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Procurement Reform Legislation
Amended the Procurement Code

Sec. 50-39. Procurement communications reporting requirement.

(a) Any written or oral communication received by a State employee that imparts or requests material information or
makes a material argument regarding potential action concerning a procurement matter, including, but not limited to, an
application, a contract, or a project, shall be reported to the Procurement Policy Board. These communications do not
include the following: (i) statements by a person publicly made in a public forum; (ii) statements regarding matters of
procedure and practice, such as format, the number of copies required, the manner of filing, and the status of a matter; and
(iii) statements made by a State employee of the agency to the agency head or other employees of that agency or to the
employees of the Executive Ethics Commission. The provisions of this Section shall not apply to communications regarding
the administration and implementation of an existing contract, except communications regarding change orders or the
renewal or extension of a contract.

(b) The report required by subsection (a) shall be submitted monthly and include at least the following: (i) the date and
time of each communication; (ii) the identity of each person from whom the written or oral communication was received, the
individual or entity represented by that person, and any action the person requested or recommended; (iii) the identity and
job title of the person to whom each communication was made; (iv) if a response is made, the identity and job title of the
person making each response; (v) a detailed summary of the points made by each person involved in the communication;
(vi) the duration of the communication; (vii) the location or locations of all persons involved in the communication and, if the
communication occurred by telephone, the telephone numbers for the callers and recipients of the communication; and (viii)
any other pertinent information.

(c) Additionally, when an oral communication made by a person required to register under the Lobbyist Registration Act is
received by a State employee that is covered under this Section, all individuals who initiate or participate in the oral
communication shall submit a written report to that State employee that memorializes the communication and includes, but is
not limited to, the items listed in subsection (b).

(d) The Procurement Policy Board shall make each report submitted pursuant to this Section available on its website
within 7 days after its receipt of the report. The Procurement Policy Board may promulgate rules to ensure compliance with
this Section.

(e) The reporting requirements shall also be conveyed through ethics training under the State Employees and Officials
Ethics Act. An employee who knowingly and intentionally violates this Section shall be subject to suspension or discharge.
The Executive Ethics Commission shall promulgate rules, including emergency rules, to implement this Section.

(f) This Section becomes operative on January 1, 2011.



What Is required to be reported?

A communication that imparts or requests material information or makes a
material argument is a communication that a reasonable person would
believe was made for the purpose of influencing a procurement decision
presently under consideration or to be considered in the near future. Such
decisions include, but are not limited to, decisions:

1. establishing or defining a procurement need or method of source selection;
2. drafting, reviewing, or preparing specifications, plans or requirements;

3. drafting, reviewing, or preparing any invitations for bid, requests for
proposals, requests for information, sole source procurement justifications,
emergency procurement justifications, or selection information;

4. evaluating bids, responses, offers;
5. publishing notices to the Procurement Bulletins;




What Is required to be reported (cont.)?

6. letting or awarding a contract;

7. determining the contents of the procurement file or the contract file;

8. resolving protests;

9. determining inclusion on prequalification lists or prequalification in general,

10.identifying potential conflicts of interests or the voiding or allowing a
contract, bid offer, or subcontract for a conflict of interest;

11. voiding or allowing a contract or subcontract pursuant to Section 50-50 of
the lllinois Procurement Code,;

6. determining firm performance evaluations;
7. determining suspensions or debarments; and
8. approving change orders or the renewal or extension of an existing contract



What is NOT required to be reported?

communications made by a person publicly made in a public forum;

communications regarding matters of procedure and practice, such as
format, the number of copies required, the manner of filing, and the status
of a matter;

communications made by a State employee of the agency to the agency
head or other employees of that agency or to the employees of the
Executive Ethics Commission;

communications regarding the administration and implementation of an
existing contract, except communications regarding change orders or the
renewal or extension of an existing contract; and

unsolicited communications providing general information about products,
services, or industry best practices that are not further disseminated,
considered, or used by the receiving employee or any person in a
procurement decision.



Who can assist me in making a
determination to report?

« Ultimately the individual State employee or
officer is ethically charged to decide if a
communication should be reported.

* Your agency/university Ethics Officer is available
to assist you.




When should | report the communication?

Upon receipt of a communication, the State
officer or employee shall report the
communication to the Procurement Policy
Board.




What does the Procurement Policy Board do with
my communications reports?

Your communications are electronically reported to
the Procurement Policy Board (PPB) and are
then automatically published to the PPB website

In a searchable database that is available to the
public.




How do | report my communications?

Your communications are reported to the PPB using an
Internet application created specifically for that purpose.

http://pcrs.illinois.gov
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What happens to my communication report after |
submit it?

Communications reports are placed in a queue
over the course of a day. The reports are then
forwarded to the Procurement Policy Board
communications “clearinghouse” during a
nightly batch process.

Essentially, your communications reports are
available to the public the day after submission.



Training Tutorial



For our tutorial scenario, we received a phone call, and we need to document what transpired.
We open our browser (in this case, Internet Explorer), type the URL, and press the ENTER key. The following webpage
appears:

- M 2LALE UL ITHTIOS CALET A AULIETLCaLen I I b f - R R LD L

State of Illinois

Web Authentication Portal

Security ( show explanation )

{*  Thisis a public or shared computer
" Thisis a private computer

[T Iwantto change my password after logging on

**Warning! Unauthorized access is prohibited ¥+

Further access is imited to authorized users only. By accessing or using this
system you are consenting to monitoring and recording, which may be
disclosed for administrative, discplinary, dvil, or criminal actions, penalties, or
prosecution. Users should have no expectation of privacy when accessing or
using this system or any of its components.

Domain: |Err|p|oyees with Illinois.gov Accounts ;I

User name:  will. blount]

Password:

Don't have an Ilinois.gov ID? m

® 2007 State of Linois, All rights reserved,

We must choose the “Domain” that is appropriate for our “User Name”. For this application, the selection might
be “Employees with lllinois.gov accounts”, “Other State Employees” or possibly a specific agency (if it is listed).
We will not use “General Public”.

If you are a State of Illinois employee, yet are not on the lllinois.gov domain, i.e. University employees,
you will be required to create an ID. To create an ID, select the “Sign Up” Button and proceed to the
next slide. Employees in the lllinois.gov domain may skip the next slide.



- Welcome - Microzoft Internet Explorer provided by State of lllinoiz
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tes & ADIM : Welcome
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~ < Gowvernor Pat Quinn
is.gov CMS
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f
Home Welcome
& a Illinois.gov The State of Illingis CMS Ldentity Management System, is & standard means of authenticating and simplifying 2ccess for citizens, and employess of
iD State of Illingis. It allows people te register for and create an ID that they can use te access systems that are provided by CMS,

-------------- After completing 2 registration process, yeu will be issued 2 Illinsis.gow ID, thatis quite literally vour "key" to electronic government. This Illinsis.g:

Help will nable you to identify or zuthenticats yourself to recsive personalized slectronic services, To obtzin your Illinais.gow IO, please click an the "Cr
______________ & Illingis.gow ID" link to the Left
vis.gov ID FAQ If you nezed mare infarmation or are just curicus about the Illinsiz.gov ID, please click on the "Illingiz.gov ID F2AQ" link.

i_ i_ i_ i_ i_ i_| " Trusted sites a T [ﬁf

You will then be required to provide personal information that will validated against the
Secretary of State’s databases to ensure that you are a real person. It will then validate your
information against the State of Illinois Group Insurance database to ensure that you are a
State employee. The information required for validation is not stored locally or on our servers.

If you need assistance, please call: 800-366-8768 Select OPTION 1 and then OPTION 13.

Once again, this is only required if you are not already on the lllinois.gov domain.



After clicking the Log On button, the following Home screen is displayed:

@T\:: =[] https//perzaaitlinois gav/Default aspx =1 & |[#2)¢ | [ecee
S & @i pcRs | Home

Home

Welcome to the

Create a Communication
Document

Procurement Communication Reporting System

LDgDUt This system is designed to facilitate entry of any vritten or oral communication recsived by a State employee that imparts or requests material information or makes = material
,,,,,,,,,,,,,,,,,,,,,,,,,,,, argument regarding potential action cencerning a procurement matter, including, but nak limited te, an application, 2 contract, or a project, which shall be reported to the Procurement
Policy Board.

These communications do not include the folloving:

 stataments by 2 parson publicly mada in a public forum;

+ statements regarding matters of procedure =nd practice, such as format, the number of copies required, the manner of filing, and the status of = matter; and

+ statements made by a State employee of the agency to the agency head or other employees of that agency or to the employees of the Executive Ethics Commission.
This systam allows the entry, aditing and submission of such reports to the Policy Procurement Board to be published on its public website.

Additionally, vhan s communication involves a parson requirad to ragister undar the Lobbyist Ragistration Act, that parson must submit a rittan raport that memorializes the
communication. This system allovs the inclusion of that report in the form of an Adobe PDF attachment.

Contact Your Agency Ethics Officer

Er Asked Q

Copyright © 2010 State of Illinois Tllinois Privacy Info | Kids Privacy | Web Accessibility | Plug-:

Ins | Contact Us

To the left is a “navigation bar” which consists of hyperlinks that can allow movement through
the application.

The Contact Your Agency Ethics Officer hyperlink can be clicked, and that will display a screen
of agencies and their associated ethics officers.

The Frequently Asked Questions hyperlink will display a screen of questions and answers that
might assist with some issues that might arise.




If we click the Create a Communication Document navigation bar hyperlink, the
following screen is displayed:

@_(L} v [ httpsy//persaadllinls.gov/CommbocHeader. asps j\él@ 1% [scogte [2[-]

% &0 (@ Pcrs | Edit communication Document Heading

0 or Pa
R
B

Rpent Communication
Potting System 3

persillineis.goy

Edit Communication Document Heading/Text

Create 3 Communication Home P Existing P View icati b Edit C Heading/Text

Document  |communication Document Heading

Existing Documents Communication Identifier

Communication Topic [
Logout (Required)

Communication Made [Email =l
(Required)

Author's Agency [AGE - Aging =l
(Requirad)

Communication Date/Time '— =
(Required) 10/07/2010 m 05 Joz [pMm

Duration in Minutes I
(Required)

Agency Reference Number |

Communication Document Text

Action Requested or Recommended d
(Required)
Summary of Cemmunication =
(Requirzd)
Additional Infarmation =

Save Click the SAVE butten to save the record for further updates.
Cancel Click the CANCEL buttan if you do not want to save any changes.

Copyright © 2010 State of Tllinois Tllinois Privacy Info | Kids Privacy | Web Accessibility | Plug-Ins | Contact Lls

Most of the fields are simple text fields, though “Communication Mode” and “Author’s Agency”
are drop-down lists that choices can be picked from. The “Communication Date” can be typed
or a calendar picker will appear if the calendar icon is clicked. The “Communication Time”
must be typed in with AM/PM being a drop-down list.



After some datais typed in, we can click either the Save or Cancel button:

v rage- gpaley v 00T AT ) B

35 | Edit Communication Document Heading/Text

Governor Pat Quinn

Unanication
System

Edit Communication Document Heading/Text

Communication Document Heading

Commuricalion Igentilier

|2ward of Copier Contract

|Phcne j
[MS - Central Management Services |
[Rezuimd) |7

! ig=rzy Referzecs Number [zooton

Communication Document Text

ctior Rasumsizd or Ressmmanded - - - -
P 1 [\/ender callzd to recommend that his product sheuld be awarded the contract that was previcusly put out for bid, =]
(Requir=a)

Sy T Cemmerse [\=ndor call=d to recommend that his product sheuld be swardsd the contract that was previcusly put out for bid. T =]
{Regquir=0)

mentioned that the award had not yet been made, but notice of the award would be published to the Illincis
Procurement Bulletin when the award was available

fagiional Information

Mong| =

The Save button saves the Communication Document to allow further editing and other actions
on the Communication document.

The Cancel button simply does not save the data typed in, and will take us to the same screen
as the Existing Documents navigation bar hyperlink.

If fact, all Cancel buttons throughout the system act exactly as expected: no modifications

performed and returning to a previous state. Throughout the remaining instructions,
understanding the Cancel button operation is assumed.




After we have clicked the Save button, we have a screen that allows further editing and other actions:

The Edit Heading/Text button takes us
back to the screen where we created
the Communication Document to allow
modification of any of those fields.

The Edit Participants button displays a
screen to modify the list of participants
involved in the communication. Every
Communication Document must have
one, and only one, "initiator” (the one
who started the communication), one,
and only one, “recipient” (the one who
was initially contacted by the initiator)
and possibly one or more “contributors”
(other people involved in the
communication.

The Submit button indicates that the
Communication Document has been
completed, and that it is ready to be
viewed by the public in the form
created. Various checks will be
performed to make certain the
Communication Document meets the
requirements; errors will be displayed at
the top of the screen in red.

The Delete button will delete the
Communication Document. The data
will be retained for historical purposes;
however, the Communication Document
will not continue through the process to
become viewable by the public.

nication Document - Microsoft Internet Explorer provided by State of lllinois

Aporzgadillinois.gow/ CommD ociew asps d & |§| |Z| I.”’,‘ Live Search |P i |

~ Pager Safetp~ Tooks~- @v ﬁ e

35 | Wiew Communication Document

Governor Pat Quinm

View Communication Document

Communication Document Heading
251
Award of Copier Contract

Phone

CMS - Central Mansgement Services

ion Dat=/Tim= | 1/10/2011 12:29:00 AM

in Mirutes 7

200100

Vendor called to recommend that his product should be swarded the contract that was previously put out for bid,

Vendor called to recommend that his product should be swarded the contract that was previously put out for bid. T mentioned
that the sward had not yet been made, but notice of the sward would be published to the Ilinois Procurement Bulletin when
the sward was svailable,

Additional Infermation None

Name Type Role Job Title Representing Location Telephone Ermail

Edit Heading/Taxt

Edit Participants

Submit

Dzlsts

Existing Documents

e of Illincis Illinois Privacy Info | Kids Privacy | Web Accessibility | Plug-Ins | Contact Us [

[ [ [ [ | [ Trusted sites va v [ ®ADEE v .




Since we don’t have enough participants, clicking Edit Participants, we'll see:

cation Document Participants - Microsoft Internet Explorer provided by State of lllinois

perzgadlinis. gov/ CommbocParticipants. azps j % |§||g| Il’f Live Search |}J '|

Page ~ Safety~ Tools - @v o 3

i | Edit Communication Document Participants

Governor Pat Quinn

T CAtor
¥slem

Edit Communication Document Participants

Communication Document Heading
251
Award of Copier Contract

Phone

CMS - Central Management Services

cation Date/Time | 1/10/2011 12:29:00 AM

ion in Minutes 7

fgsrzy Referzec= Numbsr | 200100

Communication Participants

Job Title i i Number Email Address

Name Type

st l Dehkl Wil Blzert Stats Emplzy=s
- 8
Zdd Participant | Click o
Save | =

Cancel | Click H

Employes Stats =f Diinzis

P

i E

Each participant must have a “name”, “type”, “role”, “job title”, “representing” and “location” for all “communication
modes”. In this case shown here, we have a “Phone” communication mode, so “telephone number” is also needed. If
the communication mode was “Email”, the “email address” would be needed but the “telephone number” would not be.

The system automatically added the Communication Document’s creator, and assumes that individual is a “State
Employee” and the “Recipient” of the communication; however, the computer doesn’t know such information as location,

telephone number or email address.



We need to add our location, and in this case, telephone number, so clicking the Modify
button next to our participant entry opens a separate panel for detail like this:
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i | Edit Commurnication Document Participants

Governer Pat Quinn

Incatior
¥stem

Edit Communication Document Participants

Communication Document Heading

Communicstion Identifier | 251

Communicstion T Award of Copier Contract
Communicstion Mods Phone

futhers dgmrsy CMS - Centrsl Mansgement Services
Commurizsston Det=iTims | 171072011 12:28:00 AM

Duration in M 7

Lgzezy Rzfrrmees Numbsr | 200100

Participant Detail

First Name -
(Rmauirza) |'-V|H
Last Name

(Rezuirc) IBIoum:
Name Suffix {=.g., Sr., Ir., I I

Fartizipant Typs Iﬁ_
emered) Statz Employss
IRecipienl: vl

|Emgleyee

[state of Tllinsis

Email Lddrees I

]

e

|Communication Participants

Notice each field that is required indicates such, and you will not be allowed to Update the
participant unless all required fields have a value.



We simply type values for the “location”, “telephone number” (if needed), and “email
address” (if needed).

rage - oaely - 00T AT O

i | Edit Commurication Document Participants

Governor Pat Quinn

Edit Communication Document Participants

Communication Document Heading

Communicstion Idertilier | 251

Communication Topic Buward of Copier Contract
Commurizstizn Mzde Phone

Authors Sgency CMS - Central Manegement Services

Czmmunizstizn Dat=(Tim= | 1/10/2011 12:29:00 AM
Duration in Minutes 7

Lg=rzy Refersncs Numbsr | 200100

Participant Detail

Jwilt

Last Name
(R=guirza)

IBlount

Name Suffix (=.g.. 5., Ir., II) I

,:"ti:ir"':t Tye= IState Employes vl

[Employes
P [State of Tllinsis
§“17;1 511 W, Capital Avenus, Springfisld, IL 62704 =]
=l

Telephzns Number
)

[z17-555-1212

ey

|Communication Participants

“Telephone Number” is edited and should allow any U.S. or international phone numbering

scheme. U.S. formats are limited to “(217) 555-1212" or “217-555-1212"; such decorative
styles as “217.555.1212" are not allowed.

“Email Address” is edited and will allow almost every email address. There must be an
alphanumeric value, then “@” followed by some value, then a “.”, finally an extension. That
final extension must be two to four characters in length. That will accommodate “.com”, “.net”,
etc., and even “.us” and “.ca”. Something ending in “.museum” will fail, however. This
limitation was placed because the likelihood of someone forgetting the “.net” is higher than
needing a “.museum” address.



Once Update is clicked, the new values are reflected in the “Communication
Participants”:

rage- DAy - 100Ev T EO b

i | Edit Commurnication Document Participants

Governor Pat Quinn

251

Award of Copier Contrack

Communicalion Mage Phane

Buthor's CMS - Central Mansgement Services

Czmmurization Date/Tim= | 1/10/2011 12:20:00 AM
Duration in Minules 7

oy efermnzs Numter | ZDOL00

Communication Participants

Meme Type Role Job Title Representing  Loestion Telephone Ermasil
Number Address
Mot I D!'!hl Vil Biourt | State Employ=s
= ;
Add Participant

Szus
Czncel

K, IL62704 | 217-555-1212

Smelzyzz St 511 W, Capitsl dvznus, Spring




Since all Communication Documents require both arecipient and an initiator, we need
to add the initiator, so by clicking Add Participant:
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i | Edit Communication Document Participants

Governor Pat Quinn

251
Award of Copier Contract

Phone

CMS - Centrsl Mansgement Services

1/10/2011 12:20:00 AM

Duration in Minutes 7

=y fefzrmncs Number | 200100

(R=zuirea) I

Name Suffix (2.g.. Sr., Ir., II) I
Bactspant Jype IState Employss =
[Reaui=a)

IInltlator vl

Lo Lol

Communication Participants




Again, we fill in the data:

poreqailingis. gov/ CommbDocParticipants asps
Page ~ Safety» Tools~ @v ﬁ 3
i | Edit Commurnication Document Participants

Governor Par Quinn

J&I |E| |Z| Il'f Live Search

251

Phone

7

Spmrzy R 200100

Awerd of Copier Contract

171072011 12:29:00 AM

CMS - Central Mansgement Services

J3ehn

[oes

IInitiztcr -I

I\"enccr -

[salesman

IK\"Z Copier Corporation

Chicage, IL

L L

Number

|212-555-5555

Email Logress I

=

Communication Participants

Neme Type

Rale

Job Title

Representing  Location Telephone
Number

Email
Address

=

T T T T T v A
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The Communication Participants are again updated once we click Update:
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i | Edit Communication Document Participants

Governor Pat Quinn

sEi o

Ui
Vstem

Edit Communication Document Participants

Communication Document Heading

Award of Copier Contract

Phone

CMS - Centrsl Mansgement Services

Commi

1/10/2011 12:20:00 AM
Duration in Minutes 7

fg=rzy Referzrcs Numbsr | 200100

Communication Participants

Neme Type Role Job Title Representing Loestion Telephone Ermsil
Number Address

MI Delelzl Wil Blzurt | Ststs Empleyzz | Resipiert | Smpleyss | Stats of Dincis 511 W, Capitzl Averus, Sprngfizld, 1L 62704 | 217-555-1212

MI % Jebr D=z | Varder Iritiater | Sslesman | XVZ Copier Corperstion | Chiczge, IL 3132 555 5555

-
&dd Participant

Save
Cancel

We have seen the Add Participant button functionality. We can assume that by clicking
Cancel, we will discard any changes we made to the participants.

Save will modify the Communication Document with our changes to participants.



Clicking Save brings us back to this screen:
JTLI] T E) T Emmovoopages  parely - 100 WY OEU
{2 Favorites @F’CHS | ¥iews Communication Document

Governor Par Quinn

State of [llinois
CMS / BCCS

WO

pers.illinais. gov

AN S View Communication Document

---------------------- Communication Document Heading

______________________ Commurizstion [dartfier | 251

Review Documents Communication Tapic Award of Copier Contract
______________________ = ization Mag= Phone

Search Documents R :
,,,,,,,,,,,,,,,,,,,,,, Muther's dgmrsy CMS - Central Mensgement Services

Configure Reviewsrs Communization Del=/Time | 11072011 12:29:00 AM
77777777777 CUHF;;;;; Durstion in Minutes 7
Administrators tgerzy Refarzecz Nember | 200100
77777777777777 Tutorizls | communication Document Text
FAQ lctizn Rmzuested or A=czmmarded | Vendor called to recommend that his product should be swarded the contrect that was previously put out for bid,
__________________ Summary of Communication WVendor celled to recommend thet his product should be swarded the contrect that wes previously put out for bid, T mentionsd
FEapat that the award had not yet been made, but notice of the award would be i to the Dlinvis Bulletin when

the sward wes availeble,

Additional Information None

Communication Document Participants

Mame Type Role Job Title  Representing Location Telephone Ermail
Wil Blzurt Statz Employes Recigiert | Emplzyes g 511 W. Capitsl Avenue, Springfishd, IL 52704 217-555-1212
John Doe Vendor Initiator Salesman Chicage, IL 312-555-5555

I} ;
Edit Heading/Text I Edit the taxtual information associsted with this Communication Document.
g - | Edit the participant list azsocisted with this Communication Document.
Edit Participants ® ®
o — | Submit this Communication Document to the review process.
Delztz this Communication Documant.
Dzlsts

e e — — | m=turs iz the Seisticg Dozumerts zags

We have not yet discussed the Existing Documents button which works exactly like the Existing Documents navigation bar hyperlink.

We referenced that screen earlier in this tutorial as well. Let's see what it looks like by clicking either the button or the hyperlink.

NOTE: Depending on your level of access to the system, the hyperlinks on the left side may be different than what is shown on the
slide.



This is the Existing Documents screen:
J f=gi v By v L= pE v pagew nately v 100 ST QO b

{2 Favorites

(& PCRS | Existing Documents

CMSI / BCCS S
Re .‘... CIMmunicati o
Porting System
pers.illinsis. gov
Existing Documents
Communication Reports in Process
Topic Time Reference Initistor Representing
Diattai I Award of Copier Contract 1/10/2011 12:25 AM 200100 lohn Do= X¥Z Copier Corporation
Diattai I onstration 11/15/2010 4:28 AM
L v - PP
[ /] -
Lobbyist Report Attachment and Submission Required
Topic D Time Reference Lobbyist resenting
ml In Person - Vehicle Master Contract 1/3/2011 10:38 AM 1PB123456 Tommy Vohre TV Tommy's Shiry State Vehiclks
MI State"s Email System $/1/2010 1:18 PM Louis Lewis Dr. Email Society of Lithuania
€ i s PP
Al i
Communication Reports Previously Submitted
Topic D Time Status Reference Initistor resentin
Detai I In Parson - Vehicle Master Contract 1/3/2011 10:28 &AM Posted IPB123456 Tommy Vol TV Tommy's Shiry State Vehicles
Detai I Group Mesting - Sale of 2 Used Combine 1/2/2011 10:20 &AM Posted HE123456 lohn Dmars lohn Desre of Decatur
Detai I Email Procurement of Fruit Flies 13/31/2010 4:32 PM Posted DOT123456 Will Blount PRE
Detai I Vendor's Wigits 13/8/2010 2:06 PM Posted Jo= Smith Jo='s Wigits
Detai l Vendor wants agency to use his wigits. 11/19/2010 1:57 PM Posted Jo= Smith Jo='s Wigits
S s 2 B
1] D

The top panel displays Communication Documents that we have in process, and as you can see, the one we have just created is there.

The second panel shows Lobbyist Reports that we need to add to Communication Documents which we have previously submitted. We will
come back to this in a bit.

The bottom panel contains Communication Documents that we created in the past. We’'ll see more about this in the future, as well.
For now, let's go back to the Communication Document we were working on by clicking Details next to that entry.

NOTE: Depending on your level of access to the system, the hyperlinks on the left side may be different than what is shown on the slide.



That option brought us back to our primary Communication Document screen:

rage - maew s 00T ST G b

i |Yiew Communication Document

Governor Pat Quinn

Award of Copier Contract

Phone

CMS - Centrsl Mansgement Services
1/10/2011 12:20:00 AM

7

200100

Communication Document Text

Actior R= Vendor called to recommend that his product should be swarded the contract that was previously put out for bid,

or Rmcomim:

Wendor called to recommend thet his product should be swarded the contract that was previously put out for bid, T mentioned
thet the eward had not yet been mede, but notice of the sward would be to the linois Bulletin when
the awsrd wias available,

Summary of Communication

Ssditional Information None

Communication Document Participants

Name Type Role Job Title Location Telephone Email
Will Blount Statz Emplayes Employ== 511 W. Capitsl Averus, Spri 217-555-1212
Jzhe Do= Salmsman 313-555-5555

i | v
Edit the t=xtual information asscciated with this Communication Document,
Edit Participants | EOIT the participsnt list associsl=d wilh this Communicstion Document.
Fa— | Submit this Commurization Desumart t= the review prosess.
Dzlsts | ’
Raturn to the Existing Decumarts pege

Existine Marumsents | s 0=

Communication Document.

To demonstrate the Lobbyist Report, we're going to say that our phone call had a registered
lobbyist on the line with us. To add him, we must Edit Participants.
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i | Edit Commurication Document Participants

Governor Pat Quinn

251

Award of Copier Contract

Phone
Authors Sgency CMS - Central Manegement Services
Communication DateiTime | 1/10/2011 12:29:00 AM

~ Minutes 7

== Number 200100

Communication Participants

Heme Type Role Job Title Representing Locstion Telephone Ermsil
Number Address

MI D‘HEI il Bizurt | State Employes | Recipiert | Employss | State of Hinois 511 W. Capilel Awenue, Springfisid, IL 62704 | 217-555-1212

MI g John Dos | Vendor Initiator | Sslesman | XYZ Copier Corporation | Chicsgo, IL 312-555-5555

Add Participant
Szve
Cancel

Once here, we need to Add Participant.



rage - maew s 00T ST G b
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Communication Document Heading

Commurn 251

Cemmunizstizn Tagic Buwerd of Copier Contract
Cammuricstizn M=ds Phane

Authors dgency CMS - Central Manegement Services

Communication Date/ Ti 171072011 12:29:00 AM
Durstion in Minutes 7

Sg=rzy Refersrce Number | 200100

Participant Detail

.S, 1r, TI) I

IState Employes x
IInitiator -I

I
I
| =
I
I

Communication Participants

Now we need to add the data for our lobbyist.
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Governor Par Quinn

Communication Document Heading

Communication Id=r 251
Cemmunizstizn Tagic Buwerd of Copier Contract
Cammuricstizn M=ds Phane

Authors dgency CMS - Central Manegement Services
Communicstion Dsts/Tims= | 171072011 12:29:00 AM

Duration in Minutas 7

Lgmrzy R o= Numter | 200100

Participant Detail

Sirzt Hamez

[ IJE"e

Laxt ame -

gl |_obbyist
.S, 1r, TI) I

ILobbvlst -
I Centributer -I

[chisf Lobbyist

|Copiers United America Assaciation

Springfizld, IL [=|

|217-555-0001]

Email Logress I

=P

|Communication Particinants

Notice the “Participant Type” of “Lobbyist”.
Click Update.
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i | Edit Communication Document Participants

Governor Par Quinn

Edit Communication Document Participants

Communication Document Heading
Communicstion Iden T 251

Awerd of Copier Contract

Cammuricstizn M=ds Phane
Authors dgency CMS - Central Manegement Services
Communk 1/10/2011 12,28:00 AM

Duration in Minutas 7

Sg=rzy Refersrce Number | 200100

Communication Participants

Meme Type Role Job Title Representing Locstion Telephone

Number
Mot I D‘HEI wiill Blourt Stat= Empizyes Employ=s State of Dirzis 511 W. Capilsl frerus, Springfisid, IL 62704 | 217-555-13
XYZ Copisr Corporation Chicago, IL 312-555-59

MI DEM,:I John Doe Vendor Initiator Saimsman
MI DEM,:I Jams Lobbyist | Lobbyist Contributor | Chisf Lsbbyist | Copiers Urit=d Americs Associslion | Spring

<

Add Participant [=
Szve
Cancel

217-555-0g

n

"

Click Save.
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a | Wiew Communication Dacurment

Governer Pat Quinn

View Communication Decument

Communication Document Heading

r | 251

Communication Identi

Award of Copier Contract

Communication Toy
Communicstion Mode Phone

Buthors dgency CMS - Central Mansgement Services

Ca=mmunizstizn Dat=(Tim= | 1/10/2011 12:29:00 AM
Duration in Minutes 7

ranze Numter | ZDOL00

Communication Document Text

Actize Reguested or Rzssmemecged | Vendor called to recommend that his product should be swerded the contrect thet wes previously put out for bid,
Vendor called to recommend that his product should be awarded the contract that was previously put out for bid, I mentioned
that the sward had not yet been mede, but notice of the sward would be published to the Ilinois Procurement Bulletin when

the awerd was availsble,

Summary of Communication

ditional Information None

Communication Document Participants

Name Ruole Location Telephone Email
Will Blount Rezipient 217-555-1212
John Dos Initiator Szlzzman rporation 312-555-5555
Jare Lobbyist | Lobbyist Contributor Loblyist iza Lees: 217-555-0001

Edit Heading/Text Edit the textusl information sssocist=d with this Commuricstion Document
L | the participant list aszocistd with this Communication Document.
Edit Participants B ®
. Submit this Communication Document to the v
Submit

his Communication Document.

OK, our Communication Document is complete. We click Submit to indicate we are
done with it.



We are given a warning:

Windows Internat Explorer x|

\ ? ) Are you sure you want to SUBMIT this communication report?

Cancel |

We are asked because once we submit this Communication Document, we can never
edit it again. We can view it later, but we cannot edit it.




After we click OK, the system gives us some feedback information:

| T v B LD HEN v pEgeT paley v 1005 WY B i
{} Favarites g FCRS | Results Display

CMS / BCCS

ey b Communic
Reporting Syapem

Govenor Par Quinn
LR

pers.illinais.gov

el  Results Display

______________________ Results:

. Your Communication Document '"Award of Copier Contract' has been Submitted!

Configurs
Administrators

This is a “logical” conclusion to a Communication Document, so we notice that no buttons exist
on this screen.

We must use the navigation bar hyperlinks to move from this screen.

NOTE: Depending on your level of access to the system, the hyperlinks on the left side may
be different than what is shown on the slide.



After we choose Existing Documents, we see:

| [ TR TS vorpagev naleyiv 100sT MY E, <

{2 Favorites

(& PCRS | Existing Documents

C Mé j BCCS Governor Pat Quinn

Repe

. T
Whing 5
NE System

Existing Documents

pers.ilfinois. gov

Communication Reports in Process
Topic o Time Reference Initistor Representing
Diattai I Software Demonstration 1
€ —— * P
A 2
Cenfigure  |Lobbyist Report Attachment and Submission Required
Administrstors
Topic D Time Reference Lobbyist resentin
ml In Person - Vehicle Master Contract 1/3/2 10:28 &M IPB123456 Tommy Voleo IV Tommy's Shiry State Vehices
ml State's Email System ©/1/2010 1:18 PM Louis Lewis Dr. Email Society of Lithuania
MI Award of Copier Contract 200100 Jare Lobbyist Copiers United America Association
< -
Al i
Communication Reports Previously Submitted
Topic D Time Status Reference Initistor resenting
Detai I Zowmrd of Copier Contract 12:75 &M Submitted 200100 John Do= X¥Z Copier Corporation
Detai I In Parson - Vehicle Master Cortract 1/3/2011 10:28 &AM Posted IPB123456 Tommy Volve IV Tommy's Shiry State Vahicks
Detai I Group Mesting - Sale of 2 Used Combine 1/2/2011 10:30 AM Posted HE123456 lohn Dasre John Deers of Decatur
Detai I Email Procurement of Fruit Flies 12/31/2010 4:32 PM Posted DOT123456 Will Blownt FEE
Detai l Vendor's Wigits Posted Jo= Smith Joa's Wigits
S e 2 B
1] D

We notice that the Communication Document we created is no longer in our top “needing completed” panel. It is in the bottom panel
showing that it has been “submitted”.

The center panel is also now showing that we need a written description of the communication from the registered lobbyist. This entry
serves as a reminder to us that we are waiting for that written document.

Once we have that written document, in the form a PDF (Portable Document Format) file, we can attach it to the Communication
Document. The PDF file can be generated by a scanner, or the lobbyist may have send such a file. Whatever the method that we
received the file, PDF is the only format that can be attached to a Communication Document.

NOTE: Depending on your level of access to the system, the hyperlinks on the left side may be different than what is shown on the slide.



Assuming we have the PDF and we are ready to attach it, we click the Attach button
next to entry under “Communication Documents Requiring Lobbyist Reports”, and we

See:
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i | Attach Lobbyist Report

ey
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Governor Pat Quinn

Attach Lobbyist Report

Cammunizstion Idertifiar
Communicstion Topic
Communicstion Mods
futhers dgmrsy
Communicstion Datei Tims
Duration in Minutes

Lg=rzy Referzres Number

Communication Document Heading

251
Award of Copier Contract

Phane

CMS - Central Mansgement Services
1/10/2011 12:29:00 AM

7

200100

First Name
Lest Hame

Sastizipart Type
Fartizipart Azl
Iob Titls
eprezecticz
Lozation

Telzphans Numbsr

Email Ladress

Communication Document Participant Detail

Jane
Lobbyist

Name Suffoc (e.5., Sr, Ir, 1)

Lobbyist
Contributor

Chief Lobbyist

Copiers United Americs Associstion
Springfield, IL

217-555-0001

ATLach Te Lobbyist Report scanned inls PDF Tormat,

Lobbyist Report Atachmert

Pravien Click the PREVIEW Bution o s=e the FDF attachment,

Cancel Click the Cancel Bullon To =xil wilhout attaching

We can type the filename of where the PDF file is located on our computer, or we can click the

Browse... button to locate it.

Browse...




Clicking the Browse... button, we get a pop-up window:

21|
Look. in: II&} Testing j = I'='_3TE "

E] BarneyRubbleReport pdf

D41EL0N533
-
by Met File name: || j Open
P
Files of type: |ﬂ-.|| Files [7.%) j Cancel

Using a dialog such as this should be familiar, and we easily locate our file, then click Open.



Either typing the filename or having used the Browse... button will get us to this point:
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i | Attach Lobbyist Report

Governor Pat Quinn

munication

¥Slem

Attach Lobbyist Report

Communication Document Heading

Communicstion I

251

Communicstion Topi

Award of Copier Contract
Communication Made Phane

CMS - Central Mansgement Services
1/10/2011 12:29:00 AM

7

Lgzezy Rzfrrmees Numbsr | 200100

Communication Document Participant Detail

First Name Jane
Lest Hame Lobbyist

Name Suffoc (e.5., Sr, Ir, 1)

Sastizipart Type Lobbyist

Fartizipart Azl Contributor

Iob Titls Chief Lobbyist

eprezecticz Copiers United Americs Associstion

Springfield, IL

217-555-0001

[c:\Documents znd Settings\will.blount\Desktop)101216,EEC Rulzs[1],pef Browse...

:
Cancel C

Before we can submit the Lobbyist Report, we must click the Preview button to see it:
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TP &0 @ PoRs | Attach Lobbyist Report - e
,,,,,,,,,,,,,,,,,,,,,,,,,,,, Communication Document Heading |

Existing Documents Communication Identifier | 231
Logout Communication Topic Would I like a free copy of XYZ Software?
---------------------------- Communication Mode Phone
Author's Agency CMS - Central Management Services
Communication Date/Tim=  10/7/2010 4:00:00 PM
Duration in Minutss 2

Agency Reference Number

Communication Document Participant Detail

First Hame Barney

Last Hame Rubble

Name suffix (2.g., Sr., Ir., IIT)

Participant Type Lobbyist

Participant Role Contributor

Job Title Lobbyist

Representing Bedrock Interests

Location 2387 witchhazel Ln, Shale City, WA
Telephone Number 988-555-1212

email Addrass

@S w o[- 5@ e -

9 and the provision of any service or activity committed by ﬂ
10 law to the jurisdiction or responsibility of the Illinois
11 Department of Transportation, including the direct or
12 reimbursable expenditure of all federal funds for which the
13 Department of Transportation is responsible or accountable
14 for the wuse thereof in accordance with federal law,
15 regulation, or procedure, the Secretary of Transportation. -1

Submit Click the Submit Button to exit saving attachmant.
Cancel Click the Cancs| Button to exit without sttaching.

Copyright © 2010 State of Ii

Naturally, all of the controls are available to view the PDF attachment: paging, zoom, and
scrollbars allow as thorough of preview as is desired.



Once the image is previewed, it can be submitted by clicking Submit, and results are
displayed:

@_(L} + [ httpsy//persaadllinols. gov/Results.aspx j\él@ 1% [scogte [2[-]

¢ &¢ @ PcRs | Results Display il - [ G 7
- "]

PEREEMENL Communication
Reporting Sycpem. -

Results Display

Create a Communication Home } Create a Communication Decument ¥ Results Display
Document  |pacyits:

,,,,,,,,,,,,,,,,,,,,,,,,,,,, « File: BarneyRubbleReport.pdf Uploaded Successfully!

Copyright © 2010 State of Tllinois Tllinois Privacy Info | Kids Privacy | Web Accessibility | Plug-Ins | Contact Lls

Again, this is a conclusion step of a process, so the navigation bar is the only way to
exit this screen.



Existing Documents returns our listing of work:

| T L 0SSNty T 001
{2 Favorites @ PCRS | Existing Documents

CMS / BCCS

. Ommunic
Porting Sysiem

Governor Pat Quinn
o

Ppers. tlinsls. gov

e - Existing Documents

---------------------- Communication Reports in Process

______________________ Topic Reference Initistor Representing
Review Documents l Software Demonstration
Search Documents | oo . .,

______________________ & ,

cenfigure  |Lobbyist Report Attachment and Submission Required
Administrators

______________________ Topic Date/Time Lobbyist resentin
Tutorizls """‘"I Ir Parsor - Vabicie Master Czrtract 1/3/2011 10:28 AM IPEL23456 Tammy Vahva IV Tammy's Shiry Stats Vehices
FAQ MI Slale's Email Syst=m S/1/2010 1:18 PM Lovis Lewis Dr. Email Scoiely of Lithuania
Logout [y I TRLY Bl T
""""""""""" 1] B
Communication Reports Previously Submitted
Topic Dy Time Status Reference Initistor resentin
Detaik I #ward of Copier Contract 1/10/2011 12:29 aM Submilted 200100 John Doe XYZ Copier Conporalion
Detaik I In Person - Vehicle Master Contract 17372011 10:28 &AM Posted IPB123456 Tommy Voo IV Tommy's Shiny State Viehices
Detaik I Group Meeting - Sale of 3 Used Combine 17272011 10:20 &AM Posted HE123456 John Deers John Deere of Decatur
Detaik I Email Procurement of Fruit Flies 12/31/2010 4:32 PM Posted DOT123456 Will Blount FFE
Detaik I ‘Vendor's Wigils 12/8/2010 2:06 FM Posted Joe Smith Jo='s Wigits
)
=l ;

At this point, our previously created Communication Document shows in our “Submitted Previously” panel, and our top two “work
in progress” panel show we have nothing left to do.

NOTE: Depending on your level of access to the system, the hyperlinks on the left side may be different than what is shown on
the slide.

This completes our training tutorial.




What if | need help?

Log-in/ID and Password (State employees only):

For questions regarding Log-in/ID and Password difficulties, please call the CMS Help Desk directly at: 800-366-
8768 Select OPTION 1 and then OPTION 13.

Reporting Requirements (State employees only):
For questions on reporting requirements, you should contact your agency or university Ethics Officer.

Executive Ethics Commission Rules:

For questions regarding the Executive Ethics Commission Rules, please call the EEC at 217-558-1393. lllinois
Relay (for deaf and hard of hearing persons) 1-800-526-0844

Communications Database Assistance:

For questions regarding the usage of the communications database system, contact the Procurement Call Center
at 866-455-2897. State Employees: Please do not call the Procurement Call Center with
guestions regarding Log-in/ID and Password issues or reporting requirements.

Technical assistance is also available by emailing:
ppb.pcrs@illinois.gov
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