail to be sent:

Press  <CTRL> and <Prt Scr>.

Create a new blank page in PowerPoint.

Put your cursor on the blank page, right click, and select Paste.

Send the e-mails.

As replies come in, document them:

Press  <CTRL> and <Prt Scr>.

Create a new blank page in PowerPoint.

Put your cursor on the blank page, right click, and select Paste.

If you find your item, you MUST purchase from these vendors (see Financial Parameters* below).

You may apply for a waiver to allow you to purchase from someone else IF:
a)  Search results come back completely empty based on your search terms, or

b)  No small vendors sell what you need, based on e-mail responses, or

c) You have a quote from another vendor NOT on the list of Approved Small Vendors who can sell the item(s) in question at a SIGNIFICANT savings, or

d) There is a reason, such as geography, that requires you to use a LOCAL vendor who is not on the list over an Approved Small Vendor from, say, downstate.
To apply for a waiver,:

a)  Fill out the Waiver Request form 

b) Attach the entire documentation (your PowerPoint) to the Waiver Request Form, and

c) Send it in an e-mail to Tim Klomhaus.

When you receive your Waiver, you can start the requisition / PO process.  KEEP ALL DOCUMENTATION IN CASE OF STATE AUDIT.

If you want to order from this same vendor again, you must DO IT ALL ANEW, all the searches, all the documenting, and the request for waiver.

*Financial Parameters (Items should be grouped into as few purchases as possible, total is per purchase, but subject to Business Office review.  We CANNOT purposely break our orders into smaller units like we had done previously, as that constitutes a Class IV Felony.):

a) < $1000 total, you need one “bid”,

b) $1000 - $9999, you need three “bids”, and

c) for total purchases >$10,000, a contract must be put into place.)

