NORTH CAROLINA ePROCUREMENT

NC eProcurement
IT Sourcing Project Quick Guide

This IT Quick Guide is intended to help State Agencies use the NC eProcurement Sourcing Tool to create a
Sourcing Project for IT goods or services, submit applicable documents to the NC Department of Information
Technology (NCDIT) for review and approval, publish and conduct a Sourcing Event, and determine the awarded
vendor.

A Sourcing Project (SP) is a container for all information and documents pertaining to a formal solicitation for
goods or services. During the creation of a SP, the Sourcing Project Owner (e.g., Agency Procurement) will select
if the SP is for Non-IT or IT items. This Quick Guide is for SPs that are for IT goods or services. A Sourcing Event
is a very important part of a Sourcing Project and is the electronic forum for vendors to respond to the solicitation
with their bids or proposals.

To access the NC eProcurement Sourcing Tool, please go to this link. For a more detailed explanation of the end-
to-end IT Procurement Process, please review the Playbook / Training Guide at this link. If you have any
guestions or issues accessing or using the NC eProcurement system, please contact the NCEP Help Desk at
888-211-7440, option 3 or send email to ephelpdesk@its.nc.qgov

|. Initiate IT Sourcing Project and Enter Attributes

1. Sourcing Project Owners can create a SP in the NC eProcurement Sourcing Tool by clicking on the
‘Sourcing Project’ link under the ‘Create’ header in the ‘Common Actions’ portlet on the left.
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2. The ‘Create Sourcing Project’ page will display. Populate all relevant fields, including the eight required
fields, as noted by an asterisk (*). The Sourcing Project Owner will indicate this is a Sourcing Project for
IT items in the ‘Solicitation Vehicle’ dropdown (not shown below) by selecting the applicable IT
solicitation type (e.g., IT: RFP, IT: IFB, IT: RFQ, IT: SOW, IT: RFI, IT: Exception Request Only).

To create a Sourcing Project. specify the fields below. Templates used for constructing your Sourcing Project appear in the section at the bottom of the page. and available Templates  More
N
anle: * [TUneied sourcing Froject | @
~ A =
Al pe
Description | |
y
Copy from Project: | (no value) —
Project:  Full Project Asterisks indicate required fields.
Project State | Active | O
Origin:  Ariba Sourcing (i) Owner | classroomtrainingS3 |
-
E-m‘, = |l{|1o‘.-'2lue} | Currency: | Us Dollar |
S

3. Inthe ‘Select a template’ section of the ‘Create Sourcing Project’ page, note the radio button next to
the ‘NCDIT Sourcing Template’ template is automatically selected. The Sourcing Project Owner will be
prompted to answer two questions indicating whether the solicitation is an “IT Project” per NCDIT
Enterprise Project Management Office guidelines, and whether it will follow a “Two-Step” process or not.
One envelope is standard, so the Sourcing Project Owner would typically select ‘No’ in the second
question to follow the common path.

Note: This Quick Guide follows the process when the answer to both of these questions is ‘No’.
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4. Click the ‘Create’ button on the top or bottom right of the screen.

Navigate to the Team Tab and Confirm Sourcing Team Members

After clicking ‘Create’ on the ‘Create Sourcing Project’ page, the SP is saved and the ‘Overview’ tab is
displayed. Navigate to the ‘Team’ tab and add any other users who need access to the SP. By default, only the
Sourcing Project Owner who clicked ‘Create’ can edit the SP at this point.

1. Onthe ‘Team’ tab, click on ‘Actions’ and select ‘Edit’ from the dropdown to add other users as members
to the preloaded groups.
Notes:

o Users added to the ‘Project Owner’ group will be able to edit the SP.

e |tis very important that the ‘Agency CIO’ and ‘Agency IT Security’ groups be populated with at
least one user for approval purposes. If these groups are not automatically populated with users,
the Sourcing Project Owner should manually add an appropriate user(s).

Overview Cocuments Tasks \’ T-e-a_"r ) ma Yy

Team Members

Group T
Agency Legal
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MNCDIT EPMO

NCDIT ESRMO

From the ‘Team’ Tab, click on the
specific ‘Project Group’ name or
‘Project Member’ name for more
details on who is in each ‘Group’.
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To edit any ‘Project
Groups’, click on ‘Actions’
and select ‘Edit’ from the
drop-down menu.

2. Onthe ‘Team’ page, change a ‘Team Member’ by clicking on the down arrow in the ‘Members’ box or
click on ‘Add more’ to include other users. There is also an ‘Add Group’ button that will allow for
additional ‘Team Groups’ to be added. When all changes have been made, click ‘OK’.

Note: Any changes made to the ‘“Team’ tab within a SP only apply to that SP and not to other SPs also
created by the same Sourcing Project Owner.
Team o - =
Define the Team for this Sourcing Project. To add a new Group to this Sourcing Project, click Add Group. -
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lll. Navigate to the Documents Tab to Upload IT Procurement Intake Form

The ‘Documents’ tab is a central storage location for most documents related to a SP. It includes a ‘Shortcut to
NCDIT Sourcing Library Folder’ where the Sourcing Project Owner can download document templates to use
during their SP. The Sourcing Library contains specifically named folders that are connected to Approval and
Review Tasks on the ‘Tasks’ tab, where the Sourcing Project Owner will store completed versions of their
documents. The ‘Documents’ tab also contains a folder housing the Sourcing Event that the Sourcing Project
Owner will publish, and through which vendors will submit their solicitation responses.

1. To start the IT procurement process, the Sourcing Project Owner will need to upload a completed ‘IT
Procurement Intake Form’ to the ‘Documents’ tab. The ‘IT Procurement Intake Form’ is generally
completed by Agency Business and may be submitted to Agency Procurement as an attachment to a
Purchase Requisition. Agency Procurement may have to download a blank ‘IT Procurement Intake
Form’ to provide to Agency Business by clicking on the ‘Shortcut to NCDIT Sourcing Library Folder’
link at the top of the ‘Documents’ tab and selecting ‘Open’ from the dropdown.

= ——

Onrenriew ( Documents ) Tasks Team Message Board Event Messages History
~

—_—_————

Show Dretails

Mame
_____________________ 3 ‘
’s— _r-j Shortcut to NCDIT Sourcing Library Folder V-“, CIICk O_n the_ ShortCUt to NCD'T
= = e ST W Sourcing Library Folder’ link and select
= [ Action ‘ y
_________ Open’ from the dropdown.
L :’~ - COpen _ ,\
= [ Wiewr Dietails Project Owner

2. Click the blue triangle to the left of the ‘Intake Form Folder’, click on the ‘IT Procurement Intake Form’
Word document, and select ‘Download Draft’.

Mame o —

1 v N Click the blue triangle to the left of the
S oo e _ ‘Intake Form Folder’, click on the document
7 ¥ 1T Procurement Intake Form v template, and select ‘Download Draft’.

Charles Butterworth

Jp—— -—

* [ mF«7_” Download Drafi > plates™ Charles Butterworth
Il

» [ cla Wiew Details Charles Butterworth

3. When the Agency Business user has provided the Sourcing Project Owner with a completed version of
the ‘IT Procurement Intake Form’, the Sourcing Project Owner will need to upload it to the SP. Back on
the ‘Documents’ tab, click the blue triangle to the left of the ‘Intake Form Folder’, click on the ‘Replace
with Intake Form’ Word document, and select ‘Replace Document’ from the dropdown. Choose the
completed version of the IT Procurement Intake Form, follow the steps on the subsequent pages to
‘Replace document by the updated file’, click ‘OK’, and then ‘Save’. The document’s ‘Status’ will
update from ‘Not Edited’ to ‘Draft’ when replaced.

:l Shortcut to NCDIT Sourcing Library Folder Project Cwner
-
- VT oo Click the blue triangle to the left of the ‘Intake
REPEE Atttk Y Form Folder’, click on the ‘Replace with S
S =" T Intake Form’ Word document, and select
> O Py e ‘Replace Document’ from the dropdown.
B 1 1 St Download .

Create Shortocut

- -
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V. Submit IT Procurement Intake Form for Approval

The ‘Tasks’ tab contains a road map for completing a SP for IT items. There are ten Phases on the tab that each
contain various tasks. Some tasks are required to be completed and are marked with a red asterisk. Some tasks
contain predetermined workflows to involve NCDIT for review or approval of documents, while others suggest
steps to keep in mind as the solicitation progresses. The first task in ‘Phase 01’ is mandatory and instructs the
Sourcing Project Owner to ‘Submit IT Procurement Intake Form to NCDIT Reviewers for Approval’.

1. Onthe ‘Tasks’ tab, click the blue triangle next to ‘Phase 01’ and click on the ‘Submit IT Procurement
Intake Form to NCDIT Reviewers for Approval’ task. Select ‘View Task Details’ from the dropdown.

Overview Documents Tasks Team Message Board Event Messages History
Showe {Any Status) ' Regquired/Optional Ay Owner)y
Name Click the blue triangle to the left of the -
N ‘Phase 01’, click on the ‘Submit IT
\ w ["’ 01 - IDENTIFY AND VALIDATE BUSINESS NMEED Procurement |ntake FOI‘m to NCDIT

Reviewers for Approval’ task, and select
‘View Task Details’ from the dropdown.

Project Owmer Mot Started

> = 03- Edit Task T Project Owner Mot Started

2. Onthe subsequent ‘Approval Task’ page, it is important to specify a due date from the date picker in the
‘Fixed Date’ field. We recommend giving a minimum of five business days for NCDIT to complete its
approval. Click ‘Submit’ to send the document to NCDIT for approval.

1 » [ Imake Form Folder (Read Only)

2. Specify Due Date

Days after parent phase stans: MNone

LN xed Date

7 AY

|y
teel Add a due date from the date picker, include a
message if necessary, and click ‘Submit’.

3. Provide an initial message and click Submit or Mark Cancelled

3. When the task has been submitted, its ‘Status’ on the ‘Tasks’ tab will automatically update to ‘In
Approval’. To monitor the process of the review, click on the task and select ‘View Task Details’ from
the dropdown. Look for any comments by approval groups on the ‘Task History’ tab (visible upon
scrolling down the ‘Approval Task’ page). To note approval groups who have approved the document,
click on the ‘Approval Flow’ tab next to ‘Task History’ and look for the green ‘Approved’ boxes. The
‘Status’ of the ‘Tasks’ tab will automatically update to ‘Approved’ when all groups have approved.

Properties Task History € _ Approval rl_c-,-‘-\> A green box on
TTmemT the ‘Approval
Flow’ tab will
———————————————————— indicate that the
Submitted s - o - S approval group
N . has approved
o S the document(s)
________ within the task.

A

— ——

~
- -
—— ==
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4. The second task in ‘Phase 01’ asks the Sourcing Project Owner to confirm that the SP is flagged
correctly regarding its status as an IT Project based on NCDIT EPMO’s response to the IT Procurement
Intake Form. If the Sourcing Project Owner needs to adjust the initial answer to the template question
asking of the SP was for an IT Project, the Sourcing Project Owner should go to the ‘Overview’ tab, click
‘Actions’, and select ‘Edit Overview’ from the dropdown. On the subsequent ‘Edit’ page, click the
‘Template Questions’ tab, change the answer to the first question as needed, then click ‘OK’.

V. Populate Solicitation Document and Initiate Sourcing Event

Once all applicable tasks are complete in ‘Phase 02’, the Sourcing Project Owner should proceed to ‘Phase 03’
to populate the Solicitation Document and initiate the Sourcing Event. The Sourcing Event is the interactive part of
the SP where vendors can provide their responses. Prior to sending the Sourcing Event to the Agency CIO and
NCDIT for approval, the Sourcing Project Owner will initiate only Section 1 (Rules) and Section 3 (Content)
before saving. The information included in the Solicitation Document is complementary to that in the Sourcing
Event content.

1. From the ‘Documents’ tab, click on the ‘Shortcut to NCDIT Sourcing Library Folder’ and select
‘Open’ from the dropdown. Click the blue triangle next to the ‘RFx Solicitation Document Templates’
folder and click on the template document that matches the type of solicitation being posted. Select
‘Download Draft’ from the dropdown, populate the template, and save a local copy.

2. Back on the ‘Documents’ tab, click the blue triangle to the left of the ‘Solicitation Document and
Sourcing Event Folder’, then click the ‘Replace with Draft IT Solicitation Document’ placeholder.
Select ‘Replace Document’ from the dropdown and choose the completed version of the Solicitation
Document. Follow the steps on the subsequent pages to ‘Replace document by the updated file’ and
click ‘OK’ and then ‘Save’.

3. Inthe same folder, click on the ‘IT Sourcing Event Template’, and select ‘Edit’ from the dropdown to
access to the Sourcing Event.

Note: If the Sourcing Project Owner wishes to access the Sourcing Event without initiating an edit to copy
the ‘Doc Number’ for their Solicitation Document, they can select ‘View Details’ from the dropdown.

N _

=2 cLlener

To access the Sourcing Event, click  [=r==t=a
on the IT Sourcing Event Template
and select ‘Edit’ from the dropdown.

4. After adding a ‘Title’ and ‘Description’ on the subsequent ‘Edit Event’ page and clicking ‘OK’, Section
1 (Rules) of the Sourcing Event will display. Under ‘Timing Rules’, set the ‘Due date’ field to ‘Fixed
time’ and select the date and time for vendor bids to be due as established in the Solicitation Document.

Note: The ‘Due Date’ may need to be adjusted before the Sourcing Event is published if changes are
made during the approval process.

Timing Rules

Set the ‘Due Date’ to a ‘Fixed time’.

ublish button on the Summary page [
Future
] o /

) i i e e L T SR T T T T e e e ;

- ==

e ® Fixeatime: | 2 m 0 PM ) Reminder (EQity ~
~ — -

5. When the ‘Due date’ has been set, click onto Section 3 (Content) on the left side of the screen.
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6. Scroll to Section 5 to review the ‘Vendor Response’ subsections. Content can be added, deleted, or
edited as necessary by checking the box next to the relevant subsection and clicking the appropriate
button below. It is advised to maintain the default structure when possible.

| | ¥ s Vendor Response

This section is where Vendor uploads its response to this solicitation. |f necessafy, SOUFCing PrOjeCt OWner can add. edit.
or delete ‘Content’ sections by clicking the box next
to the subsection and selecting the appropriate option
below.

=T tound in Section 3 of

-

7. Click the ‘Exit’ button in the top right and select ‘return to project’, then navigate to the ‘Tasks’ tab.

VI. Submit Draft Solicitation Document for Agency Approval

Before sending the Solicitation Document and Sourcing Event to NCDIT for approval, the documents must first be
approved by the ‘Agency CIO’ group in ‘Phase 03’. Both documents will serve as the trigger for the approval
task, so both must be actioned upon as outlined above before the approval task can be submitted.

1. Onthe ‘Tasks’ tab, click on the ‘Submit Draft Solicitation Document for Agency Approval’ task and
select ‘View Task Details’ from the drop down. On the subsequent ‘Approval Task’ page, add a due
date from the date picker, add a message to the ‘Agency CIO’ if necessary, and then click ‘Submit’. The
‘Status’ of the ‘Task’ tab will automatically update to ‘Approved’ when the ‘Agency CIO’ approves.

> : Solicitation Document and Sourcing Event Folder (Read Only)

2. Specify Due Date

' 4 EJ\; ‘«——__| Add a due date from the date picker, include a
message if necessary, and click ‘Submit’.

3. Provide an initial message and click Submit

Additional Attachments...

4. i ~
4
\m ’

VII. Gain NCDIT Approval of Solicitation Document and Sourcing Event

When both tasks are complete in ‘Phase 03’, the Sourcing Project Owner can proceed to ‘Phase 04’ to submit
the Solicitation Document and Sourcing Event for approval by NCDIT.

Note: If a Procurement Exception request is needed at this point, the Sourcing Project Owner will submit a
completed Procurement Exception Request Form under the first task in ‘Phase 04’ to NCDIT for approval. This
should be done at the same time the Sourcing Project Owner submits the following Solicitation and Sourcing
Event approval task to NCDIT for approval.

11/22/2023 IT Sourcing Project Quick Guide 6
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1. Onthe ‘Tasks’ tab, click on the ‘Gain NCDIT Approval of Solicitation Document and Sourcing Event’
task and select ‘View Task Details’ from the drop down. On the subsequent ‘Approval Task’ page, add
a due date from the date picker (we recommend at least five business days out), add a message to
NCDIT if necessary, and then click ‘Submit’.

» [ Solicitation Document and Sourcing Event Folder (Read Only)

2. Specify Due Date -

3.  Provide an initial message and

Add a due date from the date picker, include a
message if necessary, and click ‘Submit’.

ot
~ -~

2. When the task has been submitted, its ‘Status’ on the ‘Tasks’ tab will automatically update to ‘In
Approval’. To monitor the process of the approval, click on the task and select ‘View Task Details’ from
the dropdown. Look for any comments by a NCDIT approval group on the ‘Task History’ tab (visible
upon scrolling down the ‘Approval Task’ page). To see which approval groups are included in the
approval workflow, click on the ‘Approval Flow’ tab next to ‘Task History’.

a. An approval group that has not been sent the approval task will be displayed in the ‘Approval
Flow’ tab with the word ‘Pending’ in the top box that is shaded gray. These groups have yet to
receive the approval request and will not become ‘Active’ until the approval task is submitted by
the Sourcing Project Owner and any previous approval node completes their approval.

b. An approval group that is currently in the process of approving the task will be displayed in the
‘Approval Flow’ tab with the word ‘Active’ in the top box that is shaded blue.

c. An approval group that has completed its approval will be displayed in the ‘Approval Flow’ tab
with the word ‘Approved’ in the top box that is shaded green.

Note: NCDIT may attach an edited version of the Solicitation Document in the ‘Task History’ tab.

Properties Task History \ Approval Flow
' d

S_—_——_—-

On the ‘Task History’ tab, check for any
relevant comments by NCDIT approvers, as
well as a possible attached, edited document.

= ~ D& agency Solicitation Document - NCDIT CommentSadtes | //'

Owner

3. If NCDIT denies the approval request, the Sourcing Project Owner should work with applicable Agency
staff to address NCDIT’s feedback and develop an updated Solicitation Document.

4. The Sourcing Project Owner should return to the ‘Documents’ tab and replace the Solicitation Document
draft with the updated version.

5. The Sourcing Project Owners should go to the ‘Gain NCDIT Approval of Solicitation Document and
Sourcing Event’ task and click the ‘New Round’ button.

O solicitation Document and Sourcing Event Folder (Read Only) The reviewer has already responded. You have the following options:

w comments on the Task History

(% DMNCR Solicitation Document
{5 Approval Training Demo P Bt (SO
_________ -7 Click ‘New Round’ to initiate
Sroraenes Task History T S \ another round of approvals.
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6. On the next page, the Sourcing Project Owner can set a new ‘Due Date’ (we recommend a minimum of
five business days), add a note letting NCDIT know that the identified issues have been addressed, and
re-submit the task for another round of approvals.

7. After NCDIT reviews and fully approves the Solicitation Document and Sourcing Event, the task will

automatically update to ‘Approved’ status on the ‘Tasks’ tab and a checkmark will appear to the left.

- J’ D4 REVIEW AND APPROVE SOURCING EVENT
\
’\ ~'  Giain NCDIT Approval of Selicitation Decument and Sourcing Event * ~v
~_7
» = 5 - CONDUCT SOURCING EVENT ~

Solicitation Document and
Sourcing Event Folder

Project Cwner
classraomtraining4€

Project Cwner

Complete

01/18/2023

~
d PL/18/2023
-

VIIl. Finalize and Publish the Sourcing Event

After receiving approval from NCDIT to post the solicitation, the Sourcing Project Owner should finalize the
Solicitation Document and then return to Section 1 (Rules) of the Sourcing Event to update any dates that may
have changed during the approval process. The Sourcing Project Owner should then go to Section 3 (Content)
and attach the final version of the Solicitation Document to subsection 3.1 and make any other necessary
updates.

The Sourcing Project Owner will navigate to Section 2 (Suppliers) where they will invite the designated ‘NC
eProcurement Sourcing’ supplier (for a public posting) or specific vendors (for a private RFQ or SOW) before
the Sourcing Event can be published in Section 4 (Summary).

1. From the ‘Documents’ tab, access the Sourcing Event by clicking on it and selecting ‘Edit’ from the
dropdown. Verify the ‘Due date’ under ‘Timing Rules’ in Section 1 (Rules).

2. To add the finalized Solicitation Document, click onto Section 3 (Content) on the left side of the screen.
Scroll to subsection 3.1 and click on the blue text in that field. Select ‘Edit’ from the dropdown menu.

¥ 3 Solicitation Document and Details v

tion contains the details of the s
i e i i i S 3G THE
<ngd te

ation, and scope of the goods and f or services being requested. information on the seolicitation process and
to this Selicitation will be posted in this section.

on how to respond.

Click the blue text in subsection 3.1
and select ‘Edit’ from the dropdown.

3. Click the ‘Update file’ link and select ‘Upload a file from desktop’ to replace the sample document with
the finalized Solicitation Document, then click ‘Done’.

4. Review the subsections in the ‘Vendor Response’ section and adjust if necessary.

5. Click onto Section 2 (Suppliers), click ‘Invite Participants,’ and search for and select the designated
‘NC eProcurement Sourcing’ supplier.

Participant Search (: “N
Seawch Hikerm — — o Options™
(\ [ rie eprocurement sourcing > “
oo TTT Search for ‘NC eProcurement
Sourcing,’ select it, and click ‘OK’.
| S
Search Results =
_|ZL P o — —
(:I +] NC eProcu =
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6. Click onto Section 4 (Summary). If all required aspects of the Sourcing Event have been completed, the
‘Publish’ button will be blue and clickable. If there are still incomplete aspects of the Sourcing Event, the
‘Publish’ button will be grayed out and a message should alert the Sourcing Project Owner to what is
missing. Scroll down to review this page to confirm all information is accurate before clicking ‘Publish’. If
edits are necessary, click the ‘Actions’ dropdown to edit the ‘Overview’, or return to any of the Sections
to make changes. Any changes after clicking ‘Publish’ would need to be made as an addendum.

~

-

-

Event 1 When all portions of the Sourcing Event have been |
completed, click ‘Publish’ in the upper right corner of et o LaaweTT5S 2 araft for futre edis
Section 4 (Summary) to make the Sourcing Event live.

( 1} Rules
- §11125 - Computer software licensing rental or leasing service 811125

|/2\| Suppliers Description Example IT Sourcing RFP (i} Last Modified: 08/29/2022

7. The published Sourcing Event is now automatically posted to Public eVP and the HUB Opportunities
page (unless SOW or RFQ was selected). If there were any issues with the public posting, the user will
receive an email stating “There was an error while posting your solicitation.” For more information on the
eVP version of the solicitation, please see the ‘Viewing Posted NCEP Solicitations in eVP’ Job Aid.

IX. Submit Draft Award Recommendation and Leading Vendor Proposal(s)
to NCDIT for Review

After posting the solicitation and conducting the Sourcing Event, the tasks in Phases 05 — 07 in conjunction with
the IT Procurement Process Playbook / Training Guide will outline the steps required towards arriving at an Award
Recommendation. The ‘Submit Award Recommendation and Leading Vendor Proposal(s) to NCDIT for
Review’ task at the end of ‘Phase 07’ will give the Agency some initial feedback from NCDIT.

1. From the ‘Documents’ tab, navigate to the ‘Sourcing Library’ and download the template in the ‘Award
Recommendation Folder’. Populate the template with the process used by the Agency to evaluate the
vendor responses and identify the leading vendor response(s). Save a local copy before navigating back
to the ‘Documents’ tab. Replace the placeholder document in that ‘Award Recommendation Folder’
with the completed version.

2. Click the ‘Leading Vendor Proposal(s) Folder’ and select ‘Document’ beneath ‘Upload’ in the popup.

3. Onthe subsequent ‘Create Document’ page, choose any relevant files from the leading vendor’s
response to attach for NCDIT to consider. Click ‘Create’ then ‘Done’. Repeat these steps for as many
documents that need to be uploaded.

4. Navigate to the ‘Tasks’ tab and click on the ‘Submit Award Recommendation and Leading Vendor
Proposal(s) to NCDIT for Review’ task. Select ‘View Task Details’ from the dropdown.

5. Onthe subsequent ‘Review Task’ page, specify a due date from the date picker (we recommend a
minimum of five business days) and include a message to NCDIT indicating the leading vendor(s) on
which they should focus their review, then click ‘Submit’ to send the task to NCDIT for review.

1 - 1 Award Recommendation Folder (Read Only)

2 Specify Due Date 7

Set a due date, provide a message
to NCDIT with the suggested leading
vendor(s), and click ‘Submit’.
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6. When task has been submitted, its ‘Status’ on the ‘Tasks’ tab will automatically update to ‘In Review’.
To monitor the process of the review, click on the task and select ‘View Task Details’ from the
dropdown. Look for any comments by an NCDIT review group on the ‘Task History’ tab (visible upon
scrolling down the ‘Review Task’ page). To note the review groups who have reviewed the document,
click on the ‘Review Flow’ tab next to ‘Task History’ and look for the green ‘Reviewed’.

Note: If all reviewers in the ‘Review Flow’ have not completed their review by the requested due date,
the Sourcing Project Owner should contact those reviewers and ask them to do so when convenient.
When all have completed their review, click the ‘Mark Complete’ button to indicate the task is done.

Green boxes on the ‘Review Flow’ page indicate a group
T Erterrise Onerstl has reviewed the documents. A blue box indicates the group
. has not. If any groups fail to complete their review by the due
oo e e e date, reach out to that group and ask them to do so. Once all

I ——————————— groups have reviewed, click the ‘Mark Complete’ button.

X. Send Award Recommendation Draft to NCDIT for Approval

Following any final negotiations per Phase 08, the Sourcing Project Owner can proceed to Phase 09 to complete
the ‘Gain NCDIT Approval of Final Award Recommendation’ task. This is the final required ‘Approval Task’ in
the IT procurement process.

1. If any information on the ‘Award Recommendation’ document requires an update following vendor
negotiations, the Sourcing Project Owner should finalize the document and replace the draft version with
the final version in the ‘Award Recommendation Folder’ on the ‘Documents’ tab.

2. Navigate to the ‘Tasks’ tab, click on the ‘Gain NCDIT Approval of Final Award Recommendation’ task
and select ‘View Task Details’ from the drop down.

3. On the subsequent ‘Approval Task’ page, specify a due date (we recommend a minimum of five
business days) and click ‘Submit’ to send the request to NCDIT for approval.

4. After NCDIT reviews and approves the final ‘Award Recommendation’ document, they will attach a
‘Certification for Award Memo’ and the task will automatically update to ‘Approved’ status.

¥ +/ 09 - REVIEW AND APPROVE AWARD RECOMMENDATIONS v Project Owner Complete 01/18/2023
- Award Recommendation -7 ~
4 \Fai’ MCDIT Approval of Final Award Recommendation ™ " o ; classroomtraining4 8 Approved \O1/18/2023
\ Folder w = Vi
-~ S o - -
» = 10 - EXECUTE CONTRACT v Project Owner Mot Started
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Xl.  Appendix

The above steps outlined the main tasks to be completed when conducting a SP for IT items. However, there are
several other tasks that may be necessary within the flow of some SPs depending on the nature of the solicitation.
Those tasks are broken down into three types: ‘To Do Tasks’, ‘Review Tasks’, and ‘Approval Tasks’. Below
are some notes about each type of Task.

To Do Tasks
e ‘To Do Tasks’ are reminders of steps that may need to be taken to complete a SP.

e The Sourcing Project Owner should choose to ‘Mark Complete’ when the action described in the task
has been finished to let themselves and others know where in the process the SP stands. To do so, click
on the task and select ‘Mark Complete’ from the dropdown.

To mark a task complete, click on the task and
select ‘Mark Complete’ from the dropdown.

LC View Task Details

> = a3- Edit Task

Project Cwner Complete osvo9r2022

o If alisted task is not applicable to the SP, the Sourcing Project Owner should mark the task as cancelled
to let themselves and others know that the task was not needed. To do so, click on the task, select ‘View
Task Details’, then select ‘Mark Cancelled’, and then select ‘OK’.

TSK498914128 Seek Clarifications with Vendors as Needed

To mark a task as cancelled, click on
DIRECTIONS: Please go to the 'Documents’ tab in the the project, and click 'W the ‘VleW TaSk Detalls’, SeIeCt
Clarifications Template” and select duwnluai. ________ N ‘Mark Cancelled’, and select ‘OK’.

- - -

Review Tasks
¢ An example of completing a ‘Review Task’ was demonstrated in Section IX of this document.

e As areminder, if any reviewers in the ‘Review Flow’ have not completed their review by the requested
due date, the Sourcing Project Owner can contact those reviewers and ask them to do so at their earliest
convenience. When all have completed their review, click the ‘Mark Complete’ button to indicate the task
is done and move to the next task.

o Below is a list of the other ‘Review Tasks’ besides the two demonstrated:

o Phase 06: Evaluate Vendor Responses

o Phase 08: Submit updated Draft Award Recommendation to NCDIT for Review (if applicable)

o Phase 08: Submit draft BAFO to NCDIT for Review (if applicable)
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Approval Tasks

Examples of completing ‘Approval Tasks’ were demonstrated in Sections IV, VI, VII, and XI of this
document.

There are four ‘Approval Tasks’ tied to Exception Requests that are only required if they are applicable to

the specific SP:

o Phase 04: Submit Procurement Exception Request to NCDIT (if applicable)

o Phase 07: Submit Standards Exception Request to NCDIT (if applicable)

o Phase 07: Submit Security Exception Request to NCDIT (if applicable)
Each of the exception-related ‘Approval Tasks’ are tied to their own exception folder on the
‘Documents’ tab, into which completed versions of the relevant exception documents should be saved
over the ‘Replace with...’ files.
If additional supporting documents need to be submitted along with the exception forms for NCDIT
approval, they can be added to the relevant exception folder on the ‘Documents’ tab. The Sourcing

Project Owner can click the folder name, select ‘Document’ beneath ‘Upload’ on the dropdown menu,
and then follow the prompts to upload the document(s).
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