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What are Review Tasks?

=  Review Tasks request one or more users or groups to review one or more documents.
= This will replace sending the ProAct transmittal or LaGov shopping cart back and forth with documents attached.

How is the Agency Notified of a Review Task?

=  When the State Procurement Analyst (SPA) has completed their review of a document, they will initiate a review
task in LESA. LESA will send an email to notify the agency person listed in the workflow that a document needs
their review.

= The agency should open the attachment and address any comments from OSP.

Review required - RFP for Computer System: Review for Scope of Work
W Austin Bachman

Email Review <sdapproval-prod3+louisiana@ansmtp.ariba.com>

= Scope of Work.docs
m 30 KB

I EXTERKAL EMLAIL: Pigass do not click on links or sttachmants unlass you know the content is 1afe I

Review required - RFP for Computer System: Review for Scope of Work | W5228244015

Task title: Review for Scope of Work

Task description: SPA works with Agency to complete Scope of Work.

Action: Complete Review.

If your review contains revisiens to any document(s), Click Here to complete this task in LESA.

If you have no revisions, you may complete the review in LESA or Click Here to complete this review via email.

This email is being sent to you because you are a reviewer of a document that has been submitted for review.

This email ariginated from the Ariba system used by State of Louisiana and was originally sent to: austin bachmanibla. gov

Shrebarry Bafaranca: Clidk Hara ba aeeade ha evelam

=  Once OSP’s comments have been addressed, if necessary, save the document to your computer.
= Return to the email to complete the review task.
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Responding to a Review Task with Changes

= If your review contains revisions to any document(s), select ‘Click Here’ on the first option. Please note that
replying to the email and attaching your revisions will not upload to LESA. You must select ‘Click Here' to
complete the task.
Fri 611872020 847 AM
Email Review <sdapproval-prod3+louisiana@ansmtp.ariba.com>
Review required - RFP for Computer System: Review for Scope of Work

To M Austn Bachman

=~ Scope of Wark.doex
ﬂ 30 KB

I EXTERNAL EMAIL: Pieaie do not click on lnks or aftachmants unless you know the content is safe I

Review required - RFP for Computer System: Review for Scope of Work | W5228244915
Task title: Review for Scope of Work
Task description: SPA works with Agency to complete Scope of Work.

Action: Complete Review.

I If your review contains revisions to any document(s), Click Here to complete this task in LESA, I

If you have no revisions, you may complete the review in LESA or Click Here to complete this review via email.

This email is being sent to you because you are a reviewer of a document that has been submitted for review.

This email onginated from the Ariba system used by State of Lovisiana and was onginally sent to: austin.bachman@la. gov

Syehamn Bafaransa: Click Hara ba necase bha sebam

o You will be prompted to log into LESA. After you log in, LESA will bring you directly to the task. Select
‘Complete Review'.

o = 5 0 @
Review Task Exit

The document below has been submitted for review. To view documents, click the document link to open or download them. If you are a reviewer, you can complete this task by clicking the Complete  More

RFP for Computer System Requirements Gathering Review for Scope of Work

TSK228244965 Review for Scope of Work Round 1: Awalting Response(s)

SPA works with Agency to complete Scope of Work,

Austin Bachman
Cne or more documents have been submitted for your review. You have the following

(% Scope of Wark Optians:

+ View the documents on the left

+ To propose document changes, edit and save all required documents locally. Add it as an
attachment when you submit your Counter Proposal or Review:.

Complete Review
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o Enter a message, attach the file, and select OK to complete your review.
o 2z 0 @
Reviewed oK

Enter a comment message and, if necessary, set the Access Control for this comment. You can also add document attachments  More

Shkdaacais: |
—— B I U —site— | —font— = A & |
e = — — i
Access Control: | s ] View Details ®
Document Attach Bevised Dorument

G"’ Scope of Work

Additional Attachments

Mo items

Delete ” Add attachment l[ Add from Project |

OK Cancel
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Responding to a Review Task with No Changes

If there are no revisions to the attachment select ‘Click Here’ on the second option and you may complete the
review via email.

Fri &N8202

Email Review <sdapproval-prod3+louisiana@ansmtp.ariba.com:>
Review required - RFP for Computer System: Review for Scope of Work
To M Austin Bacheman

= Scope of Wark.doex
ﬂ 30 KB

EXTERHAL EMAIL: Piease do not click on links or attachmaents unless you know the content is safe

Review required - RFP for Computer System: Review for Scope of Work | W5228244915

Task title: Review for Scope of Work

Task description: SPA works with Agency to complete Scope of Work.

Action: Complete Review.

If your review contains revisions to any document(s), Click Hers to complete this task in LESA.

III you have mo revisions, you may complete the review in LESA or Click Here to complete this review via email. I

This email is being sent to you because you are a reviewer of a document that has been submitted for review.

This email originated from the Ariba system used by State of Lovisiana and was onginally sent to: austin bachmani®la gov
Saetarn Bafaranca: Click Hara bn Becaes tha sstam

o Once you select ‘Click Here” a new email message will appear. Notice the instructions in the body of the
email.

Complete Review T5K408005278 - Message (HTML)

Insert Options Format Text Review Acrobat Q@ Tell me what you want to do...
By X Cut

e e em a— =1 o8 > .
& Calbi ~|11 - A A |IS-1=-| ke |a g % [ _2‘ [> Follow Up a
EE) Copy . § ' High Importance i
Past: < . B I U . A-Bl== &= 3= Address Check Attach Attach Signature  Attach File Office
- Format Painter - Book Mames File~ fem~ - vialink~ ¥ LowImportance  add-ins
Clipboard [F Basic Text [F1 Names Include Adobe Acrobat Tags | Add-ins

From - Maonica.Clark2 @la.gov
\L‘ | s4approval-prod3-Houisiana @ansmip.ariba.com
Send
Cen |

Subject

| Complete Review TSK433005278

[:Begin Comments section. Enter your comments starting on the next line:]

[:End Comments section:]

IMPORTANT: Send this message to complete the review for this request.

Do not edit or delete the text below this line.
[x] WcrkﬂowActionlD,N)(EmAK+cIeNQO;,lvaziwelpIUok,NXGmADdcheb\Ni,l,NXEmADAChebWi,Iouisianaj
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o If you have no revisions to the attachment you may enter your comments in between the sections as
seen below. Once complete, hit Send.

Complete Review TSK408005278 - Message (HTML)

Message Options Format Text Review Acrobat Q@ Tell me what you want to do...

Cut ; P =zl e% i . |* Fallow Up -
Calibri - |11 -| A A7 =i A |23 et mj Q P
0 _— |:_ ) t’

: I High Importance i

Paste - B I U 3. A-Bl== &= 3= Address Check Attach Attach Signature  Attach File Office
- Format Painter - T 7 Book Names Filew ltem~ - via Link - ¥ Lowimportance  add.ins
Clipboard F] Basic Text (F] Mames Include Adobe Acrobat Tags m Add-ins

From = Maonica.Clark2@la.gov

To.. s4approval-prod3Houisiana @ansmtp.ariba.com
Send
Cc..
Subject Complete Review TSK498005278

[:Begin Comments section. Enter your comments starting on the next line:]
Enter comments here
[:End Comments section:]

IMPORTANT: Send this message to complete the review for this request.

Do not edit or delete the text below this line.
[x] WorkflowActionlD,NX6mAK+cleNQQz,1vp2ziwdp2 0ok, NX6mADAChebwVi,1,NX6mAD4ChebvVi,louisiana;

Navigating Review Tasks from the LESA Dashboard

You may also access any pending review tasks in the ‘Needs Review’ section of your LESA Dashboard.

Needs Review (1)

[E ©sP Contract Review (Mew Computer System - Training - Austin 2 )

Submitted for Review
No iterns
Tasks with Alerts

No items

o The task name is listed followed by the name of the project in parenthesis.
= [f you click on the task name, it will bring you directly to the task (recommended).
= If you click on the project name inside the parenthesis, it will bring you to the Sourcing Project.
From there you will need to then go to the Tasks Tab to select the task that needs review.
= Once the agency review is complete the SPA will be notified by LESA.

Publish Date 9/1/22



	What are Review Tasks?
	How is the Agency Notified of a Review Task?
	Responding to a Review Task with Changes
	Responding to a Review Task with No Changes
	Navigating Review Tasks from the LESA Dashboard

