Frequently Asked Questions
	Question
	Answer

	What is the Dynamics Procurement Tracking Tool?
	This is a new system created from the Microsoft Power Platform ecology, and designed by Procurement Services to help streamline and facilitate previously antiquated aspects of some processes

	What processes are currently managed through this system?
	At present, the SPRC Approval Process for both the RFPs and State Contracts are being processed and tracked inside the new system

	Are there more processes that will come eventually?
	As of now, the plan is to eventually house every aspect of the RFP process inside this system, meaning from initial creation of an RFP through the award notifications

	Why are you moving to this system?  What was wrong with the old system?
	Prior to this, the entire tracking process for SPRC approval was handled through emails and floating copies of documents.  This required the SPRC members to keep tabs on multiple email chains and reply directly to the right ones with their questions/concerns.  This could create confusion, mixed messages, and sometimes lost threads

	Is this secure?
	Absolutely!  The system is built on Microsoft technology, is integrated with SharePoint for document storage and retention, and requires licenses and access to be given before anyone can utilize it 

	Wait, licenses?  Is this going to cost my Department to use?
	Initially, yes.  Licenses for this system are not exclusive to it, however, so if someone is licensed to use Dynamics in general, they can access any system that is built where they are assigned a security role

	How much do the licenses cost?
	For right now, Procurement is handling the costs, but we will be contacting agencies soon with regards to prices and availability of licenses

	What if I want someone else in my Department/Office to be able to use this system?
	It’s a two-step process to add someone to the system as a user in any capacity.  First, they must be assigned a license for Microsoft Dynamics.  Once they have one of those, a request will need to be put in through John Spier and as long as there is a good reason for them to be in the system, they will be assigned a User Role and Security Role to allow them into the system

	I want to use Dynamics in my Outlook like everyone else, but my button is greyed out!
	Outlook requires the usage of the Reading Pane in its system in order to properly utilize Dynamics integration.  For more information, and instructions on how to turn this feature on, see this link:  https://ramontebar.net/2017/10/11/dynamics-365-outlook-app-button-inactive/ 

	Can I Edit/Delete a Note I made in a review timeline?
	No, at this time the decision was made to remove the ability to edit/delete notes as everything in the conversation is part of the record.  As such, maintaining the whole original record is vital.

	Should I Reply to notes/tasks directly?
	No.  The way the system currently works, whenever someone “replies” to a note or task, that person’s name becomes the new primary owner of the entry, and it looks like they created it, not the original author.  In addition, if people continually replied directly inside of notes, it would create the need to go into each note to read the entire conversation, then come back out and see the whole timeline again, which is a lot of back and forth.  Testing has shown that the most efficient and cleanest method is to create new notes when replying.

	Can I make edits and comments in documents attached to these cases while others are reviewing?
	Absolutely!  When you have a document that is being reviewed and is contained in the “Documents” tab, clicking on it will open it by default inside your browser.  By clicking on the “Edit Document” and then “Open in Desktop App” you will have a version of this document launch in Word, but every time you save, it will save it to SharePoint and allow everyone reviewing the case to see all changes.

	But what if someone else is editing it at the same time as me?
	Then you will see their edits/comments in real time!  Thanks to SharePoint integration, real-time collaboration is possible and fully integrated.  This means that as you are editing/reviewing, you will see a notification in the upper-right corner of the document that tell you anyone else who actively has this document open. Then, as they make changes, you will see their cursor and their words appear on your screen, as they will for yours! 

	
	

	
	

	
	



