NORTH CAROLINA ePROCUREMENT

NC eProcurement
Responding to a Sourcing Event

When a vendor learns of a bid opportunity with the State of North Carolina via an IPS posting, they can follow an
embedded URL link to a public posting summary on Ariba Discovery. Vendors with an Ariba Network account
can then respond to the Solicitation by accessing the ‘Sourcing Event,” which is an electronic collection of all the
requisite details provided by the State’s Sourcing Agent, and a template into which a vendor can respond with
answers and attachments.

l. Ariba Discovery Public Posting

IPS will direct vendors to the Public Posting for the ‘Sourcing Event’ on Ariba Discovery. Vendors do not need
an Ariba Network account to see this page.

1. The ‘Title’ of the Event will be listed in the top left of the Public Posting.

2. ‘State of North Carolina’ will display below that indicating that this Event is for a Solicitation from a State
Agency.

3. Bid Timing information will display below that, alerting the user to important timing specifications, such as
when bidding opens and closes.

Note: The actual time for the ‘Response Deadline’ may be different than what is listed on this page.
Ariba Discovery postings default to an uneditable closing time of 11:59 PM EST’ on the due date. It will
be common for State Sourcing Agents to set a time earlier in the day in their Sourcing Event. Sourcing
Agents are instructed to note the actual closing time in the ‘Posting Summary’ field towards the bottom
of this page, and it should be clear exactly what that is once the user selects to Respond to this posting.

4. The ‘Public Posting’ field will list the URL for the page that is currently displayed.

5. ‘Product and Service Categories’ and ‘Ship-to or Service Locations’ are the values that will trigger a
Discovery User to see this posting in the ‘My Leads’ section of their Ariba Network homepage.

6. The ‘Posting Summary’ field will include a brief description by the State’s Sourcing Agent as to the
overall nature of the Solicitation, and this should match what was posted in IPS.

Note: If the actual time for the ‘Response Deadline’ is not “11:59 PM EST,’ the Sourcing Agent should
include a note here of what the actual cutoff time is that day, and no responses will be accepted after that
earlier time despite what is listed on this page.

7. If the vendor has questions for the State’s Sourcing Agent, they should NOT use the ‘Questions &
Answers’ section at the bottom of the page. At this point they should reach out to the Sourcing Agent via
the information posted in IPS. If they choose to respond to the Solicitation, there will be additional
avenues for communication built into the Sourcing Event.

8. If the user decides they would like to respond to this solicitation request with a bid, they will click the
orange ‘Respond to Posting’ button. If they are already logged into their Ariba Network account, they
will be taken directly to the Sourcing Event. If they are not, they will be taken to the Login page before
being redirected to the Sourcing Event. If they do not have an Ariba Network account, they can create
one so that they will be able to respond to this Solicitation via the Sourcing Event. For more information
on creating an account, please see the ‘Accessing the Ariba Network’ Job Aid.
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| DISCOVERY TESTING 10132020 | <—

This is a public sector / buyer funded posting and you can respond for free (i

State of North Carolina 4

o
Response Deadline: 31 Dec 2020 8

‘50 PM PST

Respond to Posting

Add to Watchlist

Opportunity Amount:
Response Deadline:

Posting 1D:
Posting Type:

Product and Service Categories

Public Posting:

han $1000 USD
31 Dec 2020 B75®
900023%(Docl00823293)
Request for Information

http:fidiscovery.ariba.com/rfx'0020239

* Cleaning machines for seed or grain or dried leguminous vegetables

Posting Summarny
DISCOVERY TESTING 10132020 -

DO NOT RESPOND

Leave feedback

Sourcing Event ‘Title’ and Open

/ Bid timing information.

Mot Interested | Share n m

Click ‘Respond to Posting’ to
submit a bid to this Solicitation
via the Sourcing Event.

Ship-to or Service Locations

= Morth Carolina - United States

Summary of the Solicitation

WOTE: Actual Closing Time on 31 Dec 2020 is 1:30 PM EST

Questions & Answers

opportunity including a note on the
actual end time on the Bid due date.

The Sourcing Event Overview

Once the user clicks on ‘Respond to Posting,’ they will be directed to the Sourcing Event where they can review
the details of the Solicitation and provide a response to the Sourcing Agent for their consideration.

1.

3.

4,

2/15/2021

The top of the Sourcing Event will display the event title and a countdown clock of the time remaining for
vendors to submit their bid. Despite what may have been listed (11:59 PM EST) in the Ariba Discovery
Public Posting, the timing in the top right will be the official deadline, down to the second.

The left side of the screen will provide a ‘Checklist’ of the steps to be taken when responding to this
Solicitation. Users can ‘Review Event Details’ by clicking on the numbered ‘Event Content’ sections
below to change the view of what’s on their screen. A subsequent screen will show all of this information
in great detail all together.

The next step will be to ‘Review and Accept Prerequisites,’” which represents the bidder agreement,
and acceptance of these is required to submit a bid.

Additionally, the ‘Download Content’ button will allow the user to download Event information in a
detailed Excel document, as well as download any attachments the Sourcing Agent included in this
Event. The user can click ‘Decline to Respond’ if they do not wish to submit a bid for the Solicitation,
but do wish to let the Sourcing Agent know they saw the posting, and the ‘Print Event Information’
button will export Event information into a Word document.
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Event Details = Docl14057374 - Example Sourcing Event CI_) ;zec;lez;n;:%gz'lduls

Event Messages " - et " P 3
s=ag Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event content or participate l‘t{he event

Download Tutorials Some prerequisites may require the owner of the event to review and accept your responses before you can continue with the event. If you decline

the terms of the prerequisites, you cannot view the event content or participate in this event.
Response Team

¥ Checklist Download Content l l Decline to Respond l l Print Event Infornation l

1. Review Event Details

Welcome to the State of North Carolina's Sodycing Tool (Section 1 of 7) Ngxt ®
2. Review and Accept Name 1
Prerequisites
1 Welcome to the State of North Carolina's Sourcing Yool viore +

3. Submit Response
P » Mext Section: Instjuctions on How

Fvent Overview and T) - Click ‘Review Prerequisites’ to
accept the bidder agreement

¥ Event Contents

Owry Currengi LIS Dollar
All Content H
n ntin he pr f
Event Ty 2ugn(1:i(:tirt1 l;ebtide PelEEss © Fomed - Countdown clock
1 G 9 : L. o-| indicating time remaining
comact erecive 0 - fOF bids to be accepted.
Instructions on How

‘Checklist’ of steps to
take and Content Section

Solicitation Pij
Documen...

5. After clicking ‘Review Prerequisites,’ the bidder agreement is displayed, and the user must accept the
terms to move forward with their bid.

Prerequisites Docl114057374 - Example Sourcing Event

- Prerequisites must be completed prior to participation in the event.
¥ Checklist = ¥ = ¥ =

1. Review Event Details

2. Review and Accept In consideration of the oppertunity to participate in on-line events ("On-Line Events’) held and conducted by the company sponsoring this On-Line Event
Prerequisites {"Sponsor’) on the web site (this "Site") hosted by Ariba, Inc. ("Site Owner'’), your company ('Participant’ or "You') agrees to the following terms and
conditions ('Bidder Agreement’):
3. Submit Response 1. Bids. If You are invited to participate in the On-Line Event, Sponsor reserves the right to amend, modify or withdraw this On-Line Event. Sponsor
reserves the right to accept or reject all or part of your proposal. Submission of a bid does not create a contract or any expectation by Participant of a
future business relationship. Rather, by submitting a bid. you are making a firm offer which Sponsor may accept to form a contract, subject to section 2
below. Sponsor is not liable for any costs incurred by Participant in the preparation, presentation, or any other aspect of Participant's bid

2. Price Quotes. Except to the extent Sponsor allows a non-binding bid, all Bids which Participant submits through the On-Line Events are legally valid
quotations without qualification, except for data entry errors.

3. Procedures and Rules. Participant further agrees to be bound by the procedures and rules established by the Site and Sponsor.

4, Confidentiality. Participant shall keep all user names and passwords, the On-Line Event content. other confidential materials provided by the Site
andfor Sponsor, and all bids provided by You or another participating organization in confidence and shall not disclose the foregoing to any third party.

5. Bids through Site only. Participant agrees to submit bids only through the on-line bidding mechanism supplied by the Site and not to submit bids via
any other mechanism including, but not limited to, post, courier, fax, E-mail, or orally unless specifically requested by Sponsor.

6. Ethical Conduct. All parties will prohibit unethical behavior and are expected to notify the Site Owner by contacting the appropriate project team if they
witness practices that are counter-productive to the fair operation of the On-Line Event. If Participant experiences any difficulties during a live On-Line

Event, Participant must notify Site Cwner immediately.

7. Survival. The terms and conditions of this Bidder Agreement shall survive completion of the On-Line Event.

P

BAv1.1 19Aug0S

— Accept the bidder terms
() 1accept the terms of this agreement. < dlsplayed above and Cllck ‘OK_’

I do not accept the terms of this agreement
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6. Once the terms have been accepted, the entirety of the Event content will display. This is where all
important information for vendors to consider when placing a bid will be located, as well as instructions on
how to place the bid specific to this Solicitation.

7. The Sourcing Event content will be broken down into numbered sections, typically as follows:

1

2)

3)

4)

Welcome to the State of North Carolina’s Sourcing Tool: A welcome message and outline of
the overall process for submitting a bid. No action is required in this section.

Instructions on How to Use the Sourcing Tool: Instructions, tips, and links to resources for
help in submitting a bid. No action is required in this section.

Solicitation Document and Details: In this section vendors will find the ‘Solicitation
Document’ that includes the important, specific details about the Solicitation to which they will
respond with a bid. They can also find the ‘Vendor Question Submission Template’ that can
be used to ask questions to the Sourcing Agent, and any ‘Addenda’ to the Solicitation will also
be posted here if necessary. This is the first section that will have subsections.

Vendor Information: In this section vendors will provide their NC eVP ‘Customer Number.’

Note: This is found by logging into eVP and going to the ‘Company Information’ section.

Contacts
Addresses
Locations
Terms of Use

Summary

Registration Type

The ‘Customer Number’ to be

Company Information

entered in Section 4.

General Vendor Information \ ~

Vendor Name Company Website
Sample Company

Dun and Bradstreet Number Customer Number
374999

2/15/2021

5)

6)

7

Pricing Submittal: Vendors will download an attachment, fill it out with their pricing information,
and reattach it for the Sourcing Agents to review.

Vendor Response: This section contains questions about the vendor, some required and some
optional, that the Sourcing Agent will consider along with the pricing submittal when reviewing all
bids.

Additional Questions to Vendor: This section, if present, contains additional questions for the
vendor to answer.

Note: The exact content in each of these sections — or the titles of the sections themselves — may
differ based on the type of Solicitation posted by the State’s Sourcing Agent. An IT Solicitation will
be structured slightly different than a Non-IT Solicitation, and the exact structure of a Solicitation
for Goods will differ slightly from that of a Solicitation for Services. It is extremely important that
vendors responding to Solicitations pay close attention to the exact structure and questions posed in
that specific Sourcing Event, as they could differ slightly from those posed in a separate Event to
which they have responded for the State.
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Time remaining

Console %= Doc114057374 - Example Sourcing Event 14 davs 00:32:15
Event Messages 132:
Response History All Content = v

Response Team
Name 1

w Checklist 1 Welcome to the State of North Carolina’s Sourcing Tool ] Less... —
Welcome to the State of North Carolina’s Sourcing Tool, which is intendex sJreamline the solicitation process for both the State and vendors.
1. Review Event Details
Vendors may review the details of 1 olicitation in the attached document found in SETMH

Fequested, informetion an the salictation process and mstmuctions an haw o respond, ani 7], SE@CHIONS 1 and 2 are strictly informational. s
completed documents for submission to the State in Sections 4, 5, 6, and 7

2 Instructions on How to Use the Sourcing Tool ] 4——-’/ Less... —

3. Submit Response For training on how to use the Sourcing Tool to view solicitations, submit questions, develop responses, upload decuments, and submit offers to the State, Vendors should go to the following site
hitps://eprocurement.nc.govitraining

Questions related to the content of the solicitation or the procurement process should be d g the
Sourcing Tool itself can be directed to the North Carolina eProcurement Help Desk at 888-2 H H [l to
w Event Contents 5:00 PM EST.
Section 3 and those below it have
. Tis for Using he Sourcng Tool . subsections that include information and
All Content 1. Vendors should review available training and confirm that they are able to access the So 0
allow sufficient time to seek assistance from the North Carolina eProcurement Help Desk.
X 2. Vendors may submit their responses early to make sure there are no issues, end then sul he most
— A documents for the vendor to download to
Seate 3. Questions or items that are required are denoted with en asterisk. The Sourcing Tool will get a fU” UnderStandlng Of the type Of bld provide
error messages to help identify any required information that is missing when response is s . . .
etrctions o Hom 4. Simply saving your response In the Sourcing Tool is not the same ss submicing vour res] € State’s Sourcmg Agent is |ook|ng for. |fesseee
z e that their response was successfully submitted, h . N
T r—rer As well, there are fields into which
Selicitation This section comtains the details of the Solicitation, including details on the int - Vendors Can Subm't the'r b|d |nformat|on s and
Documen. qnstructions on how to respond, and the St and cg e ssued Addenda
31 Tw._sdofL.mewfuw d_esde(msom - s, Jls.fun‘a-nd zcofe :Ilf_‘eg:udslemd; and answer quest|0ns for the SOUrC|ng
4 Vendor Identification ation on, 5 Pracess and instructions on how to respond, and the State’s term . s
RFP| Healthcare Services.docx W
R Vendor Question Template - Vendor shall submit any guestions it may have regarding this Agent tO ConSIder When they re
ricing Submittal s via the Sourcing Tool's Message Board using the provided Vendor Question Template. g g a .
o evaluating all submitted bids.
6 Vendor Response

, Adaditional Submit Entire Response [ Save draft l [ Compose Message ] [ Excel Import ]

lll.  Downloading Attachments

It will be important for vendors to download certain documents when composing their bids, the ‘Solicitation
Document’ being the most important of these.

1. Navigate to subsection 3.1 and click on the attached document highlighted by blue text, then click
‘Download this attachment’ in the subsequent popup menu. This should be the ‘Solicitation
Document’ that the Sourcing Agent has customized for this specific Solicitation. It will include
information and instructions about timing, Agency contacts, the State’s Terms and Conditions, and many
other important details. Keep this for informational purposes and be sure to read it very carefully for any
important instructions for formulating a bid.

«

Response History All Content
Response Team

Name 1 In Section 3.1, click on and download the
attached document, which will be the very- = ~
important ‘Solicitation Document’ that will
be customized for this specific Solicitation. |

w Checklist 4, Simply saving your response in the Sourcing Tool is not the 5
and receive & message that their response was succgseh

1. Review Event Details ¥ 3 Solicitation Document and Details

& details of the Solicitation, including details

This section conjgise
Soliciggs ocess and instructions on how to respond, and the Siffte’s termy

2. Review and Accept
Prerequisites '|i5 document includes details on the intent, use, duration, an ope of the goods and [ or

senvides being requested, informagian.ontha colicitation procecc andinstnictions on how to respond
and the State's terms and conditigns. G‘ RFP_Heslthcare Services.docx W

3. Submit Response 32 Vendor Question Template - Mare 2 ETR T regarding this
Solicitation or the Solicitation process via the Sourcing Tool's Message Board using the provided Vendor
Question Template. Written questions concerning this Solicitation will be received until the date and time
listed in the Schedule Section of this Solicitation. Em Vendor Question Submission Template xlsx v

w Event Contents ¥ 4 Vendor Identification Less... | —
I All Content This section requires Vendor to providing identifying information.

2. Subsection 3.2 will have the ‘Vendor Question Submission Template’ available to download should the
vendor need to ask any questions to the Sourcing Agent during the question and answer period.
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3. Other subsections may have a ‘References’ section following their text. Vendors can find important
documents to download here, as well. A specific example of this is in subsection 5.1 in below screenshot
which contains the ‘Pricing Submittal Workbook’ for the vendor to download, fill out, and reattach.

4. Click on ‘References’ highlighted in blue text at the end of the subsection and select the specific
document to download. If there are multiple documents to download, the user may click ‘Download all

attachments.’

Response History All Content =

Response Team
Name T

process at B88-211-7440, Option 2. Help Desk representatives are available Monday

7:30 AM EST to 5:00 PM EST (except State holidays). CIICk on ‘References, and then C“Ck on
S Pricing Submittal o
T e semi the specific document to be downloaded.

¥ Checklist

1. Review Event Details

This section contains the pricing questions that the State is seeki Sponses fr

evie 3:'[3 :-:ce:t P'lcmg Submittal - Vendor shall download, compl
equisttes Pricihg Submittal Workbook Excel file that is available

I Vendor shall follow the ings

upload the completed Attachment A:
clicking on References at the end of this iteg
sheet of the Excel file, and complete the mulyj

wAttach a file

Submit Response worksheets in the Excel flle. [El References w

Reference Documents

w

¥ & Vendor Response Less... | —

This section contains the infon wide responses

@3 Pricing Submittal Workbook xlsx

¥ Ew —
Event Contents 6.1 Vendor shall indicete its agre
In compliance with this Invitation f Download all attachments the Vendor offers and
I agrees to furnish and deliver any G au nema up wimn prcs are i, o une prices SeL opposite each

All Content

V. Providing a Bid Response via Answers and Attachments

Beginning in Section 4, as the vendor scrolls down the Content section of the Sourcing Event, there will be fields
into which they can provide answers to questions or upload attachments. Answers in some of those fields will be
entered with free-text while others will be answered via drop-down. A red asterisk (*) to the left of a field will
indicate that an answer is required. If a vendor attempts to submit a bid without having completed all required
fields, the system will display an error message and direct the vendor to the incomplete field(s).

1. Subsection 4.1 is the first field into which an answer can be provided. This is a free-text field and is
required, as designated by the red asterisk.

2. The vendor should type their eVP ‘Customer Number’ into this field.

«

Response History All Content =

esponse feam A In free-text fields, type in an answer to
provide the Sourcing Agent with information

for which they are asking. In this case it’s

the vendor’s eVP ‘Customer Number.’

¥ Checklist Template.xlsx W
¥ 4 Vendor Identification

1. Review Event Details

This section requires Veendor to providing identifying information.

4.1 North Carolina Customer Mumber - For internal State agency processing, please provide your
company’s North Carolina eProcurement System Customer Number, which can be found on the North
Carolina eVendor Portal at hitps:/ivendor.negov.comivendor/login.

2, Review and Accept
Prerequisites

| 3. Submit Response Vendors respanding to this Solicitation are required to be registered in the North Carolina * l23¢5|
eProcurement System. If your company is not registered in the North Carolina eProcurement System,
click on the Register now link at the bottom of the Login screen. Vendors may contact the North
Carolina eProcurement Help Desk for assistance in obtaining their Customer Number or completing
the registration process at 888-211-7440, Option 2. Help Desk representatives are available Monday

¥ Event Contents through Friday from 7:30 AM EST to 5:00 PM EST (except State holidays).
¥ 5 Pricing Submittal Less... —
All Content
This section contains the pricing questions that the State is seeking responses from Vendors.
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3. Subsection 6.1 is the next field into which an answer can be provided. This answer is required and must
be provided via a drop-down menu.

4. The vendor should carefully read all the text in subsection 6.1 and then click the drop-down arrow next to
‘Unspecified’ to display additional options. Choose the one that best answers the question.

Note: This specific question requires an answer of ‘Yes,’ but that is not true of all questions in this format.

Response History All Content &= ¥
Response Team
Name t
w Checklist worksheets in the Excel file. E References v I
Click the drop-down arrow next
¥ & Vendor Response
1 o ¢ - 3 0ng
1. Review Event Details
‘ - This section contains the information that the State is asking the Vendors to provide responses. to UnspeCIfled for addltlonal
2. Review and Accept 6.1 Vendor shall indicate its agreement to the following: Optlons to answer the questlon
. F;,E[ﬂql_i,_i[e; In compliance with this Invitation for Bids, and subject to all the conditions herein, the Vendor offers
. and agrees to fumish and deliver any or all items upon which prices are bid, at the prices set opposite and Select the beSt one.
each item within the time specified herein. By executing this bid, the undersigned Vendor certifies that
3. Submit Response this bid is submitted competitively and without collusion {(G.5. 143-54), that none of its officers,
directors, or owners of an unincorporated business entity has been convicted of any violations of

Chapter 78A of the General Statutes, the Securities Act of 1933, or the Securities Exchange Act of
1934 (G.S. 143-59.2), and that it is not an ineligible Vendor as set forth in G.S. 143-59.1. False
certification is a Class | felony. Furthermore, by executing this bid, the undersigned certifies to the best
w Event Contents of Wendor’s knowledge and belief, that it and its principals are not presently debarred, suspended,
proposed for debarment, declared ineligible or voluntarily excluded from covered transactions by any
Federal or State department or agency. As required by G.5. 143-48.5, the undersigned Vendor certifies -
All Content that it, and each of its sub-Coniractors for any Contract awarded as & result of this Solicitation, !;"

complies with the requirements of Article 2 of Chapter 64 of the NC General Statutes, including the

Welcome to the requirement for each employer with more than 25 employees in North Carolina to verify the work Yes
State. authorization of its employees through the federal E-Verify system. G.S. 133-32 and Executive Order
24 (2009) prohibit the offer to, or acceptance by, any State Employee associated with the preparing Mo
plans, specifications, estimates for public Contract; or awarding or administering public Contracts; or
Instructions on How inspecting or supervising delivery of the public Contract of any gift from anyone with a Contract with Unspecified

2

the State, or from any persoen seeking to do business with the State. By execution of this bid response
to the Solicitation, the undersigned certifies, for Vendor’s entire organization and its employees or
agents, that Vendor are not aware that any such gift has been offered, accepted, or promised by any
Solicitation employees or agents of Vendor's organization.
Documen..
Eailurs 1o gnswer Yes 1o this guestion shall render bid invalid god itWILL BE BEJECTED

5. The vendor can click the blue ‘Quote Bubble Plus’ icon next to the answer field if a comment or optional
attachment would provide the Sourcing Agent with additional important information related directly to that
guestion. On the subsequent ‘Add/Edit Comment’ screen, type in a comment or add an attachment,
then click ‘OK.’

proposed for debarment, declared ineligible or voluntarily excluded from covered transactions by any
Federal or State department or agency. As required by G.S. 143-48.5, the undersigned Vendor certifies
All Content that it, and each of its sub-Contractors fi ]
complies with the requirements of Articld C||Ck the ‘Quote Bubble Plus’
requirement for each employer with mor

1 ;.;:l.tcecn'eta the authorization of its employees through o icon to add a comment or
24 (2009) prohibit the offer to, or accept optional attachment related

plans, specifications, estimates for publi H R .
inspecting or supervising delivery of the d|reCt|y to this questlon. Unspecified
the State, or from any person seeking to
to the Solicitation, the undersigned certifies, for Vendor's entire organization and its employees or

| Unspecified,

Instructions on How

2

6. The vendor should continue scrolling down the page and provide answers for all required questions, and
any optional ones for which they feel they have relevant feedback to provide to the Sourcing Agent.

7. Some subsections ask the vendor to provide information via attachments. This will be indicated by blue
text in the answer section on the right reading ‘Attach a file.” Sometimes these attachments are
required, as indicated by a red asterisk, and other times they are optional. Subsection 5.1 is the first
place where an attachment from the vendor is requested. In this case it's the ‘Pricing Submittal
Worksheet’ that the vendor previously downloaded and filled out to provide back to the Sourcing Agent.
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8. Click on ‘Attach a file,” and on the subsequent ‘Add Attachment’ screen, the vendor should browse and
select the appropriate file to attach from their desktop, then click ‘OK.’

Note: It is important to verify that any attachments can be opened by the Sourcing Agent. The file size

limit is 200MB.
Response History All Content === B3
Response Team
Name T . .
— + - eans o Click ‘Attach a file’ to select and -

i=sed attach the appropriate file for the [ venaor
=1 mmand - Sourcing Agent to consider.

wAItaCH & file
5 0N TNE NSt WOTKShEest of The Excel TIe, and complete the mulnple

worksheets in the Excel file. Bl References ~w

1. Review Event Details

2. Rev

W

Submit Response

w* & Vendor Response Less_.. | —

This section contains the information that the State is asking the Vendors 1o provide responses.

9. Once the file is attached, it will display by name where ‘Attach a file’ used to display. If the wrong file
was attached, click ‘Update a file’ to replace it, or click ‘Delete file’ to remove it.

Response History All Content = <
onse Team
MName t i
w Checklist holidays). The attached document will

‘ . i ¥ 5 Pricing Submittal now d|sp|ay by name. \
- mE == This section contains fendors

5.1 Pricing Submittal - Vendor shall download, complete, and upload
the completed Antachment A: Pricing Submittal Workbook Excel file that

is available by clicking on References at the end of this item. Vendor ® B Pricing Submittal Workbook - COMPLETED.xlsx| w Update file Delete file
| shall follow the in: ons on the first worksheet of the Excel file, and

w

. Submit Response complete the multiple worksheets in the Excel file. [E References v

¥ & Vendor Response Less. —

V.  Submitting a Bid Response

1. When all questions have been answered and attachments have been uploaded, the vendor should
carefully review their answers for accuracy, scroll to the bottom of the screen, and click the ‘Submit
Entire Response’ button if they are ready to send their bid to the Sourcing Agent for consideration. If
there is still more work to be done and the bid is not ready to be submitted quite yet, the user can click
‘Save draft’ and return to complete the response portion at a later time.

Notes:

e |tis advised that bids responses be submitted 48 hours prior to the bid ‘Due Date’ time, and that
vendors open all attachments to check that they are accurate and readable before submitting.

e |f avendor needs to submit separate bid responses to the same Sourcing Event for multiple
subsidiaries (NOT alternative bids from the same vendor) to be evaluated separately against
each other, they should create separate Ariba Network accounts for each subsidiary. For more
information on creating accounts, please see the ‘Accessing the Ariba Network’ job aid.

Response History All Content = ¥
e e Team g g
Name 1 When all information has
5 This Section co Sy

v Erzais been entered and the bid is .

7.1 VENDOR EXP = 2 Sample Vendor Experience
1. Review Event Detais ready to be submitted, click
Vendor shall descril p . . ned
to each executive,
2 project, and upload| the Smelt Entlre ilar
projects. File with r Response, button. . =
7.2 Customer Ref er
I 3. Submit Response Reference Templat: cha = [W Vendor Reference.docx v Update file Delete file

file. References
7.3 Customer Reference #2 - Vendor ghall select References to download the Customer
Reference Template, complete the tegfiplate, and upload the template by selecting Attach a # (¥ Vendor Reference docx v Update file Delete file

v Event Contents file. References>  / -

(%) indicatgfa required field
I All Content
State
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2. If any required information is missing, an error notification will prevent submission and alert the user to
the specific issue that needs to be corrected. The vendor should fill those out and then click ‘Submit
Entire Response’ again.

ats Supplier ¥ Help Center

Ariba Sourcing (1) Tereis1 that requires jon or jon in order to your request.

< Go back to NC eProcurement - TEJT Dasnooara D File Sync
. Time remaining
Console & Docll4057374 - Example Sourcig Event @ 13 days 21:52:53

Response History All Content == w
Response Team
+ creckiz| AN €rror message at the top of the Fnancizl siaremens. (o @)
_....| screenwill alert the user to any [ ctect the piue comment =
required fields that have not been e anducment fens, (o s ]®
2. Review . . .
el - COMpleted, and a red box will highlight :
| s sum| that specific field down the page. FrPETa e azon()
¥ Event Contents e e ere o S rembtrseneotat s Somatinie et o State | ves ~ = v
(*) indicates a required field
I All Content

| Welcome ta the Submit Entire Response [ Compose Message ] [ Excel Import ]

3. Once a bid has been successfully submitted, a note at the top will read “You have submitted a response
for this event. Thank you for participating.” That and a visible ‘Revise/Alternative Response’ button will
confirm that your bid has been submitted. As well, users can click on ‘Response History in the top left of
the screen to see the exact timing of when bids were submitted and accepted.

Event Messages

You have submitted a response for this event. Thank you for participating.

\_—

TEsponse Team

¥ Checklist

Revise/Alternative Response

1. Review Event Details

All Content =
? e T Nemet
I T e The bid submittal success notification at the top )
of the screen as well as the ‘Revise/Alternative |*** -
v EEiEmETE Response’ button will confirm that the bid as ropese!
| Al Coment been successfully submitted. Clicking on Example Comany
I ‘Response History’ will provide further specific 123 Min Street
! stae details about when the bid was submitted. Johnny Vendor
. Instructions on How

Compose Message

4. The ‘Response History’ page will display if the vendor clicks ‘Response History.’

Response History - Example Sourcing Event Details on the status, timing, and specific m
submitter of the response can be found
Click on the Mame of a response to see details, including the lots and informatiorj/ on the ‘Resbonse HiStOI’V’ paae. More
Reference Number Submitted For Submitted By Status Submission Time Time Created 1
ID35553406 State Supplier State Supplier Accepted 1171072020 03:48:06 PM 1171042020 03:48:07 PM

2/15/2021 Responding to a Sourcing Event 9
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VI. Asking Questions via the Message Board

Vendors may ask questions to the Sourcing Agent up until the deadline listed for a question and answer period in
the Solicitation Document. Per subsection 3.2, they are instructed to use the ‘Vendor Question Template’ and
communicate via the ‘Event Messages’ page.

Note: This is NOT the case for vendors responding to Solicitations from the Department of Information
Technology for Statewide IT Procurement contracts. In those instances, please read the ‘Solicitation
Document’ carefully and follow the instructions to submit questions to the Sourcing Agent outside of this tool.

1. To submit a question to a Sourcing Agent, vendors should download and open the ‘Vendor Question
Template’ provided in subsection 3.2, follow the instructions provided at the top of that Excel workbook,
enter any questions, and save the document to their desktop.

2. To access the ‘Event Messages’ page, click the ‘Event Messages’ link in the top left of the screen, or to
create a message immediately, click the ‘Compose Message’ button at the bottom of the screen.

e History All Content = v
esponse Team . 3 .
Click on ‘Event Messages’ to go to the
3 ’ H
¥ Checklist Event Messages’ page or click on
3 ’ H
© Revicws Event Detite ey e e Compo_se Message’ to go directly to
sereen. Vendors may cof - COMPOSING @ NEW Message.
. . Help Desk for assistance]
2. Review and Accept completing the regjstrati
Prerequisites Help Desk representatives are available Monday through Friday
from 7:30 AM EST to 5:00 PM EST (except State holidays).
I 3. Submit Response ¥ 5 Pricing Submittal More... |+
5.1 Pricing Submittal - Vendor shall download, complete, and
upload the completed Attachment A: Pricing Submittal Workbook
Excel file that is available by clicking on References at the end of " . M C N L E Pelete Fle
¥ Event Contents this item. Vendor shall follow the instructions on the first (8 Pricikg Submittal Workbook - COMPLETED.xisx Update file Delete file -
(*) indicates a required field
I All Content
Welcome to the Submit Entire Response [ Reload Last Bid ] [ Save draft ] [ Compose Message ] [ Excel Impaort ]
1 o - -

3. The ‘Event Messages’ page will display all outgoing and incoming messages relating to the Sourcing
Event. Some messages will be solely between the Sourcing Agent and the vendor, while other messages
from the Sourcing Agent will have gone to all vendors who have responded to the Event. Click on ‘Back
to Console’ to return to the Event overview or click ‘Compose Message’ to create and submit a question
to the Sourcing Agent.

4. The ‘Compose New Message’ page will display. Following the instructions on the ‘Vendor Question
Template,” enter a descriptive ‘Subject’ and include a message to the Sourcing Agent. Click on ‘Attach
a file’ and upload the ‘Vendor Question Template’ then click ‘Send.’

From: NC Test Vendor (State Supplier)

o Project Team

Customize the ‘Subject’ and
the message body, attach the
completed ‘Vendor
PI:se l:ee :ttachgec }fnrgdzor Qi:;—:::lR;s:iser:r:i:frem —arta';ufq::t'j: r:;)arding this Solicitation QueStion Template’

) ) ) i o document, and click ‘Send.’

Thanks yeu.

2/15/2021 Responding to a Sourcing Event 10
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5. The outgoing message will display on the ‘Event Messages’ page with details including a time stamp
and a paperclip icon signifying to both the recipient and the sender that the message includes an
attachment. Clicking on the icon will allow users to download the attachment if necessary.

Messages =
Id Reply Sent Sent Date } From Contact Name To Subject
A " MS&3991421 No 11/10/2020 05:12 PM__ NC Test Vendor State Supplier SourcingTrainer03| Question Regarding Doc114057374 - Example Sourcing Event
- N
) MSG3991417 A paperc“p ICOI’I W|” S'gn'fy the SourcingTrainerd3 Response (ID=ID35553408) in event Example Sourcing Event has |
MSG3994299 message has an attaChment- r03 State Supplier NC eProcurement - TEST has invited you to participate in an even

>

View Reply I Compose Message l [ Download all attachments l

6. If the Sourcing Agent replies, the message will display at the top of the ‘Event Messages’ page. Clicking
the radio button to the left of the message will reveal the ‘View’ and ‘Reply’ buttons.

Messages

Id Reply Sent Sent Date } From Contact Name To Subject

MSG3991421.1 No 11/10/2020 05:21 PM  NC eProcurement - TEST ingTrainer03  Particip (1) Team (1) RE: Question Regarding Doc114057374 - Example Sourci
W M5G3991421 No 5: R R rainerd3 Question Regarding Doc114057374 - Example Sourcing E
~ v Selecting the radio button next

MSG3991417 Not Applicable 1111 31 to the new message W|” revea' rainer03 Response (ID=ID35553406) in event Example Sourcing Ex

=

MSG3994299 No icable 111102020 11 the ‘View, and ‘Reply’ buttons. lier NC eProcurement - TEST has invited you to participate ir

View l [ Reply ] [ Compose Message l [ Download all attachments l

>
Back to Console

7. Clicking ‘View’ will show the message details including the previous message to which the Sourcing
Agent replied. Click ‘Done’ to go back to the ‘Event Messages’ page, or ‘Reply’ to respond to the
Sourcing Agent.

Id:  MSG3991421.1
From: MNC eProcurement - TEST (SourcingTrainerD3)
Sent 1171042020 05:21 PM The new message will display
above the previous message

to which the Sourcing Agent
responded.

o Project Team; MNC Test Wendor(State Supplier); MNC eProcurement - TEST(SourcingTrainerd3)

Subject: RE: Question Regarding Docl14057374 - Example Sourcing Event

Thank you for your question. | will follow up with more details soon.

Id: MSG3991421

Sent: 11/1W2020 05:12 PM

Subject: Question Regarding Docll4057374 - Example Sourcing Event

Please see attached "Vendor Question Response™ document containing questions regarding this Solicitation.

Thanks you.

2/15/2021 Responding to a Sourcing Event 11
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VII.

Finding and Responding to an Addendum

If a Sourcing Agent needs to issue an Addendum to the original Sourcing Event, whether following a question
from a vendor or for any other reason, they will fill out a document detailing the changes and post that document
into Section 3 of the Sourcing Event. They are also encouraged to notify any vendors who have already
submitted a bid response that an Addendum has been issued, and this notification should come via an ‘Event
Message’ as well as an email to the address on file for the responding vendor account.

If a vendor has not yet responded with a bid by the time an Addendum is posted, they should just take the
addendum into account when submitting their initial bid. If they have already responded and wish to revise their
bid based on new information, they can initiate an update by clicking the ‘Revise/Alternative Response’ button.

1. Vendors who have submitted a response should be notified anytime the Sourcing Event is updated via
the ‘Event Messages’ page. The message subject should indicate that the ‘Sourcing Event has
changed.” Vendors should also receive this message via email.

Messages =
Id Reply Sent Sent Date } From Contact Name To Subject

MSG3994353 No 11/10/2020 06:09 PM  NC eProcurement - TEST SourcingTrainer03  State Supplier Event Example Sourcing Event has changed.
M5G3991421.1 Mo 11/10/2020 05:21 PM NC eProcurement - TEST SourcingTrainer03 Participants (1) Team (1) RE: Question Regarding D\ocl114057374 - Example 5
@3/ MS5G3991421 No 11/10/2020 05:12 PM  NC Test Vendor State Supplier SourcingTrainer03 Question Regarding Doc1y4057374 - Example So
MSG3991417 Not Applicable  11/10/2020 03:48 PM  NC Test Vendor State Supplier An ‘Event Message’ will notify any  |esou
MSG3994299 Not Applicable  11/10/2020 11:04 AM  NC eProcurement - TEST  SourcingTrainer03 Vendors Who have al ready parti
submitted a bid response that the 3

Ve Reply [ Campma Massaga l [ Domnioad all sttachments l Sourcing Event has been updated.

2. Clicking ‘View’ will provide more details about the change, in this case indicating that an Addendum has

been added to subsection 3.3. If viewing via email, the vendor can click a hyperlink to take them directly
from the email to the Sourcing Event (Note: they’ll be directed to a log in page first).

M5G3994353 AR
The message specifics should alert

NC eProcurement - TEST (SourcingTrainer03) the vendor as to where they can
find the specific change. Inthe
case of an Addendum, that should
Participants; MC Test Vendor({5tate Supplier) be added as subsection 3.3

Event Example Sourcing Event has changed.

1171042020 06:09 PM

Ariba event Docl14057374 Example Sourcing Event has changed.

Message from SourcingTrainer03, NC eProcurement - TEST: Please note that an addendum has been attached to this Event in Section 3.3. Please review the new
documentation and adjust your responses if necessary.

To view the event, please access hitps://s3.ariba.com/Sourcing/Main/ad/webjumper?realm=ncgov-
T&passwordadapter=SourcingSupplierl

er&item|D=NWz0APjCzWbSbp&awcharset=UTF-8. After you log on view the Event details.

7

If you have questions about the event, please contact SourcingTrainerD3 at or via e-mail at eptraining@doa.nc.gov.

Thank you!

2/15/2021 Responding to a Sourcing Event 12
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3. Sourcing Agents are advised to add an Addendum directly to Section 3. In most cases this should result
in an Addendum being attached to subsection 3.3. Vendors should locate the Addendum, download and

read the attachment by clicking on the blue text, and respond accordingly.

1. Review Event Details All Content =
2 Neme 1 Locate the Addendum, download
¥ 3 Solicitation Document and Details and read the attaChment, and take
I 3. Submit Response 31 _T'Iis EIQCLINE'\I i'|:lut:|_e.=3 detai:s an theirten_:._ use, duration, and scope ;f the goods and / or the information Undel’ Considel’ation
services being requested, information on the solicitation process and instructions on how to respond, When formulating a b|d response-

the State’s terms and conditions. @ RFP_Heaslthcare Services.docx v
3.2 Vendor Question Template - Vendor shall submit any questions it may have regarding this
Solicitation or the Solicitation process via the Sourcing Tool's Message Board using the provided Vendor
v Event Contents Question Template. Written questions concerning this Solicitation will be received until the date and time
listed in the Schedile Section of this Salicitation (B \endnr Question Syhmission Template dlsx W

3.3 Please see the Attached Addendum document I‘_'-.'k‘ Sourcing Event Addendum.doc

More... |+

I All Content

i Welcome to the ¥ 4 Vendor Identification
State 4.1 North Carolina Customer Mumber - For internal State agency processing, please provide your
company’s North Carolina eProcurement System Customer Number, which can be found on the North

VIIl. Revising a Submitted Bid Response

Vendors can revise their submitted bid response as many times as necessary until the Event’s deadline for
accepting responses as indicated by the countdown clock in the top right of the screen.

1. Aslong as the Sourcing Agent is still accepting responses to their Solicitation in the Sourcing Event,
vendors can unlock a previously submitted bid response for revision by clicking the ‘Revise/Alternative

Response’ button at the top of the screen.

@ Time remaining
13 days 17:55:22

&= Docl114057374 - Example Sourcing Event

Console

Event Messages You have submitted a response for this event. Thank you for participating

Response History

Response Team
Revise/Alternative Response

w Checklist
1. Review Event Details All Content = »
2. Review and Accept Name 1
Prerequisites
I 1 Welcome to the State of North Carolina's Sourcing Tool More +
3. Submit Response
2 Instructions on How to Use the Sourcing Tool . . . . . .
o , If the bidding period is still open according to the
¥ 3 Solicitation Document and Details . d .
> EEnETETE 41 This documen incluces deraits an the imter, use, aureion, o COUNTAOWN clock in the top right, vendors can click
being requested, information on the solicitation process and instru ¢ . . y
) corme ena corcitions. (3 nre_neamncere senieescone v | tNE ‘REVise/Alternative Response’ button to unlock
All Content 3.2 Vendor Question Template - Vendor shall submit any questior] . g g .
e Solicitation process via the Sourcing Toots Messexe Boera =il @ PFEVIOUSlY submitted bid response for editing.
Welcome to the Wrritten questions concerning this Salicitation will be received until
State Section of this Selicitation. (B Vendor Question Submission Template xsx w7
3.3 Please see the Attached Addendum document ﬂ‘ Sourcing Event Addendum.doc v

2. Answer fields will be open for overwriting, and new attachments can be added.

Response History All Content =
Response Team
Name t
w Checklist https:fivendor.ncgov.comivendorflogin
stered in the North *
1. Review Event Details . stered in tne North
link at t botto f
Previously entered ink st the botiom of o
2. Review and Accept TRIsration process
Prerequistes answers or attachments
lidays.
| 2 Surmit Responss -| can now be updated —
and upload the complete:
le

Attachment A: Pricing Submittal Warkbook Excel file that is available by clicking on
» B Pricing Submitial Workbook - COMPLETED.xlsx “w Update file Delete fi

References at the end of this item. Vendor shall follow the instructions on the first
worksheet of the Excel file, and complete the multiple worksheets in the Excel fite.

w Event Contents
(*} indicates a required field

Compose Message ] [ Excel Import

I All Content
] [ Save draft ] [

, Welcome to the Submit Entire Response [ Reload Last Bid

2/15/2021 Responding to a Sourcing Event
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3. When all necessary changes have been made, click ‘Submit Entire Response’ to finalize and send the
updated bid response to the Sourcing Agent, or click ‘Reload Last Bid’ to erase any changes and revert
to the version on file before the edits were initiated.

Notes:

e |f arevision is initiated but never resubmitted, or time expires before the vendor is able to
resubmit, the last bid response on file will be the version evaluated by the Sourcing Agent.

e The revised submittal will be recorded on the ‘Event Messages’ and ‘Response History’ pages,

and the ‘Revise/Alternative Response’ button will once again be visible.

Response History
Response Team

¥ Checklist

1. Review Event Details

2. Review and Accept
Prerequisites

. Submit Response

w

¥ Event Contents

I All Content

1

¥ 5 Pricing Submittal

All Content

Name t

htips:ifvendor.ncgov.com/vendorflogin.

Vendors responding to this Solicitation are required to be 'eﬁ:ered in the North

Carnt?na eProcurement Sy .

fooie g >4 Click ‘Submit Entire

5SSt t ’ i

s onens| RESPONSE’ to resubmit
an updated bid response.

Friday from 7:30 AM EST t

5.1 Pricing Submittal - Vendor shall downl#ad, complete, and upload the completed
Attachment A: Pricing Submittal Workbogf Excel file that is available by clicking on
References at the end of this item. Vepfor shall follow the instructions on the first
worksheet of the Excel file, and copfplete the multiple worksheets in the Excel file.
=

(*) indicg#€s a required field

lore..

* @ Pricing Submittal Workbook - COMPLETED.xlsx “ Update file

Compose Message l [

Excel Import

Welcome to the | Submit Entire Response | [ Reload Last Bid ] [ Save draft ]

Delete file

IX. Handling Confidential Information

Vendors can submit a version of their response that protects potential Confidential Information from public

distribution by submitting an additional version where that Confidential Information has been redacted. Keep in
mind that the vendor’s primary response to be considered by the Sourcing Agent shall be complete, the redacted
version would only be used if the Sourcing Agent is asked to share response information with outside entities.

1. Vendors will find the Confidential Information subsection towards the end of Section 6 (the exact

subsection differs based on the type of Solicitation to which they are responding). If the vendor answers
‘Yes’ to the first question regarding Confidential Information, they shall proceed to the next subsection
that includes further information about the process of including a redacted response. It is important the

vendor read and understand that section and that all portions of their primary response have been

entered into the tool before proceeding (there may be subsections below this that need to be completed).

¥ Checklist

Prerequisites

’ 3. Submit Response

¥ Event Contents

2. Review and Accept

L E RETETETES
6.24 CONFIDENTIAL INFORMATION

For the purpose of this solicitation
information that is considered con
Confidential Information set forth i
be replaced with the word "Redact
Confidential Information.

- the dropdown.
* Once Vendor has complete

If there is any Confidential [,/
Information included in the  frdor should
response, select ‘Yes’ from

esignated as

xcel Import’

button to download a copy oF its response 1o EXCel

* This requires selection of both ‘Download Content’ and ‘Download Attachments' on the

Unspecified

\ "
Attach a file W

subsequent screen under St .
All Content = ‘endor shall go throug loaded responses in Excel and downloaded documents and
redact any Confidential Inform
» Vendor shall save the redacted version of the Excel file and the attached documentsin a
2/15/2021 Responding to a Sourcing Event 14
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2. Once all portions of the primary response have been completed, the vendor should click the ‘Excel
Import’ button at the bottom of the page.

(L]
]
c
=)
|
o

7.4 Customer Reference #3 - Vendor shall select References to
download the Customer Reference Template, complete the
template, and upload the .

References o Click ‘Excel Import’ to
7.5 Vendor shall downlo begin the process of
Additional questions related to the 5 . -

Questions... download the file), provid InCIUdIng a redaCted

dacument, and uplazd thd - vVersion of the response.

Attach a file.

=Attach a file

+
*Attach a file W

(*) indicates a required field

Submit Entire Response [ Sawve draft ] [ Compose Message l [ Excel Import

3. Onthe ‘Import Response from Excel’ page, click ‘Download Content’ and open the Excel file.

Import Response from Excel m

Step 1. Click "Download Content” to download and review your event i S ——
Skip this step if you wish to fmport a previously downloaded filel  Click the ‘Download Content’ button
and open the resulting Excel file.

Download Content

Step 2. Declare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computes.

4. The file will have several tabs. The first tab will be the ‘Submit Response Instructions’ tab and is for
informational purposes. The subsequent tabs will be numbered and correspond to the content sections in
the of the Sourcing Event. For example, the first tab visible after the instructions tab is titled ‘3
Solicitation Document and ...” which matches up to Section 3 in the Event where the vendor found the
‘Solicitation Document,’ the ‘Vendor Question Submission Template,” and an ‘Addendum’ if it was
necessary. Those documents will not be found attached to this Excel file, but they will be listed here.

5. Sections 4-7 are the sections into which the vendor responded with answers or attachments for their
primary bid response in the Sourcing Event. These same tabs are the sections that may include
Confidential Information. Review all information on these tabs and any information removed by the
vendor shall be replaced with “Redacted.” After any updates have been made, hame the Excel file so
that it indicates it represents a Confidential version of the response and save it to the desktop.

a. The value in the tab titled ‘4 Vendor Identification’ should remain the same because the vendor
is responding on behalf of the same account.

b. The value in the tab titled ‘5 Pricing Submittal’ lists the name of the pricing document attached
in the primary bid response. This value cannot be overwritten.

c. There are several answer fields in the tab titled ‘6 Vendor Response’ that could possibly contain
Confidential Information.

d. Ifthere’s a tab titled ‘7 Additional Questions to Ve...’, click on that tab and make any redactions
necessary.

2/15/2021 Responding to a Sourcing Event 15
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1]z A B c D E F G H -
6.3 If Wendor answered No to 80
previous guestion, Wendor shall Questions on the Ieft and
indicate the number of calendar A
days after proposal opening that answers fields on the
7 its proposal will remain valid. i g
3 |64 Enter Offeror's Company Name: rlght on the, 6 Vendor Example Company A
9 |65 Enter Offeror's Full Address: Response’ tab. 123 Main Street
6.6 Enter full name, title, email REDACTED 1
address, and phone number uf/
company official authorized to
10 bind offeror:
87 LOCATION OF WORKERS No
UTILIZED BY VENDOR
In_srcardance with ME Rdnaral -
“« 5 Pricing Submittal 6 Vendor Response 7 Ac ® [ »
6. Return to the ‘Import Response from Excel’ page and click ‘Download Attachments’ if any of the

documents uploaded to the Sourcing Event contain any Confidential Information that would need to be
redacted.

Skip this step if you wi

Import Response from Excel

Step 1. Click "Download Content” to download and review your event in an Excel Spreadshe]

ded file. If yo a0 start

btoimonrt o oroui
=

Iy dosenlo,

Download Content

H Download Attachments ]

Click the ‘Download Attachments’
button to access any attachments that
may contain Confidential Information.

Step 2.

Declare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computer.

On the subsequent page, vendors should check the boxes next to the sections or subsections from which

they wish to download attachments. It is advised that they click the box next to ‘Title’ and download all
attachments unless they are extremely familiar with the specific sections that have attachments. When all
sections have been selected, click ‘Download Attachments.’

Selected ltems: 16

Check the box next to ‘Title’ to select all
sections so that all possible documents
are downloaded, then click the
‘Download Attachments’ button.

3.1 This document includes detgils on the intent, use, duration, and scope of the goods and / or services being requested, information on the
solicitation process and instructions on how to respond, and the State's terms and conditions.
3.2 Vendor Question Template - Vendor shall submit any gquestions it may have regarding this Solicitation or the Solicitation process via the
Sourcing Tool's Message Board using the provided Vendor Question Template. Written questions concerning this Solicitation will be received
until the date and time listed in the Schedule Section of this Solicitation.

Selected Attachments Summary
0.83
0.48
Total Number: B
Selected ltems
Title
|i Totals \
|2] 1 Welcome to the State of North Carolinas
|2] 2 Instructions on How to Use the Sourcing |
|2] 3 Solicitation Document and Details
(v]
]

8. Open the compressed file containing all documents requested and make any redactions necessary. After
any updates have been made, name the files in a way indicating they represent a Confidential version of
the original files and save them to the desktop.

2/15/2021
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9. Save the redacted Proposal/Bid Excel file from Step 5 and any redacted attachments from Step 8 in a
Compressed Folder. Be sure to name each file in the folder so it can be clearly identified by the Sourcing
Agent as a Confidential Proposal/Bid document. As well, give the overall Compressed Folder a name
that indicates it contains documents pertaining to a Confidential Proposal/Bid.

Note: For most MS Windows users, a quick way to save a document into a Compressed Folder is to
right-click on the document(s) needing to go into the folder, move the cursor down to ‘Send to,” and
select the option for ‘Compressed (zipped) folder,” at which point other documents can be added, and
the folder can be renamed.

= | Extract

Home Share View Compressed Folder Tools |

T . T conoae =] Save all important attachments for the
Sourcing Training Approvals Contracts Emails SOUFCIng Agent W|th names |ndlcat|ng they
Sprint 1 Sz iaming o newiulsougee®ey represent Confidential Proposal/Bids into
a Compressed folder with an equally

“ » Confidential Vendor Response / deSCI’Ip'[Ive name.
-~ Mame ype Compressed size Password ... Size

F+ Quick access
I Cesktop
; Downloads

Exdract To

@ COMFIDEMNTIAL Example Sourcing .. Microsoft Excel 97-2003 ... 17KE MNo
@ COMFIDEMTIAL Vendor Reference Microsoft Word Document 12KB  MNe

=] Documents

= Pictures w £ »

2 itermns ==| =

10. Navigate back to the second Confidential Information subsection in Section 6 (in the screenshot below,
it's subsection 6.25, but this may differ based on the type of Solicitation to which the vendor is
responding) and click the ‘Attach afile’ link. Select the Compressed Folder with the redacted
Proposal/Bid attachments from the desktop and click ‘OK.’

.24 CONFIDENTIAL INFORMATION

1. Review Event Details EI :IJ nall indicate if its response t ritation contzins Confidential Information as set forth in N.C.G.S. § 132-

5 If Vendor answered|Yes to previous guestion, Vendor shall attach a copy of its response by selecting ‘Attach a file'
2 "‘ B AN Accept Wit any and 1l Configential Information redacted.
Prerequisites
ion means to edit a document by obscuring or removing information that is
the wendor and meets the j=|'| tion of Confidential Informatior orth in
with the word "Redacted”. Under no

’ 3. Submit Response

On the ‘Submit Response’ section of the Sourcing Attach 3 file W
¥ Event Contents Event, find the second part of the Confidential
Information subsection towards the bottom of Section 6
’ All Cantent and click ‘Attach a file.’
¥ VEnaor shall cave e TE0aLien VErsion of LNE CXCEl e and e S0acned Gocuments 1 8 compreszed nle & B
WinZin} and attarh the compreesed file in its resnonee tn this guastion
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11. The Compressed Folder will now show as attached. If no other changes are necessary and all content
has been reviewed for accuracy, click the ‘Submit Entire Response’ button. Once the bidding ‘Due
Date’ arrives, the Sourcing Agent will be able to view the primary bid response in the tool’s intended
answer fields, as well as download all redacted attachments if there’s a need to distribute a Confidential
version of the Proposal/Bid.

6.24 CONFIDENTIAL INFORMATION
2. Review and Accept +
Prerequisites indicate if its response to this Solicitation contains Confidential Information as set forth in B v|¥
- ; S, fes to previous question, Vendor shall attach a copy of its response by
| 3. Submit Response vith any and all Confidentizl Information redactad.
T removing
1 1 1 definition of
When the Compressed File is attached, click the [mterof
¥ Event Contg] ¢ A A ’ e
Submit Entire Response’ button to add the e
acoel  Confidential Proposal/Bids to the primary bid. et impor o
(8 confidential Vendor Response.zip “ Updte file Delete fils W
* This reguires selection of both ‘Download Content’ and ‘Download Attachments' on the
. o the
- nloaded documents and
dential Informaticn.

nstructions on Ho e the redacted versi ed documents in a

2 T p) and attach the compressed fil ponse to this question.
* Wendor shall not Step 4 to load the redacted Excel file to its Sourcing Event -
(*) indicates a required field

o Solicitation

Documen...

) Submit Entire Response I Save draft ] [ Compose Message l [ Excel Import

Vendor E

X.  Submitting Alternate Proposals/Bids

Vendors can submit as many Alternate Proposals as necessary. For example, maybe the pricing for a set of
items in one color is different than the pricing for those same items in another color, and they want the Sourcing
Agent to consider both bid responses. The vendor will submit a bid response for the first set of items in the
normal fashion, and then they will attach all bid response information for the second set of items (as well as a
duplicate version of the primary bid) in a compressed file to the bottom of the same Sourcing Event. If a vendor
needs to submit multiple Alternate Proposals for the same Sourcing Event (i.e., a minimum of three total
responses), they will create subfolders for each Alternate Proposal in one compressed file and submit them all
together.

1. Vendors will find the Alternate Proposal/Bid subsection towards the end of Section 6 (the exact
subsection differs based on the type of Solicitation to which they are responding). It is important the
vendor read and understand that section and that all portions of their primary response have been
entered into the tool before proceeding (there may be subsections below this that need to be completed).

Once all portions of the primary response have been completed, the vendor should click the ‘Excel
Import’ button at the bottom of the page.

L]
5]

7.4 Customer Reference #3

- Vendor shall select References to

download the Custom
template, and uplead
References

Vendor shall dow)
questions related to th
download the file), pro
document, and upload
Attach a file.

1.5

r Reference Template, complete the

Click ‘Excel Import’ to
begin the process of
including an alternate
version(s) of the response.

Submit Entire Response [

(*} indicates a required field

=Attach a file

*Attach a file w*

Save draft ] [

Compose Message l

[

Excel Import
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3. Onthe ‘Import Response from Excel’ page, click ‘Download Content’ and open the Excel file. Itis
important that the vendor keeps one original version of this document and gives it a name that indicates
it's the primary version of the proposal/bid.

Import Response from Excel

Step 1. Click "Download Content” to download and review your event i

Cucal Sorooc

Skip this step if you wish to import a previously downloaded file

Diownload Content

Click the ‘Download Content’ button
and open the resulting Excel file.

Step 2.

Dreclare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computer.

4. The file will have several tabs. The first tab will be the ‘Submit Response Instructions’ tab and is for
informational purposes. The subsequent tabs will be numbered and correspond to the content sections in
the of the Sourcing Event. For example, the first tab visible after the instructions tab is titled ‘3
Solicitation Document and ...” which matches up to Section 3 in the Event where the vendor found the
‘Solicitation Document,’ the ‘Vendor Question Submission Template,” and an ‘Addendum’ if it was
necessary. Those documents will not be found attached to this Excel file, but they will be listed here.

5. Sections 4-7 are the sections into which the vendor responded with answers or attachments for their
primary bid response in the Sourcing Event. These same tabs are the sections into which the vendor will
provide answers for their Alternate Proposal/Bid. After any updates have been made, save a version of
the Excel file with a name indicating it represents an Alternate Proposal/Bid and save it to the desktop.

a. The value in the tab titled ‘4 Vendor Identification’ should remain the same because the vendor
is responding on behalf of the same account.

b. The value in the tab titled ‘5 Pricing Submittal’ lists the name of the pricing document attached
in the primary bid response. This value cannot be overwritten, but when the vendor completes a
new version of the ‘Pricing Submittal Workbook’ for their Alternate Proposal/Bid, they should
be sure to name it differently than the name of the original document listed on this tab.

c. There are several answer fields in the tab titled ‘6 Vendor Response’ that could possibly require
different answers for an Alternate Proposal/Bid. The vendor should review the primary answers
and if anything needs to be changed, update those fields. These answers are about the vendor,
though, and because the new bid is being submitted by the same vendor, there may be no need
for changes.

d. Ifthere’s a tab titled ‘7 Additional Questions to Ve...’, click on that tab and make any changes

necessary.
2 B C D E E G H -
6.3 If Wendor answered No to 3
previous guestion, WVendor shall .
indicate the number of calendar Questlons on the Ieft and
days after proposal opening that
vl its oropo=sal will remain walid 1
8 |64 Enter Offeror's Company Mame: anSWQrS flelds on the Example Comany A
8 |85 Enter Offeror's Full Address: 1 ¢ 123 Main Street
8.6 Enter full name, title, email rlght on the 6 Vendor Johnny WVendor
address, and phone number of ’
company official authorized to Response tab'
10 bind offeror:
6.7 LOCATION OF WORKERS Mo
UTILIEZED BY WENMDOR
In accordance with NC General
Statute 143-59.4, the Wendor
shall detail the location(s) at
wwhich performance will occur, as
wsell as the manner in which it
intends to utilize resourc -
L] 3 ono 5 Pricing Submittal 6 Vendor Response FAC ... (B 4 >
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6.

Return to the ‘Export Content to Excel’ page and click ‘Download Attachments’ if any of the

documents uploaded to the Sourcing Event by the Sourcing Agent are needed to help the vendor compile
their Alternate Proposal/Bid.

Export Content to Excel m

Step 1. Click "Download Content” to download and review your event in an Excel Spreadsheet. Click the ‘Download Attachments’
Skip this step if you wish to import & previously downloaded file. If you want to start over, clig button to download any or a” documents
Download Content H Download Attachments included for the vendor’s reference on
Step 2. Declare your intention to respend and enter your response in the Excel spreadsheet and save the Sourcmg Event.
7. On the subsequent page, vendors should check the boxes next to the sections or subsections from which

they wish to download attachments. It is advised that they click the box next to ‘Title’ and download all
attachments unless they are extremely familiar with the specific sections that have attachments. When all
sections have been selected, click ‘Download Attachments.’

Selected ltems

Selected Attachments Summary

0.83 Selected ltems: 16
0.48

Total Number: 8

Check the box next to ‘Title’ to select all

o sections so that all possible documents
— ———— | are downloaded, then click the \
™ Totals ‘Download Attachments’ button.
|7] 1 Welcome to the State of North Carolinas Sourcing Tool
|;] 2 Instructions on How to Use the Sourcing Tool
|7] 3 Solicitation Document and Details
|7] 3.1 This document includes details on the intent, use, duration, and scope of the goods and / or services being requested, information on the
S solicitation process and instructions on how to respond, and the State’s terms and conditions.
S 3.2 Vendor Question Template - Vendor shall submit any guestions it may have regarding this Solicitation or the Solicitation process via the
| 4’] Sourcing Tool's Message Board using the provided Vendor Question Template. Written questions concerning this Solicitation will be received
T until the date and time listed in the Schedule Section of this Solicitation. w
8.

Open the compressed file containing all documents requested and make any edits necessary to reflect
the changes in the alternate proposal/bid. Make sure to keep the original versions of these documents
and gives them names indicating they’re the primary versions of the proposal/bid attachments. After any
updates have been made to the new versions, name the files in a way indicating they represent an
alternate version of the original files and save them to the desktop.
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9. Save the Primary and Alternate Proposal/Bid Excel files from Step 5 and all attachments from Step 8,
including the primary and updated ‘Pricing Submittal Workbook,” in a Compressed Folder. Be sure to
name each file in the folder so it can be clearly identified by the Sourcing Agent as the Primary or
Alternate Proposal/Bid document. As well, give the overall Compressed Folder a name that indicates it
contains documents pertaining to an Alternate Proposal/Bid.

Note: For most MS Windows users, a quick way to save a document into a Compressed Folder is to
right-click on the document(s) needing to go into the folder, move the cursor down to ‘Send to,” and
select the option for ‘Compressed (zipped) folder,” at which point other documents can be added, and
the folder can be renamed.

= | Extract Example Alternate Bid — O =

Home Share View Compressed Folder Tools Save a” important attachments for the b
Online Contracts Stuff Sourcing Agent to review in

Documents

e "L ]| Compressed folders with names
troct 1o indicating they represent the Primary
A 8 > Exormpte Attermate Big and Alternate Proposal/Bids into a
) Compressed folder with an equally

b Gtk s T e descriptive name.
B Desktop Alfternate Fid1 '%crﬂpleiiecl -':?[:r:E TFol. TZRE TG
; Downloads % Primary Bid Compressed (zipped) Fol... 12KB Mo
|Z| Documents
&=| Pictures o >

2 items =2

10. If a vendor is submitting multiple Alternate Proposal/Bids, the documents respective to each Alternate
Proposal/Bid should be saved in separate, clearly-named subfolders within the same Compressed folder,
along with the Primary Proposal/Bid.

= Extract
Home Share View Compressed Folder Tools e
Crocuments Online Contracts S5t
Sourcing Training SCC Approvals Contracts Emails Separate Alternate Proposal/Bld
Sprint 1 Azure Training Stuff Helpful Sourcing R4 Subf0|derS W|th|n the Same
Extract To
Compressed Folder.
™ 2, » Example Alternate Bid Search E...
L Mame Compressed size Password ... Size
#H Quick access
2. Alternate Bid 1 12KB Mo
I Desktop . e
£, Alternate Bid 2 4005 KB Mo
¥ Downloads % Alternate Bid 3 4005KB No
[F=] Decuments £ Primary Bid Comprgssed (zipped) Fol... 12ZKB Mo
&= Pictures L 4 ”
4 iterns 1= 2| (=
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11. Navigate back to the Alternate Proposal/Bid subsection in Section 6 (in the screenshot below, it's
subsection 6.26, but this may differ based on the type of Solicitation to which the vendor is responding)
and click the ‘Attach a file’ link. Select the Compressed Folder with the Alternate Proposal/Bid
attachments from the desktop and click ‘OK.’

Response History All Content

Response Team

Name 1

6.26 ALTERMATE RESPONSE

¥ Checklist

sponses to this
zll required responses and

Vendor may upload a compres

1. Review Event Details Solicitation by selecting |
documents, including all completed \

= Once Viendor has completed its pNpz

2. Review and Accept .
mport’ button to download a ©

Prerequisites

» draft its Alternate Response. If submitting
te Rezponse must be contained in a

’ 3. Submit Response

oéoreceed fils with 2 pomnlets versinn of the
On the ‘Submit Response’ section of the Sourcing
Event, find the ‘Alternate Proposals/Bids’ subsection
towards the bottom of Section 6 and click ‘Attach a file.’

¥ Event Contents

| All Content

12. The Compressed Folder will now show as attached. If no other changes are necessary and all content
has been reviewed for accuracy, click the ‘Submit Entire Response’ button. Once the bidding ‘Due
Date’ arrives, the Sourcing Agent will be able to view the primary bid response in the same format as the
attachments for any Alternate Proposal/Bid responses.

When the Compressed File is attached, click the

»een| “Submit Entire Response’ button to add the
| Alternate Proposal/Bids to the primary bid.

(8 Akternate Bid Compressed (zipped) Folder.zip vL|:+.-.e file Delete file %

, Welcome to the
~ State...

o Instructions on How

o Solicitation
~ Documen

1
. | Submit Entire Response “ Save draft ] [ Compose Message ] [ Excel Import ]
, Vendor { -

13. If there is a need for a vendor to provide redacted versions of any part of their Alternate Proposal/Bids,
the second Alternate Response subsection provides them with that opportunity. Create a copy of the
Compressed Folder containing all Alternate Proposals/Bids, replace any Confidential Information with
“Redacted,” and name all files and folders in a way that indicates the information contained within is the
Confidential version of the Alternate Proposal/Bids. Finally, attach that Compressed Folder in the ‘Attach
a file’ link next to the second Alternate Proposal/Bid subsection. For more information on Confidential
Information, please refer to the steps outlined in the above ‘Handling Confidential Information’ section.
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