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Sole Source Justification 4

Eligible for Sole Source

* This vendor is the only vendor that can manufacturer or provide this specific product that meets the
requirements.

* This service provider is the only vendor that can provide the service needed during the time frame specified.

* This consultancy is the only one with the unique mix of experience and knowledge/skill set that can provide
the service needed in the timeframe.

* This vendor is the only one who can provide maintenance services on this piece of equipment that they
manufactured, no one else is certified to do so.

VS

NetEligible for Sole Source

* I have worked with this vendor in the past and liked their work.

« This vendor provides a great discount (price is never a justification for a sole source).
* [ wasrecommended to use this vendor by a fellow researcher.

* A product that is made by one manufacturer but sold through many distributors.

Sole Source Information & Resources https://www.okcps.org/Page /8016



Sole Source Justification

Recent Changes

D A e R

**NEW - Complete the checklist by clicking each proceeding box - indicating each step has been completed;

Fill in the Funding Source Name and Email if Cognito offers blanks below -and-

Click the "Send to 1st Approver” button in the bottom left corner.

Thank you!

Requestor Requestors Email

Each item listed in this area must be
completed & checked off. Complete the
items in the order they are listed.

Requestor's Signature * Date Requested

draw  type

Click the ‘Enter' button after completing

your signature.

Creator Check List
\/ Provide Sole Source Letter from Vendor

\Aferify Need for the Purchase
\/ Provide Qualifying Reasons for Sole Source Status

\/Verjiy Budget for the Purchase is Available
\/ Provide Detail of Effords Made to Find Alternate Vendors

\/V erify the Vendor is not a Prime Vendor

\/iferi.fy Sole Source Authorization is Required
The checklist above MUST be completed before this form can be submitted forapprovals.



lllegal Purchase

*New for FY24

https://www.okcps.org/Page/320

Home | Departments ‘ Financial Services | Purchasin I 1
} OKCPS Fy24 Illegal Purchase Form
Services Purchasing Contact
Entry #
FY24_1000
arvices Home Valid District p d required by Oklahoma State Law, Board Policies, Regulations or Guidelines. The purpose of this notification is
The Purchasing Department operates as the exclusive authority to For any purchasing to inform you that your actions were in violation of District Policy D-14 & Oklahoma State School Law, Section 160.
Jirect obligate the District for Goods and Services under Policy C-11. All questions or assistance,
Irec Ol'y Location * Requisition Number * Funding Source * Original PO Date *
purchases are reviewed for quality, quantity and kind of material to please contact
! . v XX-XXX ]
t Information & ensure compliance with the Board approved authorizations, Purchasing at: purchasing@okcps.org
a i typing) i Enterthe last 5 digits of your cost center.
Competitive Bidding Act and Board Policy. As required, the
. . . Vendor Name * Vendor ID * Explanation of Illegal Purchase *
yment Links / Purchasing Department will prepare RFQ (Requests for Quotation)
or RFP (Requests for Proposals) and/or Invitation to Bid (ITB) for . .
. Quick Links
construction in excess of 50,000 and for purchases in excess of
nce Resource Page $250,000. (Also See Regulation C-11-R1)
sunting Orders, commitments or purchase requisitions (PR) by any other "5 freparers iniormation
employee are not binding on the District and will result in the bt g0 reent Preparer’s Name * Preparer’s Email * Submitted Date Preparer’s Signature *
ayable rms are in POF format
review by Management for the Illegal Purchase (IP) if the Purchase plete forms and
aderal Programs Order (PQ) is not completed BEFORE receipt of the goods or
services. %
eports
ng The vendor Application Form is available by clicking vendor * How to Upload an
Application Form. The W-9 form on the back MUST be provided Attachment to a PR
)mpensation also. send completed forms to purchasing@okcps.org. All requests s |llegal Purchase

are reviewed for contractor/employee classifications as well as in

MEZK Instruction for
appropriate vendor/employee relations. v

RFQs, REPs, and ITBs PPTOF ploy: Open POs by Cost

Center

MESA Display Purchase

Requisitions

Vendors can also view all open Request for Quote (RFQ). Request
for Proposal (RFP) and Invitation to Bid (ITB) on the Purchasing RFQ,

t Training Calendar
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Filtering Incoming Cognito Notifications

Gmail allows users to set up filters; capturing & routing emails to predetermined labels.
Gmail uses the term ‘Label’ for what we might consider a folder.

The user may set up a ‘Parent’ label and add as many ‘Subsequent (Sub)’ labels as
needed. The Parent label is the Filing Cabinet, the Sub labels are the drawers in the

Filing Cabinet.

Invoices ="

Mileage Claims
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Filtering Incoming Cognito Notifications

Helpful Hints

* Gmail sorts labels in Numeric then Alpha order. Placing 01 at the beginning

of the label name ensures the label will be sorted to the top of the list of labels.

* Sorting Cognito forms into Sub labels can be accomplished by identifying the
words contained in the subject line of notifications. An example would be
using words ‘Class Coverage’ to capture incoming Class Coverage / Loss of
Plan email notifications.

* Please Note: Sub labels are not required. Depending on your preference, it is
fine to filter all notifications from Cognito into one Parent label.

« After these filters are in place, Gmail will file your forms until you are ready to
review and approve; or final notifications of approval can be kept in a label
until they are needed for reference; this process simplifies tracking down
documentation.

The following slides are illustrations of the steps to set up filters. If you'd
like to follow on your own laptop, open Gmail and we can begin.
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Creating ‘Parent’ Labels &

In the illustration below, I’'m creating a Parent Label named ‘01 Test’.

2. Type in the Parent name. Inbox 1 e
i LY
¢ Starred ay ™ ’
* | g New label X o SR A e
B joRn P | 2? Please enter abel name ) 4-_ Parent Created

¥¢ Starred ay " M TorTest 0D
: ;+ a [ Nest label under:
TR ; f
(Y Snoozed e B |
AT

B  Sent

Cancel
[ Drafts
W Trash
More -~ % s o 3. Click “Create”

Labels

1Leav)/forms “. e I

O1Tew



Creating ‘Sub’ Labels

1.Clickthe (+) >

) y
. 2. Type in the Sub name> Gmail
! Gmail yp
ewiebe X '
: Please enter a ng LT .

T Class Coverad®
& Inbox yInt & ERgiest label under 5. Sub Label is ‘Nested’ under

#r | starredyg. ol I 4% ¢ [01Th¢ | the Parent Label.

(® Snoozed

Sent.

Drafts T 2 | 3. Click the\)lue checkbox;
v Then click the dropdown to select a ‘
Parent Label name. -

Trash




Defining the Filter

In this step we will tell Gmail what information to look for in
incoming email notifications and what to do with them.
Lets filter ‘Class Coverage’ notification emails.

f Gmail C}'Sear_&ﬁnmail.g IM.*H s \ ‘ =

L1 s (G

-
All Cognito notifications come from:
notifications@cognitoforms.com

~ Unread

**We’ve created each of the form types to
have unique subject lines identifying the type
of approval [ information being requested. **

Using () when entering subject line
information is helpful in capturing forms with
slight text variations.
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FY24 Class Coverage - Loss of Plan Claims Shared Link (&l 01 Cognito/Class Coverage =

OKCPS Finarke <notifications@cognitaforms.com» Fet

tome v

ooo »

o o

OKCPS Finance

FY24 Class Coverage - Loss of Plan Claims

1. Click HerD
j‘ = 2. Email ‘FroD

| subic Class Coverage) %Subiect LiD
— B - i —1

‘When a message is an exact match for your search criteria:

notifications@cognitoforms.com

From

kip the Inbox (Archive it) £

Mark as reall
4. Create Filter

gly the label: 01Test/Class Coverage ~
Forward it mawarding address
Delete it
Never send it to Spam

Send template: Choose template... ~

Always mark it as important

5.Click ‘Skip the
Inbox”

Never mark it as important
Categorize as: Choose category... v

Also apply filter to 1 matching conversation

6. Select the Label and
click Create Filter

Learn more Create filte.


mailto:notifications@cognitoforms.com

Need more help with GMail?
Scan this QR Code.

' ?
DR Questions’
“ods ets Please email me at blbanks1(@okcps.org if you are
interested in working with me today after lunch on -

Filtering or any other Cognito issue. Thank You!!



mailto:blbanks1@okcps.org
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