NORTH CAROLINA ePROCUREMENT

NC eProcurement
Non-IT Sourcing Project Quick Guide

This Sourcing Project Quick Guide is intended to outline the straightest path through the process of creating a
Non-IT Sourcing Project, publishing its Sourcing Event, and determining the awarded vendor. More detailed
information on Sourcing Projects, Sourcing Events, and awarding can be found in the full, respective Job Aids.

A Sourcing Project (SP) is a container for all information and documents pertaining to a formal solicitation for bids

on goods or services. A Sourcing Event is the most important part of a Sourcing Project and is the electronic
forum for vendors to respond to the solicitation with their bids.

|. Initiate Sourcing Project and Enter Attributes

1. Click the ‘Sourcing Project’ link under the ‘Create’ header in the ‘Common Actions’ portlet on the left.

HOME SOURCING COMNTRACTS = Recent Manage Create v
Click ‘Sourcing Project’ in the
Sourcing Request ™ Search using Title, 1D, or ‘Common ACtiOhS’ pOI’tlet. | V“ :'\ c
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Draft 2 71 o] o]

Sourcing Request

2. The ‘Create Sourcing Project’ page will display. Populate all relevant fields, including the ten required
fields, as noted by an asterisk (*). Select ‘Non-IT: Solicitation’ in the ‘Solicitation Vehicle’ field.

Note: Selecting ‘Lite Sourcing’ from the ‘Execution Strategy’ dropdown is most common.

More

Create Sourcing Project

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
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In the ‘Select a template’ section of the ‘Create Sourcing Project’ page, note the radio button next to
the ‘State of North Carolina Sourcing Process’ template is automatically selected. Users will be
prompted to answer two questions indicating whether the solicitation will be an ‘RFP’ or ‘IFB,’ and
whether it will follow a “Two-Step” process or not. One envelope is standard, so users should select the
default option of ‘No’ in the second question to follow the most common path.

. State of North Carolina Sourcing Process
Use this Process Template for all non-IT solicitations (and IT solicitations for non-pilot state agencies)

-
-
e

~
~

7’ N
AN
Answer the two questions and click ‘Create.’ J | Please SelectOne | '

|
4
The default number of Sourcing Event envelopes is 1, which is standard for One-Step solicitations. Will this be a Two-Ste ijtation (2 envetopes)'?i No Vg
N - - ’_ ——
- - —
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~

4. Click the ‘Create’ button on the top or bottom right of the screen.

What is the type of solicitation?

I’ Cancel
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II. Navigate to the Team Tab and Confirm Sourcing Team Members

After clicking ‘Create’ on the Sourcing Attributes page, the Sourcing Project (SP) is saved and the ‘Overview’
tab is displayed. Navigate to the “Team’ tab and add any other users that you want to have access to the SP. By
default, only the user who clicked ‘Create’ can see 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.

Note: Users added to the ‘Project Owner’ group will be able to edit the SP, not just view it.

Internal Agency Administrator

P&C Admin
————————— ~
¢|. P&C Approver Team #1 _ o

i -

Subject Matter Advisors

PR

-~ ~
Cverview Documents Taskd A Team _ _ 'MeSEEge Board
Team Members
Group 1 Members
Evaluation Committee {none)

Event Messages History

From the ‘Team’ Tab, click on the
specific ‘Project Group’ name or
‘Project Member’ name for more
details on who is in each ‘Group.’

—————

____________ -
4 P&C Service Team #1 >

________
State Purchase and Contract Approver - For Contract approval only

SourcingTrainerl0

{none)

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 SP’s also
created by the same user.

Team

Team Members

Group t

) Internal Agency Administrator

) P&C Admin

) P&C Approver Team #1

) P&C Sourcing Team

- — -

Define the Team for this Sourcing Project. To add a new Group to this Sourcing Project, click Add Group.

4
Yrar
~ “ Ceneet

Members
L

| {none)

Click the down arrow to change a
‘Group Member’ or ‘Add More’
to add other users to a ‘Project
Group.’ Click ‘OK’ when done.

| P&C Admin

| P&C Service Team #1

Add more

State Purchase and Contract Approver -

- ——

:\: ) Pm"sclo-.;.'\w:) | SourcingTrainerl0 \ iccl_l“a_'e— V)
Add Group
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lll. Navigate to the Documents Tab for the Solicitation Document and
Sourcing Event

The ‘Documents’ tab is a central storage location for all documents related to a Sourcing Project (SP). By
default, it includes folders for the ‘Solicitation Document’ and ‘Sourcing Event’ among others. Users can find
the template provided for the Solicitation Document in the ‘Solicitation Document’ folder. To complete the
Solicitation Document, view the Sourcing Event to get the Event’s ‘Document Number.’

1. To download the Solicitation Document template provided by the state, select ‘Download’ from the
dropdown that appears after clicking on the Solicitation Document template. Open the template and

begin editing.
Overview (’ Documents :) Tasks Team Message Board Event Messages History
Example Sourcing Project - . R | -
. &l Click on the ‘Solicitation Document’ ns v =¥
template (slightly obscured in this image)
Name q 5 tatus
and select ‘Download’ from the
. . . 'Y
» 3 Sourcing Project Documents~ dropdown to access the fillable template.
- N
{ V/‘E_.‘ Solicitation Document™ Project Owner
(¢ W RFP_AgenEy:) ecton Project Owner Not Edited
_———_—__ ’—— Download ~~,\ . . B
W Preliminary R = = = = = = = klist Template ~ Project Owner Not Edited
View Details
(& Bid Evaluation Edit Attributes Project Owner Not Edited
» [J sourcing Event~  Copy Project Owner

2. Click on the Event template in the ‘Sourcing Event’ folder and select ‘View Details’ from the dropdown.

——— ==

Overvievf\: Documents :\/Tasks Team Message Board Event Messages History
Example Sourcing Project Show Details ‘ Actions ¥ ‘ o ¥
Name Click on the ‘Sourcing Event’ template Status
(slightly obscured in this image) and .
» [ sourcing Project Documents select ‘View Details’ from the dropdown [er
h rcing Event.
» O Solicitation Document™ ) £l 13 Sl ey (2t er

“N
( ¥ 113 Sourcing Events . Project Owner
<~/ - Action
e mm——— =
4 % Non-ITRFPAgeyy == = = = = = ~ nplate ~ Project Owner Not Created
\~@______—gg:_viewDelails _7 P )
» [J Award Recommends Edit Project Owner

3. Note the ‘Document Number’ beginning with ‘Doc.’ This will be used as the ‘Solicitation Number’ on
the first page of the Solicitation Document and display as the same in Public eVP. When this number has
been captured, click ‘Actions,’ and select ‘View Project’ from the dropdown.

(ﬁ Doc933420902\—l\lon—IT RFP Agency Services Sourcing Event Tem... IE Not Created
\ The ‘Document Number’ of the Sourcing Event
Overview  Content  Suppliers Messages Log will be used as the ‘Solicitation Number.’
QOverview
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4. When the Solicitation Document has been finalized, return to the ‘Documents’ tab, click on the
Solicitation Document template once again, and select ‘Replace Document.” Follow the steps on the
subsequent pages to ‘Replace document by the updated file’ and click ‘OK.’

'\ V,‘D—‘ Solicitation Document™
il EFF’ Agenc Servic.e;\b ‘
~ _ Y_ 8S X Action
(W Preliminary Review Procur Download
(8 Bid Evaluation Matrix Tool View Details
» O Sourcing Event™ “o _ _ Replace Document

/ completed version of the Solicitation
Document to the Sourcing Project.

Project Owner

Select ‘Replace Document’ from
the dropdown to upload the

Project Owner

5. Users should also replace the ‘Preliminary Review Procurement Checklist Template’ with a completed
version in the ‘Solicitation Document’ folder and add any other supporting documents that should be
included in the review, like a pricing attachment or the optional ‘Bid Evaluation Matrix Tool Template’

that displays for RFPs.

¥ 3 Solicitation Document™

- -
- -o

-~ -
~ - R

— along with the ‘Solicitation

P £ Attachment A Pricing Submittal Workbook ~~ ~o
- ”
,’ (W Agency Solicitation Document
\ - . .
\ (i Agency Preliminary Review Procurement Checklist ~
N
NS @1 Bid Evaluation Matrix Tool Template ~ _-

Project Owner

Include a completed version of the
‘Preliminary Review Procurement
Checklist Template’ document in
the ‘Solicitation Document’ folder

Document’ draft and any other
relevant supporting documents.

Project Owner

I\VV. Initiate Sourcing Event and Manage Event Content

The Sourcing Event is the interactive part of the Sourcing Project (SP) where vendors can provide their
responses. Section 3 (Content) is the most important part of the Event. Users will load their completed
Solicitation Document in subsection 3.1 for vendors to download, fill out (including an ‘Execution’ section to
capture a signature that can be used in contract documentation), and return. Users may also need to generate a
Pricing Document to load for the vendor in subsection 5.1.

The information included in the Solicitation Document template is coordinated with the information in the content
of the Event. The Solicitation Document has many of the specific details regarding the solicitation and is returned
by the vendor in the Event, which also contains preloaded attachments (such as HUB status and References) for
vendors to download and return. Users have the option to include additional attachments in the Event Content for
vendors to fill out and return and can adjust or remove any preloaded attachments that may not be relevant to
their Solicitation.

1. From the ‘Documents’ tab, click on the Event template in the ‘Sourcing Event’ folder and select ‘Edit’
from the dropdown to access to the Event.

¥ 3 Ssourcing Eventv

To access the Sourcing Event, click

B Non-IT RFP Agency Senvices Sourcing Event Temy on the Event template and select ot Created
4 H
» [ Doa Action Edit’ from the dropdown.
View Details
7 e D

N ——— ==
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2. After adding a ‘Title’ and ‘Description’ on the subsequent ‘Edit Event’ page and clicking ‘OK,’ Section
1 (Rules) of the 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 established in the Solicitation Document.

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

Timing Rules

Set the ‘Due Date’ to a ‘Fixed time.’

- o+ (. - .
Response start date . When | Click the Publish button on the Summary page

\_/ Schedule For the Future:

-

-

3. When the ‘Due date’ has been set, click onto Section 3 (Content) on the left side of the screen.

4. Scroll to Section 6 to review the Vendor Response subsections and attachments. Content can be added,
deleted, or edited as necessary by checking the box next to the relevant subsection and clicking the
appropriate button below. This ‘Content’ should be complementary to that in the solicitation document,
i.e., if an attachment is included in the document, it should be removed from the ‘Content’ page.

Notes
o |f the solicitation is being sent to P&C for approval, users will need to revisit and update this
portion of the ‘Sourcing Event’ after approval is granted but before publishing.
o |f the solicitation is being sent to P&C for approval, click the ‘Exit’ button in the top right and

select ‘return to project,’ then navigate to the ‘Tasks’ tab. If no approvals are necessary, skip
the next section of this document.

6.5 ATTACHMENT G: CERTIFICATION OF FINANCIAL CONDITION

If necessary, users can add, edit, or delete ‘Content’
sections by clicking the box next to the subsection
and selecting the appropriate option below.

tract award, the Vendor must demonstrate that it has the financ
din the Solicitation Document. Vendor shall dowploa#-TGmplete s

Answer Attach a filev

compressed fils (e.g
Answer Attach a file™v

——— —-_— -
-

(*) indicates a required field
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V. Send Solicitation to P&C for Approval

If the solicitation needs to be approved by P&C before publishing, users will do that via the built-in ‘Gain P&C
Approval of Sourcing Event’ task in ‘Phase 04’ of the ‘Tasks’ tab.

1. Onthe ‘Tasks’ tab, click on the ‘Gain P&C Approval of Sourcing Event’ task and select ‘View Task
Details’ from the drop down.

2. Onthe subsequent ‘Approval Task’ page, add the appropriate P&C Service Team as an approver
(through clicking on the ‘Custom’ link), add a ‘Due Date,’ and click ‘Submit’ to send the request to P&C.

2. Select Approvers
_ JApawalue)
- ~o
Approval Rule Flow T'_\.-|i-,=: Custom /

-~ -

3. Specify Due Date

—-—— -

il
S~ _——=-"
ancelled

— size — = | —font— Click on ‘Custom’ to add a P&C Service Team
as an approver, select a ‘Due Date’ from the
date-picker, add a message if desired, and click
‘Submit’ to send the task to P&C.

4. Provide an initial message and click Submit or Mar

- - o

5 -7 ~
\\ ”

~ -
S — _———_

3. After P&C reviews and approves the solicitation, the task will automatically update to ‘Approved’ status
and a checkmark will appear to the left. The user can proceed to finalizing their ‘Solicitation Document,’
then updating and publishing the ‘Sourcing Event.’

¥ -/ 04- DEVELOP SOURCING] ) i Ct Cnmer Complete 08/29/2023
When the final approver approves the Sourcing

Event, a checkmark will display next to the task, R{ Cwner Mot Started
and the status will automatically flip to ‘Approved.’

':5: Populate Solicitatig

= Buil feing Event R ; . [t Owrsg, Mot Started
,(-: L rene BvEntHL The user will then return to the Sourcing Event to by
\ . . . . -
I\ ' ®ain Pac Approval of § finalize and PUb“Sh It. est Thred  Approved /\ 08/29/2023
~_7 S ="~
(= Ppublish Sourc ng Event " Sourcing Event “w Project Cwner Mot Started
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VI. Finalize and Publish the Sourcing Event

After receiving approval from P&C, users should finalize and PDF their ‘Solicitation Document’ then return to
Section 1 (Rules) of the ‘Sourcing Event’ to update any dates that may have changed during the approval
process, and Section 3 (Content) to attach the final version of the ‘Solicitation Document’ to subsection 3.1

and make any other necessary updates.

Users will navigate to Section 2 (Suppliers) where they will invite the designated ‘NC eProcurement Sourcing’
supplier before the Sourcing Event can be published in Section 4 (Summary).

1. Access the Sourcing Event and 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 sSolicitation Document and Details “v"

== Thertie Seaee'sscomemzme =0, —3' SAM g8 OCUMENT.doc ~
32 STIONS
M - Action ) ) B — Click the blue text in subsection 3.1 -
— Vend any guestions they may have regarding this Solicitation or the Solicitatiop PU c ap foerning this Solicitation
wig e = = = = ~ e daizgnd time listed i Secrion-GuefehSOTEEION Document. and select ‘Edit’ from the dropdown.
(] 3.3 TTmermen B INSTRUCTIONS TO VENDORS [ Form_North-Carolina-Instructions-to-VendSre T 202 T par

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

- Click ‘Update file’ (slightly hidden in this
Attachment: * (W SAMPLE BLANK DCCIJr._.IE‘-.jT_-:&:\V_ Up Upload & file from desktop _ screenshot) and replace the template
""""""" with the completed Solicitation document.

Select file from library

- -——

Reference Documents:  Attach a file ™ (i)

4. Scroll down to Subsection 5.1 and click on the blue text in that field. Select ‘Edit’ from the dropdown
menu as shown above in Step 4. Click on the ‘Attach a file’ link in the ‘Reference Documents’ field
and select ‘Upload a file from desktop.” This file will serve as a Pricing form for the vendor to fill out and
return with the pricing offered on their bid.

Notes:
e The default language in the ‘Name’ field lists this document as an ‘Excel’ file. If it is a different

type of file, like a ‘Word’ document, edit that wording to accurately reflect the document type.
e This section can be deleted if the Pricing form has been included in the Solicitation Document.

S - Pricing Submirttal 5.1 - ATTACHMENT A: PRICING SUBMITTAL ...

e -
Name: — siz= — - — font —

|4

ATTACHMENT A: PRICING SUBMITTAL

smolete, 2nd up!

ov <i=king =l - Attach a Pricing form in the ‘Reference
Documents’ section and edit the ‘Name’
ent? | rue | field to make sure the text matches the
type of file that is attached.

wendor shall download,

| Attachrment vl L)

? l Yes. Participant Requirsd vl [,

-

Select file from library

Wisible to Participant: | e
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5. Review the attachments in the Vendor Response section and adjust if necessary, particularly if changes
were made to the Solicitation Document during the approval process.

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

- = ~

~

—_————

Search Eilter. _ _ _ Options™
’—\. Pt et S = N )
&l . < = Search for ‘NC eProcurement
ontact Name v | | Sourcing,’ select it, and click ‘OK’.
[ oeoen ]

1 result(s) found ==

~ - -
_____ B Contact Name Business Email Address
Bt

NC eProcurement ncep.test@doa.nc.gov

7. Click onto Section 4 (Summary). If all required aspects of the Event have been completed, the ‘Publish’
button will be blue and clickable. If there are still incomplete aspects, it will be grayed out, and a
message should alert the user 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 in the form of an addendum.

=
Event Docl73502734 - Sample Sourcing Event

When all portions of the Sourcing Event have been [ finsn. vou can oo cven: o 527 o
T B completed, click ‘Publish’ in the upper right corner
of Section 4 (Summary) to make the Event live.

("2 supoliers Description:. . Sample Event  Le) Repions:  (no value)

tiHfe event or leave it as a draft for future edits

u finish, you can L

Commaodity:  (no valus)

8. The published Sourcing Event is now automatically posted to Public eVP and the HUB Opportunities
page. 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.
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VIl. Send Award Recommendation to P&C for Approval

If the solicitation was approved by P&C before publishing, the ‘Award Recommendation Memo’ will also need to
be approved before the solicitation can be officially awarded to a supplier. This is done via the built-in ‘Gain P&C
Approval of Award Recommendation Memo’ task in ‘Phase 06’ of the ‘Tasks’ tab.

1. Onthe ‘Documents’ tab, open the ‘Award Recommendation Documents’ folder and click on the
‘Award Recommendation Memo’ document. Select ‘Download’ from the dropdown, fill out the form
and save a local copy, then click back onto the template and select ‘Replace Document’ to upload the
completed version of the ‘Award Recommendation Memo.’ This must also be done for the ‘Bid Award
Recommendation Packet Checklist,” which can also be found in this folder, and users should upload
any other relevant documents.

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

3. Onthe subsequent ‘Approval Task’ page, add the appropriate P&C Service Team as an approver, add a
‘Due Date,’ and click ‘Submit’ to send the request to P&C.

4. After P&C reviews and approves the documents in the ‘Award Recommendation Documents’ folder,
the task will automatically update to ‘Approved’ status and a checkmark will appear to the left. The user
can now proceed through the remaining steps to officially award the solicitation.

¥ +/ 06 - NEGOTIATE AND AWARD v Project Owner Complete 040772022
(':\f Develop Award Recommendation Memo v Project Owner Mot Started
TS Y = ~
r pain PAC Approval of Award Recommendation Memo - N v classroomtraining3f  Approved 04072022
\ Recommendation Memo -~ ’
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