NORTH CAROLINA ePROCUREMENT

NC eProcurement
Managing a Sourcing Event

A Sourcing Event is the most important part of a Sourcing Project. It is where the Sourcing Agent can establish
the bidding dates and time, as well as compile all pertinent information to which the vendors will need to respond,
as guided by a template established by the State. Notification of this Event can then be posted in IPS, and
interested vendors can follow a URL to respond electronically in a consistent format. Finally, responses can be
reviewed, and a contract can be awarded.

Create a Sourcing Event

Navigate to the ‘Documents’ tab of the Sourcing Project and click the down-arrow to the right of the
document within the ‘Sourcing Event’ folder and click ‘Edit’ from the drop-down menu.

Note: This document template will depend upon the selection made in the ‘Solicitation Vehicle’ field
when creating the Sourcing Project.

seamoamouws o a =2 2 o ©
. . - WSE22950

Example Sourcing Services Project 1B Ws82296004

Related Knowledge Tasks: Incomplete Tasks: 0
Sourcing Project Current Phase: 01 - LAUNCH PROJECT

» Expand Projects

A wiedee Areas . mmmT T =s ~

All Knowledge Areas Overviely Documents Thsks Team Message Board Ewvent Messages History

Bl

Search Knowledge

Example Sourcing Services Project Show Details ==

Name Owner Status
» [ Sourc ng Project Documents " Project Owner
» [0 solicitation Document “ Project Owner
Project Owner
-~
Project Owner Not Created

E‘ Non-IT RFP Agency for Services Sourcing Event Templak ~ /\
~

Click the down-arrow next to
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Teae ‘\\ Event Template, then click

‘Edit’ in the dropdown menu.
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Create New Task

To Do

The ‘Edit Event’ page will display. It is important to populate the ‘Title’ and ‘Description’ with pertinent
information, keeping in mind that the ‘Title’ will be visible to vendors who choose to respond within the
tool, and the ‘Description’ can be up to 120 characters and will be pasted in the IPS ‘Summary’ field to
provide the vendor community its first idea of what goods or services are needed.

Select ‘No’ for the ‘Test Event’ field and leave the other fields as is. ‘Currency,” ‘Commodity,” and
‘Departments’ will be pre-populated based on selections made when creating the Sourcing Project.

Then click ‘OK.’
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and detailed when editing the
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3. The ‘Event’ page will display and outline the four sections to be completed before publishing the Event:
‘Rules,’ ‘Suppliers,’ ‘Content,” and ‘Summary.’

Notes:

o Users will skip section 2 for ‘Suppliers’ until after sections 3 and 4 have been completed and the
Sourcing Event has been approved. The ‘Tasks’ tab outlines this process and more information
is provided in this document below.

e The Event will be assigned a ‘Doc Number’ by the system immediately preceding the Event
‘Title’ entered on the previous page. This ‘Doc Number’ will be used as the IPS ‘Solicitation
Number’ following the user’s entity numerical/character prefix (i.e., 13-82296023 or DPC-
82296023 for Division of Purchase and Contract — This prefix should auto-populate in IPS).

Event <22 _ Doc176650585 - Example Sourcing Event _>» m Exit
These rules control every gspect of how the event works. You may change them to suit your event or accept the defaults.
L AN Envelope Rules
71 Rules \
4 \
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1 ~ 1 Authorize Teams to Open En] A system-generated ‘Doc Number
! ~ I displays before the ‘Title’ entered
\ P 1 P .
v ( 3) contem ;€ Envelopeld Team on the previous page and the four
‘\ N~ I' stages in the process to finalize the
\ , 1 Project Owner | Event display on the left side.
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Il.  Setting Event ‘Rules’

The first of the four sections to edit and set are the Event ‘Rules.” Most importantly, the rules section allows the
Sourcing Agent to establish the ‘Timing Rules’ outlining when the bidding starts and stops. Many of the fields
within the six sub-sections on this page are pre-populated, and it is advised that users leave them as is.

‘Envelope Rules’ is the first subsection. The system will default the event to having one envelope and
lists the ‘Project Owner’ as the user group with the ability to open the envelope. Envelopes are
designed to conceal response information until after the ‘Due Date.’ It is advised that the user leaves the
default as is, but if they would like a multiple envelope Event revealing different aspects of the response
in layers, they can manually increase the number of envelopes up from one using the dropdown menu.

1.

Envelope Rules

-

Authorize Teams to Open Envelopes

The number of envelopes defaults
to one, and the ‘Project Owner’ is
designated as the user with
authorization to open it. Itis

suggested that the user accept the
default value.

o

Add more

Envelope Id _e-TPEEMT T T TS =<

FProject Owner

S~ -

2. ‘Timing Rules’ is the next and most important section. There are two required fields that set when

vendors can begin to respond with bids and when their bids are last due.

a. ‘Response start date’ defaults to ‘When | click the Publish button on the Summary
page,” meaning that vendors can begin responding immediately once the Event is finalized
by clicking ‘Publish.’ If the user would prefer to set a specific date in the future for when
vendors can begin to respond, click ‘Schedule For the Future’ and set a specific date and
time from the pickers.

‘Due date’ sets the time when the bidding period is closed. It defaults to ‘Duration,’ where
the user can select a time period in ‘minutes,’ ‘hours,’ or ‘days,’ or it can be switched to a
‘Fixed time’ where the user can set a specific closing date and time from the pickers. Itis
suggested that users set a ‘Fixed time’ closing date and time.

Timing Rules

Set the ‘Timing Rules’ for

- -

{k

(\ Response star date: * "’ wWhen | Click the Publish button on the Swurr the opening and C|05ing
----- Schedule For the Future: dates for acceptlng bids.
o
/\’ Due da *\,. Duration: 15 days R Reminder (Edit) L]

Bl

G

Fixed tirme:

3. ltis suggested that users leave all defaulted values as is for sections three through six. These four
sections are ‘Bidding Rules,’ ‘Project Owner Actions,’ ‘Market Feedback,’ and ‘Message Board.’
When all Event ‘Rules’ have been set, click ‘Next.’
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lll.  Updating the Sourcing Event Content

The ‘Content’ section of the Event is where the user can share all information about the products or services they
wish to receive bids on, as well as provide a framework of questions for vendors to answer to help the Sourcing
Agent choose the most-deserving bidder to award the contract to. The State has created an extensive template
in this section that complements the default Solicitation Document generated on the Sourcing Project, and it is
advised that users follow the suggested outline.

Although this section is the third out of four, users will temporarily skip section 2 for ‘Suppliers’ and complete this
section after setting the Event ‘Rules’ in Section 1.

1. The ‘Content’ stage is divided into seven numerical sections, some of which have subsections:

1)

2)

3)

4)

5)

6)

7

5/13/2021

Welcome to the State of North Carolina’s Sourcing Tool: A brief welcome message for
vendors.

Instructions and How to Use the Sourcing Tool: Instructions and tips for vendors on how
to provide a response within the tool.

Solicitation Document and Details: Users will upload their completed ‘Solicitation
Document’ in section 3.1. Vendors will find a pre-loaded template for submitting questions in
section 3.2. If the user needs to respond with an ‘Addendum,’ they will post it here and it will
become section 3.3.

Vendor Information: This section requires vendors provide their ‘Customer Number’ from
their NC eVP account.

Pricing Submittal: The user will upload a customized pricing response template that
vendors will download, complete with the prices they are bidding on the requested products
or services, and re-upload to the Event as an attachment.

Vendor Responses: This section has several default sub-sections consisting of general
guestions and information requested from the vendors by the State to accompany their
pricing submittal. Some questions can be answered with free-text, while other fields provide
the vendors with a drop-down menu or the ability to add an attachment. All questions are
required to be answered by default.

Additional Questions to Vendor: Vendors can provide additional information such as a
further description of their qualifications or up to three references.

Note: Section 7 will not display for ‘Goods’ Solicitations.
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2. Section 3, ‘Solicitation Document and Details,’ is the first section a user needs to update. A ‘SAMPLE
BLANK DOCUMENT.doc’ is attached to 3.1 by default. The user can click on this document and
download it, but that is not necessary, as it is simply a blank placeholder. Instead, click on the blue text in
the body of 3.1 and select ‘Edit’ from the subsequent dropdown menu.

Event DocB82296023 - Example Sourcing Event m

On this page you create the information that participants will read and respond to during events. Add different types of content to re-create the traditional sourcing  More

All Content Filter v Click the blue text in the body of v
@ Rules sub-section 3.1, then click ‘Edit’ in
[ | Name the subsequent dropdown menu.

- TGO P B Dot ooy o ~
@ Suppliers | | ¥ 3 solicitation Document and Details

This section contains the details of the Solicitation, inclydfng details on the intent, use, durgsier and scope of the goods and / or services being requested,

information on the Solicitation process and instru 5 on how to respond, and thy e's terms and conditions. Any issued Addenda to this Solicitation

3 ) Content _ _ _uillbeposedindhissectionm = = — = = T m — m — m — m — S — e — e — e m e
Pt = "'—l— 3.1 This document includes details on the jefit, use, duration, and of the goods and / or services being requested, information on the solicitation™ = = ~
S~z process and instructions on how to respond, and the State’s and conditions. :W SAMPLE BLANK DOCUMENT.doc W ="
@ Summary T T I ———a ~nTemplates Yendop shall submi ‘guestions it may have regarding this_Solicijgtion or the Soliciiation prosess v tr'Ie'SdD'rc:T\g-'T'cols
ess on the provided Vendor fion Template. Written questions concerning this Solicitation will be received until the date and time listed in
M Acti g the provided Vend Template. Written questi ing this Solicitation will b ived until the d d time listed i

MeS o = = = _ng‘this Solicitgger” [ Vendor Question Submission Template.xlsx v
-

. ~

] ﬂil v BT eatioh

— - -

—_—_———_——

This section requires Viendor to providing identifying information.

3. The ‘Edit Attachment’ page displays. Click ‘Update file’ next to the ‘SAMPLE BLANK
DOCUMENT.doc’ file, then attach the finalized Solicitation Document by selecting either ‘Upload a file
from desktop’ if it's most easily accessed there, or ‘Select file from library’ to pull it from the
‘Documents’ tab of the overall ‘Sourcing Project.” When the actual document is attached, click ‘Done.’

Enter information about this guestion or term and specify all values that apply.

#-=°41 Click ‘Update file’ (slightly hidden [Cument Includes detans on
by popup menu) to replace the
default document, then select the

— size — ™~ = — font — =

s details on igtent, uss, duration, and scope of the goods and # or services
source of the completed mation on tha sehc racens and instruchans on ho to respand, and the
. . . . diti .
‘Solicitation Document,’ either the Skl
desktop or the ‘Documents’ folder. i STl -
U ac
DOCUMENT.dos '(/\ Update f'l‘/;’ Upload a file from desktop N
- -
Reference Documents Arrach a file ~w (D) \\ Select file from library .7
o - -
Wisible to Participant | Wes ~w | G

4. There is no necessary action in Section 4. Note the envelope icon next to the number and hover the
cursor over it to display in which envelope that section’s answers will be revealed if the default is changed
to more than one. To set the Envelope in which a section’s answers will be concealed, check the box to
the left of the section, click ‘Edit,” and select ‘Content’ from the dropdown, then set the number from the
‘Envelope’ field dropdown.

[ Ll

All Content  Filter - - - = ¥
@ Rules — Hovering over an envelope icon will
L weme display in which envelope that
@ Suppliers |7| 3.1 This document in;udes details on the intent, use, duration, and sc; SeCtIOn,S Informatlon WI” be bilicitation
— = “precess and instructions on how to respond, and the - 5 and co H H H
7 - 22 \\Jgn:lor Question Template - Vend mit any questions it ma revealed When reVlerng the blds' rcing Tool's
3 | { Envelope 1 2§ Board uging 1 Vendor guestlon Template. Written qu me listed in

Content 1 Tgdule Se

[ v BJi4 vehdor identification \
ey

n of this Solicitation. [B Vendor Question Submission Template.xlsx v

s
@ Summary ~ = = This section requires Vendor to providing identifying information.
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5. In Section 5, Vendors will attach their pricing responses to the products or services being bid upon. The
user must provide a template for vendors to populate. In 5.1, duplicate the steps performed in 3.1 by
clicking on the blue text in the body and selecting ‘Edit’ from the dropdown menu.

6. Navigate to the ‘Reference Documents’ field and click the ‘Attach a file’ link. Add the Pricing Submittal
template the vendor needs to fill out and click ‘Done.” Vendors are instructed to download this template

to fill out with their pricing and re-upload it for the user to review.

Enter information about this guestion or term and specify all values that apply.

S - Pricing Submittal 5.1 - Pricing Submittal - Vendor shall d...

- Lk
MName: — size — = — font — |

Pricing Submittal -
bo

ke Becat e that o availoti by ciceme end|  Click ‘Attach a file’ (slightly hidden [
i?ils:uct'uons on the first worksheet of the Exd by popup menu) next to the
‘Reference Documents’ field to
Is this a prerequisite question to continue with the event? | Mo upload a Pricing Submittal template
for the vendors to fill out.

External Field Mapping:

Answer Type: | A:layb/ Vl @

Response F!eq..l'-%:l.“*l,‘r‘es_ Participant Required y_l _'l,_
_______ -= - -
- =-=a - ~ <
’\ Reference Documents:  Attach a fife Upload a file from desktop \
N = - ’
_____ X .
visible 1o Participant: | ves <\§ Select file from library —’/
-

~a I

7. Users have the ability to add ‘Line Items’ directly into the ‘Content’ of the Event if they’d prefer vendors
provide their pricing response directly into the tool as opposed to attaching it in a document. The benefits
of this will be realized when the user compiles on response information for the bid tabulation. For further
guidance on this process, please see the ‘Adding Special Content to a Sourcing Event’ job aid.

8. Section 6 contains numerous questions for vendors to answer accompanying their pricing submittal. By
default they are all required, however, if necessary, they can be edited or deleted, although users should

be very careful when doing this.

9. To delete a question, check the box to the left of that question and click the ‘Delete’ button at the bottom
of the ‘Content’ section. The question will be removed (it cannot be undeleted), and the subsection

numbering below it will automatically adjust.

Answer | Unspecified W |
- S ——
N 6.8 CERTIFICATION OF FINANCIAL CONDITION
)
7 or certifies that it is in sound financial condition and, if applicable, has received an unqualified audit opinion for the latest audit of its financial
~_7 Statementss

Answer
Check the box next to the
subsection to be deleted and click

— 6.9 If Vendor answered No to above guestion, Vendor shall explain the r

-~ e the ‘Delete’ button at the bottom of
——— the screen. 5
- ~ o I
Add - ] [ Edit « {I [ Delete ] \i Excel Import « ] [ Smart import from Excel ] {*) indicates a required field
‘\ 7
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10. To edit a question, check the box to the left of that question and click the ‘Edit’ button at the bottom of the
‘Content’ section. From the subsequent dropdown menu, click ‘Content.’

11. The ‘Edit Question’ page will display. It is advised that no edits be made to these questions. One
potential field to change is the ‘Response Required?’ field. This field defaults to ‘Yes, Participant
Required,’ but if the user would like to keep the question but not make it a mandatory one for the vendor,
they can select ‘Not Required’ from the dropdown menu and click ‘Done.’

s this a prerequisite question to continue with the event? | Mo ' | €

After selecting ‘Edit’ next to a particular
Extemnal Field Mapping: sub-section, the ‘Response Required?’
field can be altered so that question is
no longer required by default.

—

Reference DC:_I""EH:S.(\ Mot REEUiI’Ed -
Yes, Pammicipant Required 1 .

Visible to Participant: 0

Yes, Owner Required

Participant can add additional comments and

IV. Approving the Event

Approving a Sourcing Event may not be necessary in all cases. If the user does not need their Event approved,
they should skip this portion of the document and move to the next, which covers the ‘Suppliers’ section. If the

user does need the Event approved, either internally or by P&C, they should follow the steps below and proceed
to the ‘Suppliers’ section once approval has been granted.

1. When the user completes the ‘Content’ section and proceeds to the ‘Summary’ section, they will see
that the ‘Publish’ button is greyed out and unable to be clicked. They will also notice a message letting
them know that they must “create a Supplier Discovery Posting” before publishing becomes an option.

This will happen when they return to Section 2, ‘Suppliers.’ If they need the Event approved, however,
they will stop here.

- -

Event Doc141478555 - RFP Test '

N ————_-—

___________
_____
’ Before you can publish this event, you must create a Supplier Discovery Posting. Click here to learn more about Afba Discovery and N
Rules N <. tocreate a posting to discover additional suppliers.

-

-
)

-

@ Suppliers Overview I SAP Ariba Review H Actions w J

On the ‘Summary’ section, users will
Content ID:  Docl41478555 note that the ‘Publish’ button is greyed
_______ Description: () out and a notice will be present noting
A" B L that users must first create a Supplier
K ] 4 ) Summary > o T Discovery Posting.
S - -7 Version:  Original

Currency: US Dollar
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At this point the user should click the ‘Exit’ button in the top right to save the Event. The ‘Confirm Edit
Event Exit’ screen will display providing the user with various options. Clicking ‘return to project’ will
save the Event as is and take the user to the originating Sourcing Project where they can begin the
process to have the Event approved. The bottom option to ‘Create saved version’ will save the
progress made as a separate version, and the screen will include instructions on how to undo any

Confirm Edit Event Exit

Clicking ‘return to project’ will save
the Event as is and take the user
back to the originating Sourcing
Project. The bottom option will save

What would you like to do next?

Continue wo iIB__D_.DI;\;.-C_I'I; -
- ~-a

subsequent changes. The bottom option works if desired but is not advised.

.

i e
Your edits have automatically been saved as you work. Others

Wieww :Iele(ls or returm to project .
~

ot edit the event unless

- -

the progress made as a separate

e =~ Create saved version and et = version and is not advised.
F’ri:'r-:::_:u_ub_. s_"l_"E ;QTI Er; a_ll;-_:e-d_ t‘; create sawved wversions or ‘checkpoints’ of your work on an event. Unce you hawve a saved wversion,
you can undo any subseqguent changes by selecting Actions > Revert to Saved Version while viewing the event.

MOTE: You can only revert to the last saved wversion that was created.

3. Navigate to the ‘Tasks’ tab on the Sourcing Project and go to the ‘Gain Approval of Sourcing Event’
task in ‘Phase 04.” Click on the task and select ‘View Task Details’ from the dropdown.

4. On the subsequent ‘Approval Task’ page, select a user or group to review and approve the Event from
the dropdown under ‘Select Approvers.’ Click ‘Search more’ to find profiles that don’t immediately
display. Who is chosen to approve should be guided by entity protocols. Multiple approvers can be
selected by clicking ‘Add more’ after the first approver is selected. It is advised that the user also select
a ‘Due Date’ because this will trigger a notification for the approver(s) in their ‘To Do’ portlet. When all
approvers have been added, click the ‘Submit’ button at the bottom of the screen to send the approval
request to the first approver.

[ : 2. Select Approvers :,\
Tt - (no value)
Approval Rule Flow Type: [T 2 e
" . o From the ‘Select Approvers’
SourcingTrainer0l dropdown, choose any approvers

Q. Search more that need to review the Event (it

) could be the user themselves)
and add a ‘Due Date,’ then click

3. Speuf} Dwe Date the ‘Submit’ bUItOI"I

() Days after parent phase starts:_None
’:\ . Fixed Date: | 01/15/2021
4. Provide an initial message and click Submit T
—size — ®|| —font— et
N ~ _ 4
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5. On the ‘Tasks’ tab, the task status will display as ‘In Approval’ until it is completely approved, when it
will automatically shift to ‘Approved.’ At this point the user should note the next task, ‘Create Supplier
Research Posting and Publish Sourcing Event,” which will be completed back on the Sourcing Event,
that can be accessed by clicking on the task or by going through the ‘Documents’ tab. In either of these
locations, the user should choose to ‘Edit’ the Event.

» = 03-DEVELOP SOURCING STR roject Owner Mot Started
When the final approver approves the Sourcing
v / 04-DEVELOP SOURCING EV& Event, a check will display next to the task, and Complete  01/15/2021
N o the status will automatically flip to ‘Approved.’
<17 Populate Soliciiz . L e Mot Started
The user will then transition to the next task by
© going back to the Sourcing Event. Not Started
l\\/ V\Gain Approval of Solfcing Event w Sourcing Event (vL/1) o Approved E"I."JE.-'ZL’le
<~ - _@ Create Supplier Research Posting and Publish Sourcing Event Sourcing Event T Mot Started
» = 05-CONDUCTSOURCING EVENT ~  ~~ ~~ =7 Project Owner Not Started
» = 06- NEGOTIATE AND AWARD Project Owner Not Started

V. Creating a Supplier Research Posting in the ‘Suppliers’ Section

After the Sourcing Event has been approved, the user will access the Event and choose to ‘Edit’ it. At this point
they will be ready to go back to the section they previously skipped, section 2, the ‘Suppliers’ section. This
section will ask the user to ‘Create a Supplier Research Posting.” When all required information has been
added to this section, the user will click the yellow ‘Publish on Ariba Discovery’ button at the bottom of the
page. Once the Sourcing Event is later published, a URL will be available, and the user can copy and paste that
URL in the ‘NCEP URL’ field within the IPS posting. Vendors wishing to respond to the solicitation will then follow
that URL and respond withing this Sourcing Event.

Additionally, this information, when published on ‘Ariba Discovery,’ will reach an audience of prospective bidders
who may not currently be registered in IPS, thus expanding the pool of potential bidders.

1. Once the user clicks ‘Next’ in the ‘Rules’ section, the ‘Supplier’ section will display. In the ‘Create a
Supplier Research Posting’ portion of the page, populate all relevant fields, including the six required
fields, as noted by an asterisk (*). Some fields will be pre-populated based on information the user has
already entered in the Sourcing Event, and other information will need to be added by at this point.

2. Posting Title*: The first field in the blue section of the screen will be pre-populated based on the
information entered in the ‘Title’ field when first creating the Sourcing Event. Remember, this title will be
public-facing.

3. Product and Service Categories*: This field is not pre-populated. It corresponds with the ‘Commodity’
field describing the nature of the solicitation in both the Sourcing Project and in the IPS posting. This
selection will be used to alert ‘Ariba Discovery’ vendors of the bidding opportunity. To select a category,
begin typing into the text box. The system will auto-fill with suggestions in the dropdown. Click on the
option that best fits the solicitation.
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Posting Title: * | Example Sourcing Event

Start typing in the text box
4 ’ and select the best auto-fill

Product and Service me\t 'health| 2

Shin . . . Health administration services
ip-to or Service Locations:
He_al;h_pr_hmspi.tauzaliun_jrw_mirance
- ity A = { Jraditional healthcare ser{'ceg >

Public health administrati
Health systems evaluation services

Contract Length:

_ Health legislation or regulations
Response Deadline: *

Health policy
Award Date: Health economics
Health service planning
Description: *

Health sector manpower development

option from the dropdown.

Add -or- Browse

4. The selection will appear in a blue box below the field box.

Posting Title: * |Example Sourcing Event

Product and Service Categories: * |

| Add -or- Browse

- - == ~
q Traditional healthcare services X A
~S o -

Ship-to or Service Locations: * ||

| Add -or- Browse

5. Ship-to of Service Locations*: Type “North Carolina” in the text box, and from the dropdown choose the

area that best matches the location of the user. This selection will be used to alert ‘Ariba Discovery’

vendors of the bidding opportunity. The selection will appear in a blue box below the field box.

Product and Service Categories: *+ |

Traditional healthcare services X

| Add -or- Browse

Ship-to or Service Locatlul;i;k |N0rth Carnlinal _ N

North Carolina - United States
Goldsboro - North Carolina
Raleigh-Cary - North Carolina
Winston-Salem - North Carolina
Asheville - North Carolina
Fayetteville - North Carolina
Wilmington - North Carolina
Description: *  Greenville - Morth Carolina
Jacksaonville - North Carolina
Rocky Mount - North Carolina

Contract Length:
Response Deadline: +

Award Date:

Typing “North Carolina” in
the text box will display
more specific regional
options in the dropdown
that can be selected.
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6. Opportunity Amount*: Select a dollar amount range from the dropdown for what is the estimated value
of the solicitation.
7. Contract Length: Enter the length of the contract in months. This field is not required.
8. Response Deadline*: This field will be pre-populated with the ‘Due Date’ set in the ‘Rules’ section.
Note: The ‘Response Deadline’ field will show a default end time for the bidding ‘Due Date’ as 11:59
PM EST, and this cannot be edited. To make it clearer to the vendor what the actual bidding end time is,
the user should add a note in the ‘Description’ stating the previously established, actual end time for the
Sourcing Event and accentuate the note by enlarging, bolding, and highlighting the text if desired.
9. Award Date: If the user knows the date on which they intend to award the solicitation, they can enter it
here, but this field is not required.
10. Description*: This field will be pre-populated based on the information entered in the ‘Description’ field
when first creating the Sourcing Event.
Note: As described in the above ‘Response Deadline’ bullet, the default end time for bidding ‘Due
Dates’ in ‘Ariba Discovery’ is 11:59 PM EST and this cannot be edited. This field is where a user
should add a note stating the actual end time that’s already been established in the Sourcing Event.
fesponse Deadiines |18 Nov 2020 = 11:50 PuEST Add a note to the existing text regarding the
Award Date: B 1150 PM EST actual end time for the ‘Due Date’ on the
Sourcing project if it's not 11:59 PM EST.
Description: * B I U iI= = |2(l0pp) :l Verdana ll A & ) /
Health Care Services Exam_pln_a. _______________
d‘ﬁ:ufvai—;h; ;-::;:-ual end time for bidding will be at 2:00 PM EST on 18 Mov 20-25.— -:::a
11. Attachments: There is no need to add any attachments to this page.
12. External Marketplace: This field is checked by default, however, it is advised the user uncheck this box.
13. Preference for Seller: This field is unchecked by default and it is advised the user leaves it as such.
14. Bid Requirement: This field is unchecked by default and it is advised the user leaves it as such.
15. Privacy Settings: This field is unchecked by default and it is advised the user leaves it as such.
16. When all fields have been populated, the user should click the ‘Publish on Ariba Discovery’ button at

the bottom of the screen.
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Create a Supplier Research Posting
Adding additional suppliers to your sourcing project helps to drive down costs and reduce risks. Use this form to create a posting on Ariba Discovery and suppliers will be automatically matched
o your needs. View Testimonials.
Create a successful posting by following our best practices. See Posting Tips »
Posting Title: * | Example Sourcing Event |
o = = e - | | Add -or- Browwse
Ship-to or Service Locations: * | | Add —or- Browse
Opportunity Amount- = | Select 3 Range 1] —or - | usD
Contract Length: | | Kboarthe
Response Deadline: * |15 Now 2020 |Ed nsepmest
Award Date: | B 1158 PMEST
Descri — -
pion: B 15 © = i= |2(10pt) vI Werdana 'I__ D P
Health Care Servicas Example
Anachments:
Axtach File
External Marketplace: Publish this posting on Partner Marketplaces | [
omx (1
Freference for Seller: [] Add preferences for this posting | |
Bid Requirement- [] Require a bid from sellers that respaond.
Mote- Bid amounts are not required for all posting types.
Privacy Settings [] Hide my company name

[] Hide my contact name

*Indicates a required field - - T == -~
’\ Publish on Ariba Discovery

VI.  Summary Section and Publishing the Event

When section 2 is completed, the user can return to the fourth and final ‘Summary’ section. This contains the

summary of the first three sections and allows the user to review and edit before clicking ‘Publish’ to finalize the
Event.

1. The ‘Overview’ information is at the top of the page, above the ‘Rules,’ ‘Suppliers,’ and ‘Content’
information in descending order. To edit any of the ‘Overview,’ click the ‘Actions’ button and select

‘Edit Overview’ from the dropdown menu. If any other sections need to be edited, click on that section
on the left side of the screen.

5/13/2021 Managing a Sourcing Event 12
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2. For a summary of the entire contents of the Event in the form of a MS Word document (which may be
helpful to refer to when posting Event information to IPS), click the ‘Actions’ button and select ‘Print
Event Information,” and the system will generate an up-to-date, time-stamped document.

Note: Avoid clicking the ‘SAP Ariba Review’ button.

Event Doc142287672 - Example Sourcing Event

Review and revise yd . . i . you can launch the event or leave it as a draft  More
- To edit any information in the
.7 overi ‘Overview’ section, click the ‘Actions’ ‘L(n— —m=e-
/) . verview button and then click ‘Edit Overview.’ S*P e el Il e
P es / \ Edlt O\,e".ﬂew 7
,' \ To edit any information from any other Commodity: 85!  Customize Messages
1 R R R A SCT L o o o = =
I - == -
! @ suppliers section, click the link to that section on ser_ ™ ™ Print Event Informat |on B
\ I the left side. Ty -
] Regions:  (no value.
‘\ @ Content 4 Status: - Draft () ADMNP DOA Purchasing
\ N , ’ Version: w2 (editing) 01/11/2021
Seo-7 Owner:  SourcingTrainer0l (i) US Dollar
4)s y T
ummary Editors: 01/0812021

Event Type: RFP (Mo additional restrictions)

e Click ‘Print Event Information’ for a MS

Word version of the contents of the Event.

MNon-IT RFP Agency for
Services Sourcing Event
Template

Base Language: English

3. The user can now click the ‘Publish’ button to finalize the Event.

Docl142287672 - Example Sourcing Event Prev (: m

Review and revise your event. Your edits have been already saved. When you finisbrfou can launch the event or leave it as a draft  More

Overview Click ‘Publish’ to finalize the Event.

l SAP Ariba Review H Actions = l

4. The ‘Event Published’ page displays, and the user will have the option go back to the Event by clicking
'Monitor’ or return to the overall Project.

Event Published

You have published your event. You can monitor the event activities or work on other tasks.

What would you like to:IM Click ‘Monitor’ to return to the Event.

h)
~o Monitor this event. _ -

* Return to project.
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5. Upon returning to the Event, the user will find seven tabs at the top of the screen. The ‘Overview’ tab is
where the ‘Rules’ are summarized along with a ‘Version History’ section towards the bottom of the
page. Other tabs are ‘Content,’ ‘Suppliers,’ ‘Discovery Suppliers,’ ‘Messages,’ ‘Log,’ and ‘Award,’
although the ‘Award’ tab can be ignored. Clicking the ‘Actions’ button will display several options
including ‘Edit’ to make any necessary changes and ‘View Project’ to navigate directly back to the
Sourcing Project within which this Event exists.

6. Based on the timing rules established, it may immediately be ‘Open’ to receive bids, as is the case below.
A clock will appear in the upper right counting down how much time is left until the bidding period is

closed.
- -~ Time remaining
e - (
= Docl42287672 - Example Sourcing Event - CRY days 22:43:27
______________________________ P et 8
~|< = Overview Content Suppliers Discowvery Suppliers Messages Log Awvard — ( m ,
__________________________________________________________ -
ID: Docld2287672 Commodity: 851222 - Individual health screening afid

L agfessment services 851222
Description; | _Hgalthgare Services Example (&)
== L

~

Bogions. (oo walye)

When the bidding goes live
(based on timing rules), a
countdown clock through the end
of the bidding period appears,
and the status goes to ‘Open.’

rchasi

The ‘Actions’
dropdown
allows users to
select options
like ‘Edit’ and
‘View Project.’

Users can navigate between different tabs at the
top of the screen. This is the ‘Overview’ tab.

stricti

Template

Mon-IT RFP Agency for Services Sourcing
Event Template

VIl. Managing a Published Event and Responding to Vendor Questions

Once the Event has been published, Phase 4 of the Sourcing Project will be complete, and the user should move
on to Phase 5. The first task in Phase 5 is to ‘Post Sourcing Event Summary and Link to Sourcing Event on
IPS.’ Posting the link within IPS will give vendors interested in responding the ability to access the Event via their
Ariba Network accounts and a path to an electronic response. During the Event, if responders have any
guestions, they will submit them via the Event message board, and if necessary, the user can address those
guestions by posting an ‘Addendum’ in the Event before responders submit their final bids.

1. Ifthe user is not already in the Event, go to the ‘Documents’ tab on the Sourcing Project, click on the
Event document and select ‘Monitor’ from the dropdown menu.

Example Sourcing Services Project 1D WSB2296004
Related Knowledge Tasks: Incomplete Tasks: O
Sourcing Project Current Phase: 01 - LAUNCH PROJECT
» Expand Projects
AlL Ko Area = B _D:(uTne_nL_,_ T Sraeks Team Message Board Event Messages History
Search Knowtedge —  So______ o= i
Example Sourcing Services Project Show Details s
Name Owner Status
» [ Sourcing Project Documents v Project Owner
» [ solicitation Document “v
v 3 Sourcing Event From the ‘Documents’ tab
PR on the Sourcing Project, -
~ o [ Example Sourcing Event ™~ _ _ 4 . Open a
=—f========= click on the Event document
»- Doc cTion .
- TIIITm-- < / and select ‘Monitor’ from
~_ e - the dropdown menu.
Create New Task
ISADd
S pEwC To Do
5/13/2021 Managing a Sourcing Event 14
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2. Click on the ‘Discovery Suppliers’ tab and copy the URL in the ‘Public Posting’ field. Go to IPS and
populate the Solicitation Posting as instructed by P&C.

Notes:
e The copied URL should be pasted in the ‘NCEP URL’ field.

e The ‘Solicitation Number’ field will be the system-generated ‘Doc Number’ (found at the top of
the Sourcing Event) pasted after the user’s auto-populated entity numerical/character prefix.

e The ‘Summary’ field accepts up to 120 characters of the Event ‘Description.’

-

\\
Owverview Content Suppliers ’\ Discovery Suppliers Messages Log Scenario m
”

TEST DISCOVERY PROJECT DO NOT RESPOND
State of North Carolina &4

Posted On: 21 Jul 2020
Open for bidding on: 21 Jul 2020
Response Deadline: 2@ Jul 2020 8:59 PM PDT

NCEP - 4 Closed - Mo additional responses allowed

Views Seller Responses Q&A Sellers Motified

From the ‘Discovery
Hide Details | Add Attachment | El'a'e:l]I E Suppliers, tab on the Hback
Opportunity Amount: | ess than $1000 USD (Bid amount not reguired) Sourcing Event, copy the
Response Deadline: 29 Jul 2020 8:59 PM PDT ‘Public Posting’ URL to
Posting ID:  8637214(Doc61651606) paste in IPS.
Supplers Invited: 0O
Posting Type: Request for Information

Priwacy: Participating supplier list hidden

Company name hidden. Company alias (Ariba Di ry Buyer) will be dizplayesd.

3. If avendor has any questions during the Q&A period, the vendor is instructed to submit them on a
template provided in the ‘Contents’ and notify the user via the Event message board. A notification will
appear on the home page when a message is received, or check the ‘Messages’ tab on the Event at any
time. Click on the ‘Subject’ of the new message to read the message and note the attachment icon on

the left side.
. Time remaining
= Doc82296023 - Example Sourcing Event @ 14 days 13:57:57
Ovendt = - o - (S’ 9 —M— TN From the Event ‘Messages’ -
Venaew ontent ers HSCO’ U €S lessages O . - ctions
v VSIS (MR _ 2% | tab, click on the ‘Subject’ of the e
new message and note the
Fiter by Label: | All | Manage Labels attachment icon on the left.
Messages =
oo Id eply Sent Sent Date | From Contact Name To Labels Subiject
N
& P el -
—_ {'\ f/’ M5G1515129 No 09/11/2020 01:24 AM  NC Test Vendor State Supplier SourcingUser0l 7. (novalue) Sourcing Event Questions _‘,
MSG1511076 Not Applicable  09/10/2020 04:06 PM  NC eProcurement - TEST SourcingUser01 State Supplier (no value) NC eProcurement - TEST has invited

MSG1511075 Not Applicable  09/10/2020 04:06 PM  NC eProcurement - TEST SourcingUser01 Participants (0) Team (0) (no value) Event Example Sourcing Event publi
3

\ Compose Message l [ Download all attachments
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4. The ‘View Message’ page will display, and the user can download the vendor’s question attachment
document and read their message at the bottom of the page.

View Message [ Cancel ][ Reply l

d: MSG1515129
From: NC Test Vendor (State Supplier) DOWﬂ|Oad the VendOI”S attachment
to view their questions and read their
message at the bottom of the page.

Sent 09Y11/2020 01:24 AM

o Project Team; MC eProcurement - TEST{SourcingUser0l)

Sourcing Event Questions

(no value) select v

5. When the Q&A period is over and all vendor questions have been reviewed, the user may need to create
an ‘Addendum’ to address the questions. From the ‘Documents’ tab on the Project, expand the
‘Sourcing Project Documents’ folder, then click on the ‘Addendum Document Template’ link and
select ‘Download.’ Fill the document out, rename it, and save it back into the Project.

Example Sourcing Services Project 0 wwSs2298004

Tasks: Incomplete Tasks: O

Sourcing Project Current Phase: 01 - LAUNMCH PROJECT
Crerviews Documents Tasks Team Message Board Ewent Messages Histany
Example Sourcing Services Project Show Details ===
_________________ Onemer
_ Sowurcing Project Documents " == \) Project Owner
Te-- =7 mmposat Bvaemmom RiDToH _-.4;e‘:i"g Tgoplate . i K
¢ T Adtcnaurn Docurment Template=y" \ Expand the ‘Sourcing Project
P [ U E e Documents’ folder, then click on the
= :mplate <
e mmmm == -~ ) ‘Addendum Document Template’
Le . Do load _ ate ™ N ) g
e | T i Do link and select ‘Download.
Dy = -
A Edit sttributes Slate Project Cwmer Mot Edited
. [ i COF")’ et Chammer

6. ‘Monitor’ the Event again from the Project’s ‘Documents’ tab, and then navigate to the Event ‘Content’
tab. Click the ‘Actions’ button in the top right and select ‘Edit’ from the dropdown menu.

g SRRRE — Timing

Pause Event

= Doc82296023 - Example Sourcing Event

Extend Timing

- b= ~o Reduce Timing
overfiew Content Suppliers Discovery Suppliers Messages Log Awvard Stop Event
~
S~ - = - Cancel Evert
All Content Filter ~ Display: Document
. A e , gyl
Click the ‘Actions’ button (obscured by T T e S,
— A . S ="
ST the dropdown menu) in the top rightof | ——
A Totals v 3 3 H [1 H H
otate the ‘Content’ tab, and then click ‘Edit.
1 Welcome to the — Excel Export
Welcome 1o the State of North Carolina’s Sourcing Tool, which is intended to streamline the solicitation process for both the State and ve Print Event Information
Vendors may review the details of this solictation in the attached document found in Section 3. This includes details on the intent, use, c View Publish Approval Task
services being requested, information on the solicitation process and instructions on how to respond, and the State’s terms and conditior
responses and upload the applicable completed documents for submission 1o the State in Sections 4, 5, &, and 7. Copy
2 Instructions on How to Use the Sourcing Tool ~" Mowe
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7. Click the ‘Content’ link on the left side of the screen, click on the ‘Solicitation Document and Details’
link next to 3, and select ‘Attachment’ from the ‘Add’ dropdown menu.

All Content Filter Display:| Ediit Item vl [ Actions v l = ¥

@ Rules

| ] Mame

R = = S = — =
@ Suppliers Tool's message board. Questions or issues related to using the Sourcing Tool itself can be directed to the North Carolina eProcurement
Help Desk at 888-211-7440, Option 2. Help Desk representatives are available Monday through Friday from 7:30 AM EST to 5:00 PM EST.

-=" T T T~ Tips for Using the Sourcing Tool
{;I 3 ) Content \l 1. Vendors should review available training and con In the ‘Content’ Section’ click on the oad files
- P well in advance of the date and time response are df ¢ . . . oy lement
S————- - Help Desk. Solicitation Document and Details
2. Vendors may submit their responses early to mak] i ‘ L] tothe
Summary response due date and time. The State will only revi link and SeIeCt AttaChment from the
3. Questions or items that are required are de ‘Add’ dropdown menu. unless all
required items are completed. The 5 g Tool wi ing when

response is submitted.

4. Simply saving your response in the Sourcing Tool is not the same as subAitting your response to the State. Vendors should make sure

| (]‘ ¥ 3 Solicitation Document and Details v _ >
LN o -

iils of the Solicitation, includin

Event DocB82296023 - Example Sourcing Event Next

On this page you create the information that participants will read and respond to during events. Add different types of content to re-create the traditional  More

e on the Solicitation process apd instructions on how to respond, and the State's terms and conditions. Any
ation will be posted in thigection.
|_] 3 Section lils on the intent, use, #ration, and scope of the goods and / or services being requested, information on the
— =) Table Secti ns on how to respged, and the State's terms and conditions. ﬁ’:“ Completed Solicitaion Doc.docx v
i 3 able Section Viendor shall sydmit any questions it may have regarding this Solicitation or the Solicitation process via the
| ] 5 Lot sing the proyfied Vendor Question Template. Written questions cor ing this Solicitation will be received
'_' u & Schedfe Section of this Solicitation. @ ‘Vendor Question Submission Template.xlsx
|‘ ] v &= Line ltem
Guestion -
A Requirement Delete l l Excel Import v l l Excel Export (¥) indicates a required field
— [T e R S B -
¢ Attachment )
S ___ -
Cost Terms

8. The ‘Add Attachment’ page will display, and the attachment will automatically be assigned 3.3. Attach
the completed ‘Addendum’ document in the ‘Attachment’ field. The name of the document will auto-
populate the name of the new section. Add a ‘Description’ to let the vendors know this is where they
can find the answers to their questions and click ‘Done.” The newly added section 3.3 will now display
with the ‘Addendum’ document attached for the vendors to review. Click ‘Next.’

All Content Filter ~ Displa_\,r:l Edit ltem v] [ ’Acﬁons - l = W

|j Name

This section contains the details of the Solicitation, including details on ti] attached for the Vendors. CI|Ck r services

being requested, information on the Solicitation process and instructio . 3 .. ns. Ay
issued Addenda to this Solicitation will be posted in this section. ‘Next’ to finalize the addition.
ope tion on the

|_] 3.1 This document includes details on the intent, use, duration, and
's terms and conditions. LW Completed Solicitaion Doc.docx "

— solicitation process and instructions on how to respond, and the 5
3.2 Vendor Question Template - Vendor shall submit any questighs it may hawve regarding this Solicitation or the Solicitation process via the

Sourcing Tool's Message Board using the provided Vendor Q tion Template. Written questions concermning this Solicitation will be received

|_ ] (— 3.3 Addendum answering vendor guestions E"’ Example Sourcing Event Addendum.doc ™"

— -

Doc82296023 - Example Sourcing Event prev { Next

Cn this page you create the information that participants will read and respond to during events. Add different types of content to WAcreate the traditional  More

they complete the submission process and receive a message that their | A new section 3.3 is added with -
|_] ¥ 3 Solicitation Document and Details the ‘Addendum’ document
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9. The ‘Pending Changes’ will display in the ‘Summary’ section where the user can review the change
before finalizing it by clicking ‘Update’ in the top right.

NORTH CARGLINA
¢ PR

Event Doc82296023 - Example Sourcing Event

@ Rules R
Published Viersion Draft Version | | | _ L o o ;o e = m e m o o o Diff Type Responses Remved Details
-7 -5.3 Addendum answering vendor questions E"' Example Sourcing E-»-eTt— =~
. Id 4 q Pl 4 N

@ Suppliers ~ ~ — _ _ Addendum.doc ™ - Added o
Ok ici Review the ‘Pending Changes’

Participant Changes 9 g

H 1 3 ’
4 ) Summary Contact Name Itern Mame and If CorreCt’ CIICk Update'

MNo items

10. A final review page will display giving the user four options for handling any responses that may have
already been submitted by vendors. ‘Keep and email,” ‘Keep, but do not email,” ‘Do not keep, and
email,” and ‘Do not keep, and do not email.” Select the option that makes the most sense given the
situation per guidance from P&C and add a brief message in the box to let the vendors know that an
‘Addendum’ has been added. Click ‘Update Event’ to officially attach the ‘Addendum,’ and the user
will be given the option to return to the Event or go the Project.

Event Doc82296023 - Example Sourcing Event

Cancel

Depending on the changes that you made, responses that participants have already submitted may no longer be valid. For More

Choose an option for participants' responses:
-~

LGN
Rules ( . Keep and email - Keep participants' existing responses and send an email to participants, notifying them that they should review
\  #heir previously submitted responses to ensure that they are still accurate.
-~ /

Include an additional message in the notification {optional)
Suppliers | e e e - —

- Please see the Addendum added to section 3 of the Event to address prewious~ T~
“ questions. Thank you.
Content S~ - -

ONONC)

Max. 2000 characiers . — — — === —=—=————===-—--"+

4 ) Summary

Choose the best of the four

™) Do not keep, and email - Discard existing responses, an Options for hand”ng any responses
their responses. that have already been submitted,

add a message to let the

participants know an ‘Addendum’

fardless of the optio] Was added, and click ‘Update

during the update. Event.’

| Keep, but do not email - Keep existing respo?

re-submit

{ Do not keep, and do not email - Discard exis}

Certain users receive notification emails

+ Any Participants added or rem

- ~~

“ ~
( Update Event )
~ s

~ -

11. If the user selected one of the two options that end with “and email,” a new message will automatically
post to the Event message board to notify internal responders of the ‘Addendum.’
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VIIl. Editing the Timing on a Published Event

Sourcing Agents have the ability to change the timing on a published Event if necessary. Although it is not
advised to reduce the amount of time vendors have to respond, there might be some scenarios where the timing
needs to be extended, and there are two steps required, including updating the ‘Discovery Suppliers’ tab, before
posting notice in IPS per P&C guidelines.

1. From the Event, click on the ‘Actions’ button in the top right. A popup menu will display and the ‘Timing’
options will be at the top. Click on ‘Extend Timing.’

MORTH EARDLINA
< PROCUREMENT = ===~

Timing

Pause Event

f= Docl42287672 - Example Sourcing Event | _——=——__ -

¢ Extend Timing v

Click the ‘Actions’ button (obscured in — Reduce Timing
Overview co| this image) and select ‘Extend Timing’ Log Award  gio0 Eyent
from the popup.
Cancel Event
Overview

View As Participant

ID: Docld42287672 commodity: 85 NC Test Vendor (State Supplier)
ass
Description:  Healthcare Services Example (i)
Regions:  (nc Document
Status:  Open (@

= cioccioio. o

2. Onthe subsequent ‘Extend Time’ page, note the current start and end times, and then set a new, later
end time. The new end time can be extended by either adding a specific additional ‘Duration’ or by
setting a new ‘Fixed time.” Once that new time is set, click ‘OK.’

You have chosen to extend, reduce, or reopen the event. Enter the length of time in minutes, days or hours. If you chose to extend or reopen the AMore

Select a new end time by either
Bidding start time: 1/11/2021 11:34 PM |nclud|ng an additional ‘Duration’
or setting a new ‘Fixed time.’
Click ‘OK’ when complete.

Timing remaining: 14 days. 21 hours, 16 minutes

Current state end time:  1/26/2021 11;
[ . .

Set length or specific time: {':,:"lDurs:iom [ E l | minutes v |
P | - - . \ - \
‘;._.-'lFixed time: | | | ®|

/

~

e - ~
q s Cancel
<~ -

3. The user will be returned to the ‘Overview’ tab and the new end time will be reflected in both the
countdown clock in the top right and the ‘Timing Rules’ section down the page.
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4. The user should then navigate to the ‘Discovery Suppliers’ tab and click ‘Manage Posting.’

~ e -
Content Suppliers 7
~

Award

TEST DISCOVERY POSTING - DO NOT RESPON

State of North Carolina j3

Posted On: 7

Opportunity Amount:
Response Deadline:
Posting ID:
Suppliers Invited:
Posting Type:
Privacy:

(Bid amount not required)

8 Apr 2021 9:59 PM ¥
10120379(Doc190812523)

0

Navigate to the ‘Discovery Suppliers’
tab and click ‘Manage Posting.’

Request for Information
Participating supplier list hidden

Company name hidden. Company alias (Ariba Discovery Buyer) will be displayed.
Contact name hidden

Public Posting: http://discovery.ariba.com/rfx/10120379

5. Inthe ‘Response Deadline’ field, set the new ‘Due Date’ to match the date updated during the ‘Extend
Time’ step. Be sure to also update any text referring to the ‘Due Date’ in the ‘Description’ field.
Note: If the new date selected is less than five days from the current date, a warning message will appear
to notify the user. No action is needed to override the message.
Contract Le: nE‘h_: __________ Manths
< " Response Deadine: * [ 2 201 = use pLEs.E p Set the new date in the ‘Response
B LR PR (o S '% Deadline’ field to match the date of the
wiard Date: Sun Mon Tue ..
i extended timing, and be sure to also
et gl g § wi= . - .01 . | update any reference to that date in
TEST DISCOVERY POST 2 m the ‘Description’ field.
< -~ ;c:u_al—lj:e Date is April 8, 2021 at 2:00 F:M-E;T— T /
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When all edits have been completed, click the ‘Update on Ariba Discovery’ button in the bottom right to

finalize the changes so that the ‘NCEP URL’ link posted in IPS stays active for the duration of the

extended event.

Note: When a change is made to the timing of a published event, the Sourcing Agent should update IPS

accordingly. Please refer to P&C’s guidance for specific instructions.

Contract Length: Manths

-
- o

Respanse Deadline: 0 Apr 2021 Bl MpOPMEST. — - - - — — = = - — -~
- - The Response Deadline you selected is less than five days from now. Are you sure you want to publish your posting for less than
S - five days?
mwardDate: [ o~ === Hep 1150 R EST

-
-

cription:

2l B r U = = [1epn W[ —fom—

TEST DISCOVERY POSTING - DO NOT RESPOND

Clicking ‘Update on Ariba Discovery’
will finalize the changes. If the new
date selected is within 5 days of the
current day, a warning message will
display, but the user does not need to
take any action.

at 2:00 PM EST

ndicates a req

-
Discard C‘ﬁar;@\;

P -

~ -
i R

IX.

Reviewing Responses and Requesting Clarification or a BAFO

When the Event reaches the response due date, the event status becomes ‘Pending Selection.” At this point the

user can open the ‘Envelope’ to review the responses.

1. When the bidding is closed, the Event will go to a ‘Pending Selection’ status. At that time, the user can
click the ‘Actions’ button in the top right (obscured by the popup menu in the image below) and select

‘Open Envelope’ to begin to review the bids.

. Reopen Event
= Docl176650585 - Example Sourcing Event
Close Event
Cancel Event
Owvervie Content = - - Log Scenar ) »
When the Event goes to ‘Pending I RIS
Selection’ status, the user can select M Toet Vet (State Sumnlir
Overview ‘Open Envelope’ from the ‘Actions’ T R e iatE sueptEy
dropdown menu on any Event tab to Document
| begin reviewing the vendor responses. ~
T Eit
Descriptio Thisis an Example () O\ o= mm———
D ~ _ Open Envelope By
(_ sta Pending Selection (k) E3E<= - R -
:~ e S Las
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2. The ‘Open Envelope Confirmation’ page will display a list of the participating vendors. Click ‘Open
Envelope’ to compare the responses.

~ -~

-

-——— - -

You are about to open envelope 1 of 1 in this event.
Selected Participants Review Envelope Content
Selected Participants Click the ‘Open Envelope’ button to =
Organization Name T Contact Name imvited 0y gee the concealed responses for the ed Status
» NC Test Wendor sourcingT - @ll vendors who responded. Participated

Shawuld the systemn send notification emails to participanis2 . . .. .

[ |7|\‘ <« An automated email will be sent to participating
Send Emails 1o Participants

! vendors to alert them when the envelope has been

f' Customize Emails opened. Uncheck the box to prevent this if desired.

3. Navigate to the ‘Content’ tab if not already there and scroll down to see the responses revealed to the
right of Sections 4 through 7. The vendor’s name will display at the top of the column, and if there are
several responses, the user will have to keep scrolling to the right to see them all.

- Docl76650585 - Example Sourcing Event EI Pending Selection
Overview Content Suppliers Discovery Suppliers Report Messages Log Scenario Avard
All Content  Filter ~r Display: Responses W | == L

P
Initial ¢ NC Test Viendor
~ -

SN ————-

Mame T~ N
| e e
T Vendor Identification ~ More... | + -
NS -
4.1 Kgrth Carolina Customer Mumber - For internal State agency processing. please provide your -~
X " " B ¥ '8 L ,
(s Mornh Carolina eProcurement System Customer Mumber, which can be found on the North ’ N
3 N

wv.comivendor/login.

T TIQre..

'\' :d/é Pricing Submittal\y~

On the ‘Content’ tab, the envelope
icons are all open, and the vendor
, = worksheets in the . responses are now visible to the right of
o 8 ygndor Response the questions. Note the vendor's name
=2 e ——— | at the top of the qo]umn. Only one set
In comptliance with this Invittion for| - Of responses is visible here, but
e i e fme specmes nerein] - scrolling to the right would show other
Y ' vendor responses.

N=21 Pri x Submittal - Verdor shal
Pricing Submits
Wendor shall follow

~

submitted comp ively an
of an unincorporat i
50 T

Vendor shall indicate its agreement to the following:

Wendor's Offer is valid for at least 120 days from date of bid opening. After this date, any withdrawal of \ : /7
Offer shall be made in writing, effective upon receipt by the agency issuing this Solicitation. "
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4. If the user manually set up the Event to contain multiple envelopes and had opened and reviewed the
contents of ‘Envelope 1,” they would click on the ‘Actions’ button again and select ‘Choose suppliers
for next envelope’ from the dropdown menu.

Timing

= Doc82296023 - Example Sourcing Event 1 Selection

Close Event

Cancel Event

Overview Content Suppliers Discovery Suppliers Messages Log Scenario Award Document ( g \)
All Content F Click the ‘Actions’ button and select Edi L
enent fErv | «Choose suppliers for next envelope’ uEF
———— _-----""- m - ——— -
from the drOdeWI‘l. < - Choose suppliers for next envelope = Jest Vendor
tame 1 _E)ZeL—ExEor.t- ———————

¥ M 5 Pricing Submittal . .
Print Event Information

A _ . I P . -
This section contains the pricing questions that the State is seeking responses from Vendors View Publish Approval Task

5. The ‘Choose suppliers for next envelope’ page will display, and users can select for which vendors
they’d like to see pricing information. It can be for all vendors, or they can choose to exclude certain
vendors if the information they saw in ‘Envelope 1’ excluded them from moving on in the process. Check
the boxes next to the vendors of interest and click the ‘Unseal Next Envelope’ button.

P
. ’ V' Cancel
Choose suppliers for the next envelope (W UnseatNextEnvelope

S~a o -

Only responses of the suppliers you choose will be visible in the next envelope

Select Participants Review Envelope Content
Select the vendors for which to see the contents of
‘Envelope 2’ by checking the box next to their name
Invited Participants (in this example only one vendor has been selected, =
(7] ogarizaton name 1 but in most situ_ations, multiple vendors will be
e e = chosen) and click ‘Unseal Next Envelope.’

ted

6. Back on the ‘Content’ tab, click the ‘Actions’ button and select ‘Open Envelope’ from the dropdown

menu.
¢ RSN e a & @ @ e
Timing
= Doc82296023 - Example Sourcing Event Close Event Selection
Cancel Event ==
Overview Content Suppliers Discovery Suppliers Messages Log Scenario y’ (\ m /\
. . . Edit -
altcontent| Click the ‘Actions’ button again and select ‘Open  [—— - i lm v
Envelope’ to see the contents of ‘Envelope 2.’ Ts----- - e
MName T Excel Export

hd Totals Print Event Information

. . View Publish Ay L Task
1 Welcome to the State of North Carolina's Sourcing Tool v v Publ pproval 2=
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7. The ‘Open Envelope Confirmation’ page will display listing all participating vendors. Click ‘Open
Envelope’ to compare the responses for the pricing information contained in ‘Envelope 2.’

Open Envelope Confirmation (: : Cancel
Y¥ou are about to open envelope 2 of 2 in this event
Selected Participants Review Envelope Content
--TTTTTTTES =~< Click the ‘Open Envelope’ button to
Selected Partlc:lpants ) ¢ y ==
. see the ‘Envelope 2’ responses for
Organizatio Name T Contact Name e Team Locked Status
the selected vendors.
= MNC Test Vendor " Mo Participated

8. On the ‘Content’ tab, ‘Envelope 2’ in Section 5 (for this example) is now open. On the right side the
user will now see the Pricing Response documents the vendors uploaded that were previously concealed.
Click on the attachment and select ‘Download this attachment’ from the popup to download and review

the pricing submittals.

Note: There is an option in the ‘Actions’ dropdown menu to ‘Download All Supplier Attachments’
where users can mass-select vendors and sections and download everything all at once.

Overview Content Suppliers Discovery Suppliers Report Messages Log Scenario Award

All Content Filter v

Name 1
A

‘Envelope 2’ is now open and the Vendor
Pricing documents are now available for
download. Click on the attachment and
then click ‘Download this attachment.’

Display:

B2 v

Respaonses v

-——-——

= ~
Initiél NC Test Vendor
~ -

S ——-

PEERY
[ ¥ kd 5 |Pricing Submittal v/
S

This section contains the pricing questions that the State is seeking responses from Vendors.
e (B Vendar T~
5.1 Pricing Submittal - Vendor shall download, complete, and upload the completed Attachment A: Pricing Submittal Workbook Excel file that is 4 p—ri‘(‘in:mo'

available by clicking on References at the end of this item. Vendor shall follow the instructions on the first worksheet of the Excel file, and complete thq
Download this attachment

multiple worksheets in the Excel file. v . References v \
d

Y &d 6 Vendor Response V'

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

9. Before fully reviewing and evaluating all responses against each other, take the information gathered and
create a ‘Preliminary Bid Tabulation with Vendor Name and Product ID Only’ and post that on IPS.

Note: The ‘Report’ tab on the Event has a button called ‘Download Reports.” Selecting ‘Question and
Terms Report’ may help in providing all vendor response information in Excel format. If users included
‘Line Items’ in the Event ‘Content,’ the ‘Full Bid Data Report’ option provides a helpful Excel export of

that information

5/13/2021 Managing a Sourcing Event 24



NORTH CAROLINA ePROCUREMENT

10. While reviewing the vendor responses, it may be necessary to seek clarification with certain vendors or
request a BAFO. This communication will be made through the Event message board. Navigate to the
‘Messages’ tab and click the ‘Compose Message’ button at the bottom of the screen.

Click ‘Compose Message’ at the curement - TEST  SourcingUser01  State Supplier {novalue) NC eProcurement - TEST has

~. | bottom of the Event ‘Messages’ tab to . B .
L/ initiate communication with vendors. jcuremsit - TEST  SourcingUser01  Participants (0) Team (0) (no value) Event Example Sourcing Eve

< >

-

Associate Labels {: l Compose Message 11:‘ Download all attachments

-~

View Reply Delete

11. Onthe ‘Compose New Message’ page, select the recipients of the message. Unlike adding an

‘Addendum’ where the audience is everyone, in a situation where the user is seeking clarification or a
BAFO, the message will likely be directed to a smaller group of participants, if not just one. Click the
radio button next to ‘Selected Participants,’ enter a more specific ‘Subject,” and write an informative
message in the body. Attach a ‘Request for Clarification’ form (the template for which can be found in
the ‘Sourcing Project Documents’ folder on the ‘Documents’ tab of the Project). Then click ‘Select
Participants’ to narrow down the recipient group.

Compose New Message

=

From: MNC eProcurement - TEST (SourcingUser01)

o

P -

=~
5 Sele icipants Al
s Select Participants A
-

~

- N2y T SNs=ZT——===
(@) Al Team Members () Selec:tﬂ}hwgbers\ \

AN 1

TS -

— A
All Active Parlit.ipar‘s . ;aElE[IEd Pani(ﬁam
N - ~

Subject:

Seeking Clarification on Bid

Labels: {no value) select v

Attach another file

Select the radio button next to ‘Selected
Participants’ to limit the recipients of the
message. Once the ‘Subject’ and
message have been updated, and the

attachment has been added, click the

A B 71 45i= Fesopr e vemw = = =~ H A=lp © ‘Select Participants’ button.

q | Please fill cut the attached Request fof Clarification document and return with spacific answers. Thanks.
N

e —— _——-—

12. The ‘Select Participant For Message’ popup will display, and the user can select to which vendor(s) the
message should be sent; next, the user can click ‘OK,’ and then click ‘Send’ back on the ‘Compose New
Message’ page. The new message will display on the ‘Messages’ tab, and the user will wait for a
response from the selected vendor before making any more decisions.

Select the specific vendor(s) to

Select Participant For Message receive the message and click ‘OK.’

Invited Participants

Contact Name Invited by Incumbent Response Team Locked Status

-

ud e SourcingUser01 No Yes No Participated

_———— .
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13. If the user needs to request a BAFO from a specific vendor, the request will begin with a targeted
message as demonstrated above, but the user should attach a ‘Request for BAFO’ form instead of a

‘Request for Clarification’ form.

In a ‘Lite’ Sourcing Project, there is no ‘Task’ associated with

requesting a BAFO (there is in a ‘Full’ Sourcing Project), but a ‘Request for BAFO Template’ document
is available on the ‘Documents’ tab of the Project.

X. Awarding the Solicitat

ion

After all information has been received and considered, the user can develop an ‘Award Recommendation’ and
post the final Bid Tabulation and Award Natification on IPS. The Event has ‘Scenario’ and ‘Award’ tabs on it, but

those are not used at this time. All decisi

ons will be made offline with the information gathered in the Event,

though the ‘Award Recommendation Template’ can be found on the ‘Documents’ tab of the Project.

1. Once all the information has been gathered from the Event and all input has been considered, the user

should go to the ‘Documents’ ta

b on the Project and download the ‘Award Recommendation

Template’ from the ‘Sourcing Project Documents’ folder. It should be completed with information
about the winning bid and re-uploaded onto the ‘Documents’ tab for historical purposes.

Example Sourcing Services Project

Sourcing Project

e m—————

Category Sourcing Str.
Request for Clarification Template ~°
Request for BAFO Template ~"
Solicitation Document "
Sourcing Ewent ™"

Document Templates "

Overvie (’ Documents \) Tasks Team Message Board Ewvent Messages History
S ___-- -
Example Sourcing Services Project Show Details =
Name Orwner Status
¥ 3 Sourcing Project Documents Project Owner

Proposal Evaluation Kick-Off Meeting Template Project Owner Mot Edited
Addendum Document Template ™~ Project Owner Mot Edited

Project Owner Not Edited

=
(=

y Template "

ID WS82296004
]

Current Phase: 01 - LAUNCH PROJECT

Download, complete, and re-upload the
‘Award Recommendation Template.’

T

Project Own

Project Owner

Project Cwner

2. Take the completed ‘Award Recommendation’ document, along with a final, detailed Bid Tabulation (for
which there is not template in the Project) and post both documents in IPS.
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NC eProcurement
Managing a Sourcing Event

3. Now that solicitation has been awarded, return to the Event to close it. Even though an award has been
issued, the status will still read ‘Pending Selection’ because the award was determined outside of the
Event. To manually close the Event, click the ‘Actions’ button in the top right and select ‘Close Event.’

< SRR a, = =) @ e
&= Doc82296023 - Example Sourcing Event Timing selection
< : Close Event - : -
oveniew | Select ‘Close Event’ from the ‘Actions’ /wfages Cancel Event - Bt
dropdown to manually close the Event. Document T
Overview Edit
Cpen Envelope
ID: Doc82296023 nters
Description: _He_alﬂ'l EELB_EEF\"'ICBS Example (D Choose suppliers for next envelope
¢.” Status:  Pending Selection (i) > Excel Export
Ve:s TS Em—---—T T - Print Event Information e

4. The ‘Close Event’ warning will display reminding the user that ‘Closed’ Events cannot be reopened,
which is okay because they can still be accessed for important historical information. Click ‘OK.’

/A, Close Event

You cannot award or reopen bidding for a closed event.

Click ‘OK’ to manually

close the Event.

Are you sure you want to close this event?
p—"

-
A ~-o

7 ~
- xm

~ i
\~~—_—‘—

5. The Event status will update to ‘Completed.” Now navigate back to the ‘Overview’ tab of the Project to
mark that as ‘Completed,’ too. Click ‘Actions’ at the top of the ‘Overview’ tab and select ‘Edit
Overview’ from the dropdown menu.

1D WSB229600.4
Tasks: Incomplete Tasks: O
Current Phase: 01 - LAUNCH PROJECT

Example Sourcing Services Project

Sourcing Project

Project Status:
Start Date:

Due Date:

Gray
0902020 (i) Copy Project

@ Follow-on Project

(\ Owerview :) Documents Tasks Team Message Board Event Messages Historny
5 ) (cTTTTTE ~ On the Project ‘Overview’
AcCti e 555’/ - .
verview DR T Ll tab, click ‘Actions’ and select
< - Edrr_ Owverview 2 ¢ q q 5
_ | TE=----=- { ‘Edit Overview.
ID:  wWss2296004 (i) view Details
Project State:  Active (i) Mowe
Wersion: Original SOURCIMG
Create I

SOURCING EVEMNT NI12020

T SOURCING EVENT
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6. On the next page, click the dropdown next to ‘Project State’ and select ‘Completed,’ then click ‘OK.’

- —_———

- n ~
Edit Example Sourcing Services Project ( “
~ ”

S ————

Make necessary changes to the general attributes for this project by editing the necessary fields on the Owerview tab. On the Template Afors

Overview Template Questions

Services Proje

Name: ™ | Example Sourcing | G

- \

Version: | Active Click the dropdown arrow
next to ‘Project State’

Planned a D

Start Date: and select ‘Completed.
On Hold

Project Status:
Cancelled
Dea:"pti::un(:: Eo—m-Eanat;d_::; | — siza— L“ — font — “ LI @

7. The Status of both Project and Event will now reflect ‘Completed’ and will display as such in the ‘My
Documents’ portal on the ‘Sourcing’ tab. The next step will be to create a ‘Contract Workspace’ from
the completed Sourcing Project.

- =~

”~ ~
HOMR SOURCING T;ONTRACTS SUPPLIERS Recent v Manage v Create v
N ~ ~ - J— - =
Sourcing Project V' | Search using Title, ID, or any other term | V“ 3\ C,
Common Actions W My Documents W Event Status (Last 12 months) W
Create THE = o o e - Status rward
“ - l_‘ —————— fa= Ll —"[Em_’ - RFi RFP Auction ED _-rJ
Sourcing Project - = -
g ~ 7 (= Example Sourcing Event 9/9/2020  Completed N
Supplier Research Posting ( /\ Draft 2 46 4] o]
~
Wi i ~ 5] Example Sourcing Services Project 9/9/2020 Completed -
Knowledge Project S~o - - Preview o 0 o 5
Analytical Report [ Sourcing EventTest ~ — — T T T T 7% /2020  Pending Selection
Open v] 4] i}
More [3] sourcing Test 9/4/2020  Active
Ll g Tes! L ‘ . . )
Venoge » Both the ‘Sourcing Project
- Workspace a4y ‘ H i
i Libar [X] Personal Workspac: 9/4/2020  Draft and sOurc'ng Event dISp|ay
ourcing Library . y ,
Supplier Knowledge View AL as ‘Completed’ in the user’s
‘ )
Prepackaged Reports My Documents p0rt|et
More v Notifications W
Date } Status Title
From Subject Received
. . Mo recent items of this type -- Click "View..." link to access
Recently Viewed AV SourcingUser0l Event Example Sourcing Event - Envelope 2 91172020 8:02 additional items
can now ... AM
Example Sour..vices Project SourcingUser0l Event Example Sourcing Event - Envelope 1 91112020 4:27 e
Can Now ... AM
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