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What is Guided Sourcing?

Guided Sourcing
is a comprehensive
tool that allows State
Agency users to
manage solicitations.

It also allows for
vendors and entities
to easily
communicate during a
public solicitation.
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Recent Updates

RFls can be marked ‘Complete’
In eVP, if a posting is an RFl and will not
be awarded, it can now be completed

Multiple Commodity Codes
When posting a solicitation, upto 6
commodity codes can now be selected
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Tip 1 — Adjust Sourcing Project Sections

Project summary Process Project insights Tasks Events and other documents Project message board
-  Events and other documents All (64) Related to me (62)
Search o l Sourcing Resources ] l Create -~ ] [ Upload S R VR TR )
M)
D Folders and documents | Type Version Status  Owner Last modified on  Last modified by Associated tasks
> 3 Sourcing.. Fd.. Orig... @ P 020052025
» 1o Intake F... Fgq.. wl @ P 02/05/2025 Upload Mon-IT Procurement Intake Form
» 3 Solicitafi.. Fq.. wl @ P 02/05/2025 Populate Solicitation Document and Sourcing Event Folder + 5
|+ m—)
.. Origi... @ P 02052025 Upload Procurement Exception Reguest to Procurement Exception Folder (if applicable)

» 9 BAFOD.. Fo.. Origi... @ P 02/05/2025 Initiate P&C Legal Review for Negotiations of Terms and Conditions + 2

» o Award R.. Fq.. Orig... @ P 02/05/2025 Bid Administrative Review (To determine responsiveness) + 3

O o0 dodod
th

> 3 Docume.. Fd.. Orig... @ P 020052025

ry

Left click to the right of a column and drag right to expand
the column width to see full document/task names




Tip 2 — Predecessor Tasks

ees [ 0§ - NEGOTIATE AND AWARD [ Gain P&C Approval of Award Recommendation Packet
Gain P&C Approval of Award Recommendation Packet

Close

Approval | Mot Started | TSK1454221147

Task i Associated document Task type and process Comments and activity history

—

All predecessor tasks or phases must be complete before you can start this item.
= SELLNQS 107 @ LOsK, SElE0l SNowW maore.

=

hase and task predecessors are listed under Dependency settings. To display Dependency

Task details

General information

Mame * COwiner * (@) Due date &
Gain P&C Approval of Award Project Owner None

Recnmmndatick&t
Show more

Some tasks have predecessor tasks that must be completed before the
current task can be actioned. Click the Show more link to find out which

task is incomplete if the task can’t be actioned. The lightbulb iconis a
clue that you need to complete a predecessor task.
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Tip 3 — Document Management

Example Non-IT Sourcing Projel:t / Award Recommendation Documents

‘ Search Q o |
D Folders and documents Document Id Type Version Status Owner ast modified Mult|ple documents can be uploaded tO a fOlder
\:\ = Award Recommendation Memo.docx Docl6712... D... vl Not ... @ P 08/05/2025 at the same tlme! ClICk |nt0 the fOldel’ and use the
\:\ (@ Bid Administrative Review Template.xlsx Doc16712... D... vl Not ... @ P 08/05/2025 Upload bUtton at the tOp or the drag/b rowse
section at the bottom and select as many files as
D f= Bid Award Recommendation Packet Checklist.docx Docl6712... D... vl Not ... @ P 08/05/2025 . .
need to be uploaded. Zip files are also accepted.
D f& Bid Opening Sheet.xlsx Docl16712... D... vl Not ... @ P 08/05/2025
4
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Tip 4 — Vendor Monitoring

Participated (1)

G Suppliers display on a color-coded graph. Click
into a specific portion of the graph to see details
about those vendors.
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Tip 5 — Accessing Vendor Responses

Example Mon-IT Sourcing Project / Non IT Sourcing Event

N ITS i E Tt = en envelope . .
on It soureing Event 2 5 & After clicking ‘Open Envelope’, download all
RFF | Review responses | ID: Docl435091760 Event options > . . .
0 supplier attachments at once by clicking the

Award scenarios Associated Contracts Allocate awards Questions, requirements, and al:tachrr!ents Messages O View options > th ree d OtS i n t h e tO p right, t h e n Se le Cti ng
~ Questions, requirements, and attachments @ = Dovnlead suppler inviton L — Dovmioad swppler >] Down load su p p l-i er i nfO rmatio n an d
{ & Domioes sppieratecmens - & ventscongopte.. Download supplier attachments

[ ] Showing 3 responses from 3 participants. V Filter to change participants shown.




Users Tips

What are some tips you have
found in Guided Sourcing?

Does anyone have a nhew
feature that they appreciate?
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PDF Accessibility

Build accessible Word or PPT
documents

. Create PDFs accessibly

. Remediating Existing PDFs
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Accessible Word & PPT

Heading Styles Use built-in Heading 1, Heading 2, etc. Do not skip
levels (e.g., no H1 > H3). Format > Styles panel.

Alt Text on Images Right-click image > Edit Alt Text. Describe the
image’s meaning. Leave blank only for decorative
images.

Real Lists Use the Home > Bullets or Numbering toolbar —
never manually type e or 1. 2. 3.

Accessible Tables Keep tables simple. Right-click top row > Table

Properties > check “Repeat as header row.” Avoid
merged/split cells.

Descriptive Hyperlinks Use meaningful link text (e.g., “View STC search
guide”) — never “Click here” or a bare URL.
Accessibility Checker Word/PowerPoint > Review tab > Check

Accessibility. Resolve all Errors before saving.




Create PDFs Accessibly

Select
PDF

Save As

Check
“Documents Run Full Checkin
structure tags for Acrobat
accessibility”

Go to Options
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Remediating Existing PDFs

Run an ACCGSSibility Check Adobe Acrobat Pro > All Tools > Prepare for
Accessibility > Check for Accessibility.

Review the Report Address all Failed items: missing tags, reading order,
missing alt text.

Remediation Plan P&C has a remediation plan for historical files.
Contact Operations & Systems Support for updates.
Historical Solicitations Some older solicitations may meet ADA exception

criteria. Review the ADA 2024 Web Rule.
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NC eProcurement Portal

nc.gov Agencies Jobs Services Select Language

An official website of the State of North Carolina

NORTH CAROLINA i L
SPROCUREMENT Buyer Login®  Vendor Login® System Tips Trainingv | News&Eventsv  Contact @

HEE I s
__Interested in the NC.
=electronicVendor *

Portal (eVP)?

Scroll down to access eVP or learn more by visiting the

Training page.

Learn More

|3 g
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NCEP Buyer NCEP Sourcing eVP eVP Public View
Login & Contracts Procurement o,
Login User Login Solicitations, Contract

Access NC eProcurement

Access NCEP Sourcing &
Contracts

Access eVP Agency App
to create and manage
Solicitations and submit

HUB Reports

Extensions and Public
Vendor Search

eprocurement.nc.gov




A\
THANK YOU!

NC eProcurement / eVP Help Desk
888-211-7440

vendor@nc.gov

eprocurement.nc.gov



mailto:vendor@nc.gov
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