IT Guided Sourcing Project
Quick Guide

Introduction

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 Guided 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 an SP 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 questions 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.gov

NMORTH CAROLINA ePROCUREMENT

Learning Objectives

At the end of this job aid, you will be able to:

N A
-@- Create a Guided Sourcing Project.
N A

-@- Publish a Sourcing Event.

Interact with NCDIT to gain approval to conduct the Sourcing Event
and award a winning bidder.


http://ncgov.procurement3.ariba.com/
https://it.nc.gov/documents/procurement/it-procurement-process-playbook-training-guide/open
mailto:ephelpdesk@its.nc.gov
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Initiate Sourcing Project and Complete the Create guided sourcing project page

0 In the Common Actions portlet on the left side of the screen, click the Guided Sourcing Project link.

HOME SOURCING CONTRACTS SUPFLIERS FOR YOU Manage Create
Sourcing Project v | Search using Title, |D, or any other term |V “ 3\ G
Common Actions A My Documents v Event Status (Last 12 months) v
Create Title Date } Status Forward

RFl  RFP  Auction

Sourcing Project Auction
1 [E] Personal Workspace 2/18/2025 Draft
Guided Sourcing Project Draft o 0 o o

e The Create guided sourcing project page will display. Populate all relevant fields, including the
required fields, as noted by a red asterisk (*). Indicate this is a Sourcing Project for IT items in the
Solicitation Vehicle dropdown by selecting the applicable IT solicitation type (e.g., IT: RFP, IT:
IFB, IT: RFQ, IT: SOW, IT: RFI, or IT: Exception Request Only).

Solicitation Vehicle * Owner Currency Commodity *
E |earch fora value ” A :I | G5Trainerd2 | = l ‘ US Dollar | ~ | Search by name or ID | = |
/ﬁ ry Walue must not be empty.

2. IT:RFP

3T IEB Target Contract Award Date *

| Select a date | = |

4 TREQ Value must be set.

5. IT: SOW

6. IT: RFI
\ 7. IT: Exception Request Only / v

e In the Template section, select NCDIT Sourcing Template - Guided Sourcing and answer the
questions presented, then click Create.

Create guided sourcing project Cancel

~ Template

Template *
I NCDIT Sourcing Template - Guided Sourcing ] | Va

Is this an IT Project as determined by the NCDIT EPMO? To find your agency's assigned
MNCDIT EPMO Project Management Advisor for help in determining what is an IT Project, go
to https:ffit.nc.gov/programs/project-portfolie-management/project-management-adviser-
assignments

| No

The default number of Sourcing Event envelopes is 1, which is standard for One-5te
solicitations. Will this be a Two-Step solicitation (2 envelopes)?

| No

@ This Quick Guide follows the process when the answer to both of these questions is No and the

solicitation is above the agency’s delegation amount. For IT solicitations under agency delegation,
only Phases 03, 05, 06, 08, and 10 will display, and there are no required interactions with NCDIT.
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Submit IT Procurement Intake Form to NCDIT Reviewers for Approval

0 The IT Procurement Intake Form contains summary information about an IT business need. This
information will help Agency Procurement and NCDIT collaboratively determine the appropriate
sourcing approach to address the IT business need. Sourcing Project Owners will submit the completed
IT Procurement Intake Form to NCDIT for approval in the first task of Phase 01. A blank IT
Procurement Intake Form template can be downloaded from the Sourcing Library.

A. When the IT Procurement Intake Form has been competed, navigate to the Events and other
documents section, click the blue arrow to the left of the Intake Form Folder, and click on the
Replace with Intake Form document to open it up.

~  Events and other documents All (20)  Related to me (17)
Search a o | Sourcing Resources l Create l Upload = v &
B Folders and documents Type Version  Status Owiner Last modified on  Last modified by Associatec ®
1A 9 Intake Form Folder Folder Criginal @ Project Owner 12/10/2024 Submit IT
D [ (¥ Replace with Intake Form.docx ] Document vl Mot Edited @ Project Owner 12/10/2024 ° GuidedSourcingd3
D » 9 Procurement Exception Folder Folder Criginal @ Project Owner 12/10/2024 Upload Pr

B. Click the three dots in the top right and select Replace document from the dropdown. Select the
Upload a new document option, choose the completed version of the form, then select Yes
and click Replace. The document’s status will update from Not Edited to Draft when replaced.

Example IT Sourcing Project / Intake Form Folder / Replace with Intake Form.docx

= Replace with Intake Form.docx

Download

Document | Not Edited | Doc1387223338 | Unlocked = View details
INSTRUCTIONS: This is a placeholder document that must be replaced with a completed IT Procurement Intake Form 2 Publish
The IT Procurement Intake Form should be completed by Agency Business and attached to a Purchase Requisition in the North Carolina eProcurement Buyer m

To download a blank IT Procurement Intake Form to provide Agency Business to complete and attach to a Purchase Requisition. please follow these steps: 2 Lock

1. Go to the Documents tab in the Sourcing Tool

2. Click on ‘Shortcut to NCDIT Sourcing Library Folder’ link =
. +> Replace document
3. Select ‘Open’

4. Click on the bold blue triangle to the left of ‘Intake Form Folder' to expand the folder
5. Click on th e right of the "IT Procurement Intake Form™

#* Add to guick links

@ The Sourcing Library can be found by clicking Manage in the top right of the Ariba home page

C. Inthe Tasks section, click the blue arrow next to Phase 01 and click on the Submit IT
Procurement Intake Form to NCDIT Reviewers for Approval task. Click Submit in the
top right of the task to send the task to NCDIT for approval. The approval flow and Due
Date will be pre-populated.

~  Tasks All[41) | Assigned to me (1)
Search a o [ Sourcing Resources l [ Create l 1= T~ TL ATd 8%
D Phases and tasks Type Status Owner -
: 01 - IDENTIFY AND VALIDATE BUSINESS NEED Phase In Progress @ Project Owner
D [ Submit IT Procurement Intake Form to NCDIT Reviewers for Approval® ] Approval Mot Started o GuidedSourcingd
D Validate Answer to 'Is this an IT Project? Template Question on Overview tab Matches NCDIT EPMO's Determination™ To do Mot Started @ Project Owner
D » I 02-CONDUCT PLANMING MEETING Phase Mot Started @ Project Owner

@ If the Due Date needs to be altered, click into the task and click the Edit button to do so.
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D. When the Intake Form task is approved, the status of the subsequent Validate Answer to
Is this an IT Project? Template Question on Overview tab Matches NCDIT EPMOs
Determination task will shift to In Progress. If updates are necessary, click into the
Project Summary section of the Sourcing Project and edit the Template questions. To
close the task, clickinto it and click Set to Complete.

Populate Solicitation Document and Initiate Sourcing Event

0 Once all applicable tasks are complete in Phase 02, proceed to Phase 03 to prepare the
solicitation documents and Event for subsequent NCDIT review.

A. In the IT section of the Sourcing Library, 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. Download and populate the template, then save a local copy.

B. Back in the Events and other documents section, click the blue triangle to the left of the
Solicitation Document and Sourcing Event Folder, then click into the Replace with
Draft IT Solicitation Document.docx document. Click the three dots in the top right and
select Replace document from the dropdown to add the completed version of the
Solicitation Document and upload any other documents that NCDIT may need to review.

@ The Doc ID# of the Sourcing Event, which will become the Solicitation Number in eVP and is

commonly added to the Solicitation Document, is visible in the Document Id column.

C. In the same folder, click on the IT Sourcing Event Template to initiate the Sourcing Event.
The Create guided sourcing project page will display. Populate the Name and
Description fields with pertinent information then click Create.

=~ [ Solicitation Document and Sourcing Event Folder 7 1T Sourcing Event Template -l Cancel

Create guided sourcing project
~  Name and type
Mame * & Description (&

[ IT Sourcing Event Template |
B I U F [em |

[<F’LEASE INSERT DESCRIPTION HEREb

Andale Mono ~ | A [ |

D. After the Sourcing Event displays, click the Edit button in the Event duration section to set the
Due date and time. Click on Time and set the Due date using the calendar and clock
dropdowns, then click Save.

RFP | Draft | ID: Do
< December 2024 > Hrs Min Period
Event duraticn Supplie| Sun Mon Tue Wed Thu  Fri Sat .
49 1 2 3 4 5 ] 7 10
o D
Create s |8 9 10 11 12 13 14 1 iew responses Award
51 16 17 18 19 20 |21 ﬂ
~  Event duration 52 22 23 24 25 26 27 |28 1
Start bidding rigt
~
vent bidding ends (] | ICa":e.
uration | Selecr & dare I @ ‘I
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E. Scroll to the Questions, requirements, and attachments section and adjust the content
as necessary. Add, edit, or delete subsections by checking the box next to a subsection
and using the buttons at the top of the section to perform the desired action.

F. When all adjustments have been made, click Save and close in the top right to return to
the Sourcing Project. In the Tasks section, mark the Upload Draft Solicitation
Document and Complete Sourcing Event Duration and Content Sections task
Complete in Phase 03. At this point, the Submit Draft Solicitation Document for
Agency Approval task will submit itself, and the Sourcing Project Owner can wait for
feedback and approval from their Agency CIO.

=eo [ Solicitation Document and Sourcing Event Felder / Example IT Guided Sourcing Event

Example IT Guided Sourcing Event & =

~  Questions, requirements, and attachments (10)

Search Q a Add l 1= T TL v 5

lil Questions, prerequisites, requirements, and attachments Actions Response type Initial Value *

Delete ][ Manage conditions

[ Edit questions

| | v B 5.0 vendor Response
This section is where Vendaor uploads its response to this solicit..

| ] 5.1 Vendor shall upload a Signed and Com. soo | Attachment v | %P Drag a file here or browse to upload (< 100 MB
i3 5.2 Vendor shall upload file(s) that contain... aoo | Artachment v | & Drag a file here or browse to upload (< 100 MB
[] 5.3 Vendor may upload any Appendix mat.. LD | Attachment v | P Drag a file here or browse to upload (< 100 MB

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.

A. In the Tasks section, click on the Gain NCDIT Approval of Solicitation Document and
Sourcing Event task. On the subsequent page, the approval flow and Due date will be set
automatically. The Due date will be listed as Days after parent phase starts and the
countdown of days began once Phase 03 was completed and Phase 04 began. Click
Submitin the top right to send the approval request to NCDIT.

===~ [ Gain NCDIT Approval of Solicitation Document and Sourcing Event 1A I Submit I Close
Gain NCDIT Approval of Solicitation Document and Sourcing Event

Approval Not Started TSK1387223370

Task details Associated document Task type and process Comments and activity history

Task details

General information Edit
Mame * Owner * (& Days after parent phase starts (@
Gain MCDIT Approval of Solicitation Project Owner 28 days after parent phase starts

Document and Sourcing Event

NORTH CAROLINA ePROCUREMENT
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Finalize and Publish the Sourcing Event

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

A. Click on the Draft version of the Sourcing Event from the Project Insights section.

B. Verify that the Due date in the Event duration section has not changed during the solicitation
approval process. If it has, update it accordingly via the Edit button.

C. Navigate to the Questions, requirements, and attachments section to add the finalized version
of the Solicitation Document in subsection 3.1 and make any other necessary adjustments.
Click the arrow to the left of Section 3.0 to display the Subsections.

D. Scrollright to the Initial Value column for subsection 3.1 and click on browse to replace the
SAMPLE BLANK DOCUMENT with the completed Solicitation Document. Select a local copy of
the completed Solicitation Document and apply the changes.

E. When all Subsections have been finalized, click Publish to send the Sourcing Event to eVP so that
vendors can begin to respond, then navigate back to the Sourcing Project Tasks section and
mark the Publish Sourcing Event task Complete in Phase 05.

Example IT Guided Sourcing Event = 1E Save and close

RFP Draft 1D: Docl79

Event duration Suppliers Questions, requirements, and attachments Items that need quotes

1C . 3.0 Solicitation Document and Details
This section contains the details of the solictation, including det.

[ 3.1 This document includes details on the i con Artachment

D 3.2 Vendor Question Template - Vendor sh ooo Amtachment

Conduct Sourcing Event and Mark Phase 05 and 06 Tasks Complete

G Once a Sourcing Event is published and open for bidding, vendors have through the allotted time per the
Due date to provide electronic responses to the solicitation. During the time that an Eventis open,
vendors can ask questions, and Project Owners can respond, if needed, by creating addenda or even
extend the timing of the Event. Phase 05 of the Tasks section will guide Project Owners through these
steps, and there are two more tasks after the Event has closed that are required to be completed in
Phase 05 and 06. For more detailed information on updating the Event while it’s open, please see the
Managing and Awarding a Sourcing Event (IT) job aid.

A. When the Sourcing Event is complete, the first required task in Phase 05 is Open Vendor
Responses to Sourcing Event after Response Submission Deadline. Mark this task
Complete after opening the envelopes.

B. Phase 06 will automatically start, and the first task is to Determine Vendor Responsiveness.
Once this has been done, mark that task Complete, too. Complete any other optional tasks in
Phase 06 before moving to Phase 07.

~  Tasks

AlL(42) Assigned to me (&
I:I Phases and tasks Type Status  Owner Due date Approvers or reviewers Associate a document  Action -
|:| @ Open Vendor Responses to Sourcing Event after Resp.. ] To do Mot ... @ P Settos
Post Preliminary Bid Tabulation to VP Todao Met.. @ P
~ I 06 - EVALUATE VEMDOR RESPOMNSES Phase MNot... @P E

D G Determine Vendor Responsivenes: ] Todo Mot @P l
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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” will outline the steps 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.

A. Navigate to Award Recommendation Folder in the Events and other documents section
of the Sourcing Project and upload a completed Award Recommendation document by
replacing the Replace with Award Recommendation document along with uploading
upload any additional documents NCDIT may need to review. The original template for
this document can be found in the Sourcing Library.

B. In the Tasks section, click on the Submit Award Recommendation and Leading Vendor
Proposal(s) to NCDIT for Review task and click Submit to send the document(s) to
NCDIT for approval. The Due date and Approval flow will be automatically set.

C. After NCDIT fully approves the request, the task will automatically update to Approved
status, and the Sourcing Project Owner can move on to Phase 08 if necessary to handle
any vendor negotiations, and if not to Phase 09 to gain final approval.

D v D 07 - CONDUCT NCDIT REVIEW Phase Not...
D Submit Standards Exception Re. App... Not..
D Submit Standards Exception Re. App... Not..
D Submit Security Exception Req.. App...

D Submit Draft Award Recomme... @ App... Not..
D v D (08 -CONDUCT VENDOR NEGO. Phase MNot...

Not ...

@F’ ° Agency IT ... +4
@P ° Agency IT... +2
@P o Agency IT... +2
@ P @ NCDIT Ent... +3

Gain NCDIT Approval of Final Award Recommendation

 Standards Exce...
d Standards Exce...
1o Security Excepti...

9 Award Recomm.

Set to started

a Following any final negotiations per Phase 08, proceed to Phase 09 to complete the Gain
Statewide IT Procurement Office and OSBM (if applicable) Approval of Final Award

Recommendation task.

A. If any information on the Award Recommendation document required an update
following vendor negotiations, finalize the document and replace the draft version with
the final version in the Award Recommendation Folder in the Events and other

documents section.

B. Navigate to the Tasks section and click on the Gain Statewide IT Procurement Office
and OSBM (if applicable) Approval of Final Award Recommendation task and click
Submit to send the document to NCDIT for approval. The Due date and Approval flow

will be automatically set.

-

Approval Mot Started TSK1794286230

12/23/2025

e 1B Close
Gain Statewide IT Procurement Office and OSBM (if applicable) Approval of Fi
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Completing the Sourcing Event and Project

G After NCDIT fully approves the Award Recommendation Approval request, the task will
automatically update to Approved status, and the Sourcing Project Owner can move on to Phase
10 to handle the contract and close out the Sourcing Event and Project.

A. First, navigate to the Pending Selection Sourcing Event, click the three dots in the top right,
hover over Event options, and select Mark as complete from the popup.

=e=a s [ Solicitation Decument and Sourcing Event Folder / Example IT Sourcing Event

Example IT Sourcing Event = c
RFP | Reviewresponses | ID: Doc1387223343 @3 Mok e :wpletel ’j Event options ] > ‘
Award scenarios Associgted Contracts Allocate awards Questiens. requirements. and attachments M & Cancel event =~ Download report >
—_— |
@ @ @ & Edit event = View options »
|
Create Publish Monitor

&l Copy event

|

Download supplier... >

B. Back on the Sourcing Project in Phase 10, mark the Execute Contract task Complete when
all details of the signed agreement have been finalized.

C. Click the three dots in the top right of the Sourcing Project and select Create follow-on
project from the dropdown. Select Contract workspace on the subsequent page and
create a Contract Workspace so that the CW# can be used when creating an Award in eVP.

IT Example Guided Sourcing Project = Close
St sourcing project 3 03 Original | Active | Gray SET PROJECT STATE TO

@ ©On hold
Project summary Process Project insights Tasks Events and other documents Project message board

% Planned

& Copy project

G £ Create follow-on project
~  Project insights ‘

% Communication mess...

D. In Phase 10 of the Tasks section, mark the task for Create Contract Workspace for each
Awarded Vendor as Complete.

~  Tasks All(42)  Assignad o me (10)
D Phases and tasks Type Status  Owner Due date Approvers or reviewers  Associate a documer *
[[] v D 10-EXECUTE CONTRACT Phase Mot ... @ Pr...

D G Execute Contract® ] Todo Mot.. @ P
D @ Create Contract Workspace for Each A * ] Todo Not.. @ P

E. Now that all required tasks have been marked complete, click the three dots in the top right

of the Sourcing Project and select SET PROJECT STATE TO Completed in the dropdown to
finalize this Sourcing Project.

IT Example Guided Sourcing Project = Close  eoe

Strategic sourcing project | WS1794265934 | Original | Active | Gray | SET PROJECT STATE TO
J I Completed

Project summary Process Project insights Tasks Events and other documents Project message board

‘ 1 On hotd ‘
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