P&C Approvers

Introduction

After a Sourcing Project Owner submits an Approval Task within a Sourcing Project, the agency’s
designated P&C Service Team members are sent a notification email. 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:

N A
'@‘ Understand notifications and how to locate an Approval task.

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

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

When a Task is submitted for approval within a Sourcing Project, the 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 P&C Service Team is in the Approval Flow, all members
of the team will be sent these notifications. Email notifications contain a link to take the 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

CAUTION: External Do not dlick links or open attachments unless you verify. Send all suspicious em:

s 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 approver will also receive a
dashboard notification allowing them to access the Task from the To Do portlet.

HOME SOURCING CONTRACTS SUPPLIERS FOR YOU Recent Manage ~ Create v

Sourcing Project v | Search using Title. ID. or any other term |V n 3\ c
Common Actions W W Event Status (Last 12 menths) i

Create Date |

Status Title

RFI  RFP  Auction ;E':if
Sourcing Project Gain P&C Approval of Extended a .
. . 2/ §| In Approval Contract Term Exception (Example
Sourcing Request NonIT Sourcing Project) Draft 3 439 o o
SAP Business Network Discovery Posting p A Gain PaC Approval of Sourcing .
12/26/2024 L In Approval Event (Test GS 12122024) Preview 0 0 o o

Knowledge Project Gain P&C Approval of Award
More 11/15/2023 /i, In Approval Recommendation Memo (Janitorial Open 0 1 v o
Services Project]

@ 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

° Approvers can open Tasks directly in the Sourcing Project. From the sourcing project, click on
Tasks at the top of the screen or scroll down to the Tasks section.

Non IT Sourcing Project & Close  oee

Strategic sourcing project | WS1454220468 | Original | Active | Gray

Project summary Process Project insi| 1 Events and other documents Project message board

All (36) Assigned to me (3)

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

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

~  Tasks AU (36) | Assigned to me (3)
Search a o | Sourcing Resources 1= o Ty V&
I:‘ Phases and tasks Type Status Owner Duedate Approvers of reviewers Associate a document  Action -
I:‘ .: 04 - REVIEW AND APPROVE SOURCING E.. Phase InP.. @ P
Upload Procurement Exception Requestio .. Todo MNot.. @ P ™3 Procurement Ex,
@
D a Gain P&C Approval of Sourcing Event® ] App... n A o G 0 PAC Approver . 3 Solicitation Doc. A
Publish Sourcing Event® Todo Mot.. @ P 3 Solicitation Doc...

@ Ready for approval in an approval node indicates that the user or group is the active approver.
Pending indicates that user or group will be able to approve after previous approvals have been made.

NORTH CAROLINA ePROCUREMENT



P&C Approvers

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.

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

Associated document

ﬂ Solicitation Document and Sourcing Event Folder

W51454220482, Folder, v1

1A
Agency Solicitation Document
18
Docl454220483, Document, Draft, v3
Agency Preliminary Review Procurement Checklist

Docl454220484, Document, Draft, v3

Agency Bid Evaluation Matrix
(e

Docl454220486, Document, Draft, v2

|«

C Example Non-IT Sourcing Event
RFP

Docl454220485, Event, Draft, v2

Approving or Rejecting an Approval Task

a 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).

===~ [ 04 - REVIEW AND APPROVE SOURCING EVENT / Gain P&C Approval of Sourcing Event 1 m Close

Gain P&C Approval of Sourcing Event

Approval | InApproval | TSK1454221120

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

2

Cancel Cancel

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

e 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.

@ Ready for approval in an approval node indicates that the user or group is the active approver.
Pending indicates that user or group will be able to approve after previous approvals have been made.

P&C Approver Team #1 [y DPCsourcingol @ DPCSourcingd2
Team User _— Enterprise User
(=1 =

~ Comments and activity history
A GuidedSourcing03:
Submitted
P&CSourcingApprover:
This locks good
TN ST T e L

0 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 task 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.

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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Manually Adding Approvers to the Approval 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
P&C Approver Team #1 DPCSourcing01 @ DPCSourcing02
Team User Enterprise User Enterprise User
Ready for approval Pending

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

I O e [ —
(=) 2
PEC Approver Team #1 ﬂ DPCSourcing0l ﬂ DPCSourcing02

Team User Enterprise User Enterprise User

Pending
m Exit
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

|Au5er I R |

User/Team
| = |

Cancel
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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
‘ State Purchasing X Q |

1 item selected

O Deputy State Purchasing Officer - Legal

Group
3C
II Deputy State Purchasing Officer - Strategic ... .
>

Group

D State Purchasing Officer

Group

] State Purchasing Officer 1

= Q)
3C Jscer | L

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

Add approvers

Approver type

| Auser w |
UserTeam
| Deputy State Purchasing Officer - Strat... X Iy |
3D
' Add I Cancel

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

Approval flow

O - 0O - O
1 ver Team #1 ® DPCSourcing01 ® @ Deputy State Purchasin... ® @ DPCSourcingd2 @
Enterprise User Group Enterprise User
Reacy for approval Not started Pending

@ 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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G 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

0O . 0 e O

Add approvers before
.Y\ Add approvers after
48

P&C Approver Team #1 ® DPCSourcing0l
Team User Enterprise User

State Purchasin... ® @ DPCSourcing02 §
ser Enterprise User
Pending

Appendix

In Lite Sourcing projects over an agency’s delegation (a value greater than $100,000 in the Est.
Total Contract Value (incl. Renewals) field), the agency’s service team will be automatically
added to the approval flow. When that value is above certain higher dollar-thresholds, additional
approval groups may be automatically added.

* Deputy State Purchasing Officer - Strategic Sourcing
» State Purchasing Officer
* Deputy State Purchasing Officer - Legal

When the Approval Scenario is Consultant Services, the Governor's Office - For Contract
approval only approval group is added.

The following Approval Tasks for Lite Sourcing projects may be routed to P&C for approval:

Phase 04 - REVIEW AND APPROVE SOURCING EVENT
* Gain P&C Approval of Extended Contract Term Exception
* Gain P&C Approval of Sourcing Event *

Phase 05 - CONDUCT SOURCING EVENT
* Gain P&C Approval to Proceed with Opening Cost Proposal for Two-Step Solicitation *

Phase 06 - NEGOTIATE AND AWARD

* Initiate P&C Legal Review for Negotiations of Terms and Conditions
* Gain P&C Preliminary Review Approval of BAFO

* Gain P&C Approval of Award Recommendation Packet *
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