
Tools and Resources
2022 Agency Purchasing Conference



Process/Law Changes to Help You

• Procurement Guide (2021) 
Purchasing Division developed a 5-step procurement guide (6-page booklet) to help 
procurement officers quickly identify the appropriate procurement process

• Post Contract Awards Electronically (2021) 
All contract awards are now posted online, cutting cost of paper copies and 
responding to FOIA requests

• Transparency (2019) 
Purchasing Division now posts all emergency contracts and inspection reports 
publicly

• Developed Insurance Guide (2017) 
Worked with BRIM to develop a guide for agencies on contractual insurance 
requirements



Objectives

• What transparency means to the Purchasing Division

• Two separate Purchasing Division websites
– WVPurchasing.gov / state employee intranet

• Discuss transparency initiatives and reports available for state 
agencies

• Discuss information published for the vendor community

• Purchasing Division Procedures Handbook

• Publications



Two Purchasing Division Websites

• Internet

– WVPurchasing.gov

– Open to anyone with web 
access

• Intranet

– http://intranet.state.wv.us/admin/
purchase

– Available on state network



• West Virginia Purchasing Bulletin

– What is the state seeking?



• Bids Received

– What offers were made?

– Benefits to online publication



• Notice of Award Report

– What vendors were successful?



Daily Requisition Status Report

• Intranet only
– http://intranet.state.wv.us/admin/purchase

http://intranet.state.wv.us/admin/purchase


Electronic Archive

• Emails from Purchasing Division 
sent to agency-designated 
procurement officers and backups.

• History of procurement officer 
email notifications available to all via 
the intranet.

• Allows new procurement 
employees to see notifications prior 
to when they were added to 
Purchasing’s mailing lists.



wvOASIS Tips for State Agency 
Employees

• Complete collection of tips 
archived on intranet for 
reference



Statewide Contract 
Update Report

• Statewide Contract Index at 
WVPurchasing.gov

• Report updated any time a new 
contract or change order to an 
existing contract is posted

• Quick reference for latest contract 
updates

• Monthly updates on page 6 of The 
Buyers Network



Vendor Resource Center

• Vendor Procurement Guide

– Gives vendors a high-level 
overview of procurement 
structure and procedures.

• Procurement Officer Listing

– Valuable listing for vendors 
wishing to market themselves 
directly to West Virginia state 
agencies.



Agency Resources

• Bid Opening Index
www.state.wv.us/admin/purchase/
Bids

• Daily Requisition Tracking 
Report
http://intranet.state.wv.us/admin/pur
chase/tracking/RSReport.pdf

• Specification Index
www.state.wv.us/admin/purchase/sp
ecs

• Additional Resources



Purchasing Division Procedures Handbook

• The Purchasing Division Procedures 
Handbook contains the specific 
procedures established to ensure 
compliance and provide a fair, 
equitable process to procure 
commodities and services

• Revisions posted when published; 
always refer to online version for 
most recent procedures

• Complete version downloadable 
as PDF

• PDF is clickable and searchable



Purchasing Division Procedures Handbook

• Section 2 – Definitions

• Section 4 –Vendor Registration 
Requirements

• Section 5 – Agency-Delegated 
Acquisition Procedures

• Appendices – Multiple 
resources at your disposal



Other Purchasing Publications

• The Buyers Network

– Available on 
WVPurchasing.gov

• The Property Connection

– Available on 
WVSurplus.gov



Other Purchasing Publications

• Purchasing Division Annual 
Report

– Available on 
WVPurchasing.gov

• Surplus Property Operations 
Manual

– Available on 
WVSurplus.gov



wvOASIS Basics

How to log in

JumpTo field (list of codes)

Search documents/procurement 
folders

VCUST/Headquarters account

Vendor holds 

Batch job 
reminder (runs 
on half-hour)
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