NCDIT Reviewers and Approvers

Introduction

After a Sourcing Project Owner submits a Review or Approval Task for an IT solicitation Sourcing Project,
the designated NCDIT reviewers or approvers are sent a notification email. Review Tasks allow reviewers
to indicate they have gone over the document(s) included in the task and provided any applicable
comments. Approval Tasks require approvers to either approve or deny the task and provide comments on
their reasons for doing so.
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Learning Objectives

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

\ /
'@' Understand notifications and how to locate an Approval or Review task.

NP
-@- Understand how to complete an Approval or Review task.

LY
-@- Understand how to manually add Approvers or Reviewers to the Approval or Review flow.
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Task Notifications

° When a Task is submitted for review or approval within a Sourcing Project, the reviewers or
approvers included in the workflow are sent email notifications about the task and/or have the
task added to their To Do portlet within the Sourcing Tool. When a NCDIT group is in the Review
or Approval Flow, all members of the group will be sent these notifications. Email notifications
contain a link to take the reviewer or approver directly to the Task within the system.

“9 Replyall | ~ Tl Delete  Junk Block

[External] WS504288745 - Redesign and Implementation of NCpedia Website Project: Gain NCDIT Approval of Sourcing Event requires your approval because
“Action is Required"”

Ariba Administrator <no-reply@ansmtp.ariba.com> E 5 & & S -
To: SVC_ITS.eprocurement Wed 8/1/2022

CAUTION: External

Do not dlick links or open attachments unless you verify. Send all suspicious email as an attachment to Report Spam.

WS504288745 - Re: on of NCpedia Website Project: Gain NCDIT Appraval of Sourt

‘e your approval because “Action s Required

The followi e started: Gain NCDIT Approval of Sourcing Event

Task description: INSTRUCTIONS:

The following notes might aiso be helpful to you:

Please find the Solicitation Document titled "Example Agency IT RFF” for review and approval at the following Agency shared folder:

https://ag 22 o 0n001

Thanks a lott

eprocurement@its.ne.gov

“\ Reply | > Forward

e If a Due Date was provided for the Task by the Project Owner, the reviewer or approver will also
receive a dashboard notification allowing them to access the Task from the To Do portlet.

HOME SOURCING CONTRACTS IT SEARCHES MORE...v Recent v Manage v Create v

Sourcing Project v | Search using Title, D, or any other term |vn 3\ C
Common Actions v v Event Status (Last 12 months) v

Create Date | Status Title RE REP Auction Forward

Sourcing Project Submit IT Procurement Intake Form to NCDIT a Aucticn
Sourcing Reguest 10/13/2022 In Review ga/wgﬁsofjélé%new (APPROVAL TRAINING Draft 0 14 0 0
Supplier Research Posting Gain NCDIT Approval of Award Recommendation .

‘ iy nApproval 5 -t: (APPROVAL TRAINING DEMO PROJECT) Preview ¢ 0 0 0
Knowledge Project
More v 101312022 * [2] In Approval o -1 edesign of NCpedia Project RESPONSES) Open 0 0 0 0

p Gain NCDIT Approval of Sourcing Event (Redesign . .

Manage 0202022 A nAeproval e project RESPONSES) Pending Selection 0 5 0 0

@ In the To Do portlet, the Task Name is listed first, followed by the (Project Name) in parenthesis.

Clicking the Task Name will lead directly to the Task, while clicking the (Project Name) will lead to
the Sourcing Project.
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Locating Tasks in the Sourcing Project

° Reviewers and Approvers can open Tasks directly in the Sourcing Project. From the sourcing
project, click the Tasks tab or scroll down to the Tasks section.

Example IT Sourcing Project = Close  oee

Strategic sourcing project | WS1387223308 | vl (editing) | Completed | Gray

Project summary Process Project insigy| Events and other documents Project message board

All (43) Assigned to me (10)

e After navigating to the Tasks section, the reviewer or approver can view a Task by clicking the
arrow to the left of the associated Phase name and clicking the Task name.

Reviewers and Approvers can approve/reject or complete the review of Tasks from the Tasks
section of the Sourcing Project by using the relevant button in the Action column.

~  Tasks

All (43) Assigned to me (10)

Search a o | Sourcing Resources LE + TL W )

D Phases and tasks Type Status Owner Due date Approvers or reviewers  Associate a document  Action

\:‘ a Submit IT Procurement Intake Form to NC... ™ ] App... InA. °G 01/13/2025 e Statewide ... +2 3 Intake Form Fol...
D Validate Answer to 'ls this an IT Project? T..* Todo Mot.. @ P

»

> 01 - IDENTIFY AND VALIDATE BUSINESS N. Phase InP.. @P 01/13/2025

> I 02-CONDUCT PLANMNING MEETING Phase Mot .. @ P

Ready for approval in an approval node indicates that user or group is the active approver. Pending
indicates that user or group will be able to after previous approvals have been made.
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Approval Tasks - Locating Associated Document(s)

° Approval Tasks allow approvers to either Approve or Reject Sourcing Project documents and
provide comments on their reasons for doing so. Approval Tasks must be completed in full by all
approvers in the Approval Flow before the agency user can move on to the next Task.

A. After opening the Task and scrolling down to the Associated document section, click the
down arrow to the left of the associated folder to display all documents within that
folder.

B. Click the download icon to the right of any document to download the attached
document(s) for review and approval.

@ Approvers can also access these documents outside of the Task directly from the relevant folder in

the Events and other documents section. If any documents were updated after the Task was
submitted, they will not display within the Task but will display in this section.

Associated document
1A
Intake Form Folder
~
WS1389085222, Folder, v1

- Example Intake Form.docx .
r Doc1389085223, Document, Draft, v2 -
Approving or Rejecting an Approval Task

0 After reviewing the document(s) attached to the Task, the approver can return to the Approval
Task and click either Approve or Reject depending on the appropriate action for the document(s).

===~ | Submit IT Procurement Intake Form to NCDIT Reviewers for Approval 1 m Close

Submit IT Procurement Intake Form to NCDIT Reviewers for Approval

Approval | InApproval | TSK1417365790

a After clicking Approve or Reject, approvers can add comments or attachments and click the
Approve or Reject button to finish approving or rejecting the task.

Approve Reject
Comments (optional) Comments (optional)

Approved Rejected ‘

5

Cancel

@ If an approver rejects a task, they should include a comment explaining the specific reasons for the

rejection.
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o If the approver clicks Approve, the status of that user or approval group in the approval flow will
change to Approved. If one member of an approval group approves, the Task will be removed
from the other members’ To Do portlets. The Sourcing Project Owner is notified that the
document has been approved by an approver in that approval group. The Comments and active
history section will show which actual user approved it from that approval group.

@ There may be several approval groups in parallel. All parallel approvers must approve before the Task
can move on to the next section of the approval flow (if applicable). All approvers in the approval
workflow must approve the task before the Sourcing Project Owner can continue to the next Task.

If only minor changes are suggested and the approver does not need to see the document(s) again
prior to approval, the approver has the option to click the Approve button and include comments for
the Sourcing Project Owner on what needs to be changed. This option allows other approval groups to
continue their review and approval process.

Approval flow

Procurement Guidance Statewide IT Procureme. NCDIT EPMO @
Team User Team User Team User

3 Pending

a4

~  Comments and activity history

NCDIT Sourcing Approver:
Approved

o If the approver clicks Reject, a new round of approvals starting from the beginning of the approval
workflow will be necessary. Approvers should include a message on the subsequent page explaining
the specific reasons for the denial. If necessary, the approver can include an edited document to
return to the Sourcing Project Owner by selecting Attach a file and uploading the revised document.

A. The Sourcing Project Owner will be notified that the document was rejected, and they will
need to conduct a new round of approvals once the feedback has been addressed. All
required approvers will see the document(s) again with any changes made by the
Sourcing Project Owner in response to the denial, and the approvers will once again have
to select Approve or Reject for the task.

The Approval Task will disappear from all other approvers and approval groups To Do portlets if one
approver denies the Approval Task when approvers or approval groups are in parallel. The Sourcing
Project Owner will need to address the feedback and conduct a new round of approvals with all
approval groups.

When conducting a new round of approvals, the Sourcing Project Owner should include in the
Comments field of the Task the specific changes that have been made since the previous approval
round. This will help all approvers determine if they need to re-review the document(s) or if they can
just approve if the areas they are focused on did not change since the last approval round.
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Approval Task - Gain NCDIT Approval of Solicitation Document and Sourcing Event

° Once the Sourcing Project Owner has received approval of their draft IT solicitation document by
the Agency CIO approval group in Phase 03 of their Sourcing Project, the Sourcing Project
Owner will submit the draft IT solicitation document to NCDIT for review via the Gain NCDIT
Approval of Solicitation Document and Sourcing Event task in Phase 04. The automated
workflow of this task begins with coordination by NCDIT’s Procurement Guidance Team
approval group to enable parallel document review for faster approval cycle times.

A. When the Sourcing Project Owner submits the Gain NCDIT Approval of Solicitation
Document and Sourcing Event task, members of the Procurement Guidance Team
group will receive an email notification. The Procurement Guidance Team will
download and save a copy of the submitted draft IT solicitation documentto a
Statewide IT Procurement Office managed SharePoint folder and provide a link to the
folderin the Comments field when approving the task. They will also add a member of
the Statewide IT Procurement Office group at the end of the approval flow.

===~ [ 04 - REVIEW AND APPROVE SOURCING EVENT / Gain NCDIT Approval of Solicitation Document and Sourcing Event 1A E Close

Gain NCDIT Approval of Solicitation Document and Sourcing Event

Task details Associated document Task type and process All rounds Comments and activity histary

Associated document
R ‘ﬂ Solicitation Document and Sourcing Event Folder

WS1417365765, Folder, v1

[:_ Agency Solicitation Document.docx 1A .

5" Docld17365767, Document, Published, v3

C Example IT Sourcing Event
RFP

Docld17365766, Event, Draft, v2

Approval flow
Procurement Guidance NCDIT ESRMO Procurement Guidance
Team User Team User Team User
Pending

NCDIT Enterprise Archit...
Team User

NORTH CAROLINA ePROCUREMENT



NCDIT Reviewers and Approvers

B. Applicable NCDIT approvers will receive notification of the approval request and find the
link to the draft IT solicitation document in the Comments field. NCDIT approvers will
access the draft IT solicitation documents, review and provide feedback, changes, and
comments in the master version of the draft IT solicitation document located on the
SharePoint site. NCDIT approvers will approve the task when their review is complete to
send it to the next approval group.

@ If NCDIT approvers need to see the draft IT solicitation document again after the Sourcing Project
Owner has addressed their feedback, the NCDIT approver must indicate so in the Comments field
when approving the task. This will trigger the final approver to Reject the approval task at the end
with a request for the Sourcing Project Owner to conduct a new round of approvals once all
feedback has been addressed. The final approver will attach a copy of the master draft IT
solicitation document from the SharePoint folder to the approval task so that the Sourcing Project
Owner will receive the one draft IT solicitation document with all of the NCDIT approvers’ changes
and feedback to address.

Approve

Comments (optional)

Approved

Per my comments in the master document, please have the
Agency update their draft solicitation document and resubmit.

C. When all NCDIT approvers have approved the draft IT solicitation document without a
request for the Sourcing Project Owner to resubmit an updated version, the final approver
will be notified again. That Statewide IT Procurement Office approver will download from
the SharePoint folder a copy of the master version of the draft IT solicitation document
with comments from NCDIT approvers and attach it to the task after clicking the Approve
button. That approver will also attach to the task the Approval to Post Memo to notify the
Sourcing Project Owner that they may proceed to post the IT solicitation.

Approve

Comments (optional)

Approved

[ Please see attached Approval 1o Post Memo ]

b

(% Approval to Post Memo.docx (160.09 K8) ®

Cancel
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Manually Adding Approvers/Reviewers to the Approval/Review Flow

° Approvers have the ability to manually add other approvers to the approval flow in addition to the
automatically-added approvers. Approvers can be added before or after the current approvers,
with differentimpacts to the overall approval flow.

A. After opening the Task, scroll down to the Approval Flow section. To start manually
adding an approver/reviewer click the Edit button.

Approval flow 1A

Procurement Guidance ... NCDIT ESRMO Procurement Guidance ...
Team User Team User Team User

Ready for approval [ Pending] Pending|

NCDIT Enterprise Archit...
Team User

a Click the blue plus icon at the position in the approval flow where the new approver will approve.

@ When adding an approver before the Active (Ready for approval) approver, the new approver will

become the Active approver. The previous Active approver will move into a Pending status and will
not be able to approve until the new approver completes their approval.

Approval flow

[ [0 e O e
Procurement Guidance ... ~ @ NCDIT ESRMO @ Procurement Guidance ...
Team User Team User Team User
O
@ @ NCDIT Enterprise Archit... @
Team User

Ready for approval

e On the subsequent Add approvers screen, the Approver type of A user will default. Although
there are other options available by clicking the down arrow in that field, always select A user.

A. In the User/Team field, click the popout icon on the right side to search for the specific
user or group to add to the approval flow.

Add approvers

Approver type

| Auser I
—

User/Team
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B. Enter the name of the individual or group in the search field at the top of the pop out box.
C. Check the box to the left of the user or group to add, then click Select.

@ Enterprise User or Group below the name of each selection will indicate whether the approver
being added is an individual or group. Do NOT add a Supplier User to the approval flow.

@ To find out more information about the user or group - like an email address to confirm the correct
approver is being added - click the arrow to the right of the approver’s name.

User/Team
[ neorr x qf

O MNCDIT Privacy Office

Group

O NCDIT Process Improvement

Group

3C
MCDIT SCIO

Group

[} NCDIT Sourcing Approver
N
[Ererre User [ <))
L

D. After populating the User/Team field, click the Add button.

Add approvers

Approver type

| A user b |

UserTeam

|[ncorm scio x = |
3D

E. Click Save in the bottom right to save the updated approval flow.

Approval flow

O .. O .. O .. O ..
Procurement Guidance ... @& NCDIT ESRMO D@ NCDIT 5CI0 @ 9 Procurement Guidan 1 3
Team Usar Team User SToUp Team User
]

® @ NCDIT Enterprise Archit... @

Team User

Exit

@ Itis important that any user added to the approval/review flow also be added to the Team section
of the Sourcing Project if they were already not included. If the user is not listed in the Team

section, the user will be able to see the approval request but not all of the important details they
might need to consider during their approval decision.
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° The approval flow can also be updated by clicking the three dots at the top of an existing
approval node instead of clicking on a blue plusicon.

A. Select Add approvers before or Add approvers after to insert an approver in that
direction of the selected node.

B. Manually-added approvers can be removed by the approver who added them by clicking
the three dots in the approval node and selecting Remove.

Approval flow

O .. O O
Procurement Guidance ... @ NCDIT ESRMO @ Procurement Guidan
Team User Team User Team User
O
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Review Tasks

° Review Tasks allow reviewers to edit and comment on Sourcing Project documents.

A. After opening the Task, the reviewer can download the document(s) sent for review by
scrolling down to the Associated document section, expanding the folder, and clicking
the download icon to the right of the document name.

B. After reviewing the document(s), the reviewer can indicate the review is complete by
clicking the Complete Review button.

ee=~ [ Submit Draft Award Recommendation and Leading Vendor Proposal(s) to NCDIT for Review 1B Close

Submit Draft Award Recommendation and Leading Vendor Proposal(s) to NCDIT--

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

Associated document

‘ﬂ Award Recommendation Folder
WS1387223339, Folder, v2

2 Agency Draft Award Recommendation.docx .
j— vy -

S Docl387223340, Document, Published, v2

C. After clicking Complete Review, reviewers can add comments or attachments and then
clickthe Complete Review button again.

@ If a reviewer has not completed their review by the requested Due Date, the Sourcing Project
Owner who submitted the task has been instructed to reach out directly to the NCDIT reviewer(s)

to ask them to complete the review so that they may move on to the next task. Sourcing Project
Owners have been instructed to request reviews be completed within a minimum of 14 days after

the parent phase starts.
Complete review
Comments (optional)
Reviewed ‘
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Appendix

The following tasks have specific requirements that should be noted by NCDIT approvers and reviewers:

Phase 01 - Submit IT Procurement Intake Form to NCDIT Reviewers for Approval

* EPMO approvers should indicate in the Comments field whether or not the solicitation qualifies as an
“IT Project” when they approve. For “IT Projects”, EPMO should indicate confirmation that IT Project
has successfully completed the Initiation Phase and the Business Case Decision Point within the IT
Project Management Process.

Phase 04 - Gain NCDIT Approval of Solicitation Document and Sourcing Event
* See page 6 of this document.

Phase 07 - Submit Standards Exception Request (Hosting/NCID) to NCDIT (if applicable) and
Submit Security Exception Request to NCDIT (if applicable)

* NCDIT approvers will not receive notification of these tasks until Agency IT Security approves.
* Supporting documentation may be provided by the Sourcing Project Owner in the task.

Phase 07 — Submit Draft Award Recommendation and Leading Vendor Proposal(s) to NCDIT for

Review

* NCDIT reviewers should navigate to the Documents tab and open the Leading Vendor Proposal(s)
Folder to view any Leading Vendor attachments the Sourcing Project Owner has included. There is no
direct link that folder included in the task.

Phase 08 - Submit updated Draft Award Recommendation to NCDIT for Review (if applicable)
* AReview task to follow up the Phase 07 task if necessary.

Phase 09 - Submit draft BAFO to NCDIT for Review (if applicable)
* AReview task to provide feedback on a BAFO before it is submitted to a vendor.

Phase 09 - Gain Statewide IT Procurement Office and OSBM (if applicable) Approval of Final Award

Recommendation

» Statewide IT Procurement Office approvers will attach a Certification for Award Memo to task after
clicking Approve to notify the Sourcing Project Owner that they are approved to execute the contract
with the awarded vendor.
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