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State Procurement Users (PU’s) post formal solicitations for bids or proposals on the North Carolina electronic 
Vendor Portal (eVP). The postings are visible to the public, and special notification emails will be sent nightly to 
vendor contacts with eVP commodity codes that match the commodity code attached to a solicitation posted or 
updated that day. Vendors who log into their eVP account will have the ability to respond to solicitation requests 
directly in eVP. Vendors must be active for NC eProcurement and a Sourcing Contact to click the 'Intends to 
Participate' button and respond to an NCEP Ariba Sourcing Event. Vendors should confirm access to 
solicitations (e.g., verify account status) early and allow ample time to submit bids. 
 
I. Finding and Viewing Solicitations 
 
The electronic Vendor Portal (eVP) will publicly display all solicitations posted by State Procurement Users (PU’s) 
without requiring login access. For vendors to respond to a posting, they will need to login to eVP. 
  

1. As a logged-in vendor in eVP, click on either the ‘Solicitations’ link at the top of the screen or on the 
‘Browse Solicitations’ button. 
 

 
 

2. The ‘Solicitations’ page will display. By default, only solicitations in ‘Open’ Status will display and will be 
sorted with the most recent ‘Posted Date’ at the top. Clicking on any of the column headers will sort by 
that column. Solicitations can be found by scrolling the list or by using the search box in the top right. If a 
specific ‘Solicitation Number’ is known, the most direct way to find it will be to enter it into the search 
box and execute the search.  

 

 
 
 
 

Click the ‘Solicitations’ link at the top of 
the eVP Portal homepage or the ‘Browse 
Solicitations’ button on the left. 

Solicitations can be searched for with keywords or the 
‘Solicitation Number’ and sorted. In this image, the 
default filter for solicitations in an ‘Open’ status is applied. 
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3. Selecting the ‘Filters’ dropdown will provide additional options, like expanding the returned results to 
include solicitations with another ‘Solicitation Status’ or selecting to see only solicitations from a specific 
issuing agency (‘Department’) or commodity code (‘Category’). 
 

4. To see solicitations other than those in an ‘Open’ status, click on ‘Filters’ and check the box next to 
another option below ‘Solicitation Status’, then click ‘Apply’. There are four possible values in the 
‘Solicitation Status’ search field: 
 

• Open: A posted solicitation whose ‘Opening Date’ is in the future for which bids are still being 
accepted. 

• Pending Selection: A posted solicitation whose ‘Opening Date’ is in the past but has not yet 
been awarded. 

• Awarded: A posted solicitation that has been completed for which the ‘Award’ Notification has 
been posted in the Public eVP. 

• Canceled: A posted solicitation that was halted before reaching the ‘Opening Date.’ 
• RFI Complete: A posted Request For Information (RFI) that was never intended to be awarded, 

but the information gathering process is complete. 
 

5. To filter solicitations by ‘Department’, click the drop-down in the ‘Department Type’ field and select one 
of the five options to narrow the available departments by type. Next, choose a value in the ‘Department’ 
field to select a specific issuing agency for a solicitation, then click ‘Apply’. If no filter is selected in the 
‘Department Type’ field, the ‘Department’ field will list all available departments alphabetically, so it 
advised to select a type to limit the department options. There are five possible values in the 
‘Department Type’ field: 
 

• State Agency 
• Community College 
• Public Schools 
• University 
• Local Government 

 

 

There are several filtering options after clicking on 
‘Filters’ including selecting to view solicitations in 
a status other than the default ‘Open’. Filtering by 
‘Department’ will be easier if a ‘Department 
Type’ is selected first. After any filter is selected, 
click ‘Apply’ to execute the search. 
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6. Click on the ‘Solicitation Number’ of the solicitation of interest. On the subsequent solicitation details 
page, basic information regarding the solicitation will display above any attachments included by the PU. 
If any addenda have been posted, they will display beneath the attachments. It may be necessary to 
scroll down to see the entirety of the posting. Click ‘Return to Search’ to return to the previous search 
page where filters can be adjusted for further accuracy. 
 
Note: If the user is not logged in, a warning message will appear reminding them to log in to respond. 

 

 
 
II. Responding to a Solicitation in eVP 
 
There are two main methods in which State Procurement Users (PU’s) conduct their solicitations. State Entity 
users (Community Colleges, Counties, or Towns, etc.) may use eVP to collect their bid responses. These 
solicitations are posted in eVP. This section will cover submitting a response through eVP which requires being 
logged into an eVP account. 

1. Clicking on the ‘Solicitation Number’ will display solicitation details. Scroll down the screen to view the 
entire posting including the ‘Opening Date,’ ‘Attachments,’ and any ‘Addenda,’  
 

2. On the top of the page click ‘Respond to Solicitation’ to submit a bid response. If not logged in, an error 
message will appear. 

 

Click on ‘Respond to Solicitation’ 
to submit a bid response. 

Basic solicitation information will 
display on this page above any 
attachments or addenda. 
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3. On the subsequent ‘Submit a Bid’ page, scroll down and click ‘Next.’ 
 

4. The ‘Documentation’ section will display. Click ‘Upload File’ beneath ‘Bid Attachments’ to attach the 
completed solicitation document requested by the PU. On the subsequent pop-out page, click ‘Choose 
File’, find the document, then click ‘Upload File’ again. If additional documents need to be attached, 
repeat the process as many times as necessary. 
 

5. Once all files have been added, click ‘Done’ to finalize the submission. “Submission completed 
successfully” will display on the next page to confirm the document(s) was received. 
 
Notes: 

• The following file types are permitted: PDF, JPG, JPEG, PNG, MP4, CAD, DWG, XSLX, DOCX, 
PPTX, ZIP 

• Files of up to 125 MBs are permitted. 
 

 
 

6. To return to the ‘Bid Attachments’ section from the success message, refresh the page and the 
‘Existing Bid’ page with the attachment(s) will be displayed. Clicking the down arrow to its right will allow 
the user to ‘Edit’ or ‘Delete’ the attachment, and clicking ‘Upload File’ again will allow for additional 
attachments to be added. It is important to always click ‘Done’ after any changes are made to this page. 
Attachments displayed on this page will be visible to the PU upon the solicitation reaching a status of 
‘Pending Selection.’ 

Note: Some solicitations will have a response type of ‘Paper,’ where the PU requests an alternate 
method for submitting responses. In these cases, the ‘Respond to Solicitation’ button will be inoperable 
and the following message will display: “Electronic bids are not permitted for this solicitation. Please 
submit according to the instructions outlined in the attachments.” 
 

 

The down arrow to the attachment’s 
right will allow for editing or deletion. 
Always click ‘Done’ after any 
changes have been made. 

Click on ‘Upload File’ to attach the 
completed solicitation document and 
‘Done’ to finalize the submission. 
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III. Managing Past eVP Bids 
 
After successfully submitting a bid in eVP, past bids can be accessed either by searching for and clicking on the 
solicitation that was responded to from the ‘Solicitations’ search page, or by clicking the ‘My Bids’ link at the top 
of the screen, which tracks all solicitations for which the vendor has provided a response. 
 

1. As a logged-in vendor in eVP, click on the ‘My Bids’ link at the top of the screen. The ‘My Bids’ page will 
display with a listing of all solicitations for which the user has submitted a bid. By default, solicitations are 
sorted by ‘Solicitation Number,’ but clicking on any of the column headers will sort by that column. 
Clicking on the ‘Solicitation Number’ or on the ‘Solicitation Details’ link that appears after clicking the 
down arrow to the right of a solicitation will display the details of the selected solicitation. 

 
Note: By default, the ‘My Bids’ page displays ‘e-Bids’ solicitations responded to, but the dropdown in the 
top left can be selected to switch the view to ‘NCEP Ariba Sourcing’ solicitations for which the vendor 
has requested access to respond to the solicitation. 

 

 
 

2. On the subsequent solicitation details page, there will be no indication that the user has responded to the 
solicitation, but when the user clicks ‘Respond to Solicitation,’ an ‘Existing Bid’ page will display, and 
the ‘Documentation’ section at the bottom of the screen will display the contents of the bid response. If 
the solicitation is still in an ‘Open’ status, the user can ‘Edit’ or ‘Delete’ the current attachment by clicking 
the down arrow to its right or add an additional attachment by clicking the ‘Upload File’ button. Click 
‘Done’ to finalize any updates. 
 
Note: If the solicitation has moved to ‘Pending Selection’, the previously attached documents will no 
longer be visible. 
 

 

Clicking ‘My Bids’ in the top right will display a list of solicitations for which the 
user has submitted a bid. Clicking the down arrow on the right or the ‘Solicitation 
Number’ on the left will provide the details of each solicitation. ‘e-Bids’ 
solicitations display as a default, but solicitations requesting a response in NC 
eProcurement can be displayed by clicking the dropdown and changing the view. 

 

After clicking ‘Respond to Solicitation,’ the ‘Existing Bid’ 
information will display in the ‘Documentation’ section. For 
‘Open’ solicitations, existing attachments can be edited and 
new attachments can be included by clicking ‘Upload file.’ 
Any changes can be finalized by clicking ‘Done.’ 
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IV. Accessing an NCEP Ariba Sourcing Event via eVP  
 
State Agency Users (Department of Administration, Department of Public Safety, etc.) use the NCEP Ariba 
Sourcing Tool to collect their bid responses and these solicitations are posted in eVP. This section will cover 
accessing a solicitation in NCEP Ariba Sourcing which requires a vendor to be actively registered for NC 
eProcurement in eVP. The user must also be listed as a Sourcing Contact. 
 

1. Click on the ‘Solicitation Number’ to view solicitation details. Scroll down the screen to view the entirety 
of posting, including important details like the ‘Opening Date,’ any ‘Addenda,’ and downloading and 
reviewing any attachments. 
 

2. Click ‘Intends to Participate’ to request an email with a link to the Sourcing Event be sent to all Sourcing 
Contacts on the connected vendor’s eVP account. 
 
Note: For more information on eVP Sourcing Contacts, please see the Managing eVP Account and 
Contacts Job Aid. 
 

 
 

3. Once the email with a link to the Sourcing Event is received, follow the instructions in the Responding to 
an Ariba Sourcing Event Job Aid. 
 

V. Viewing Bid Tabulations and Awards in eVP 
 
When a solicitation reaches a status of ‘Pending Selection’ and is no longer accepting ‘Bids,’ Procurement 
Users (PU’s) can see and download all vendors’ submitted bid responses whether they were collected via eVP or 
NC eProcurement Sourcing. PU’s may then post various versions of ‘Bid Tabulations’ and a notification of which 
vendor was eventually awarded the contract. Both the tabulations and the ‘Award’ can be found on the same 
solicitation record in eVP that was used to initially announce the bid opportunity. 
 

1. From the eVP home page, click on either the ‘Solicitations’ link at the top of the screen or on the 
‘Browse Solicitations’ button. 

 
Note: Vendors do not need to be logged in to see ‘Tabulations’ or ‘Awards,’ but it may be helpful to 
access ‘My Bids’ to quickly locate solicitation to which the vendor has responded. 
 

 

Click the ‘Solicitations’ link at the top 
of the eVP Portal homepage or the 
‘Browse Solicitations’ button on the 
left. If vendors are signed in, they can 
click on ‘My Bids’ to see solicitations for 
which they have submitted a response. 

If the solicitation is managed in NCEP Ariba 
Sourcing, the response button will read ‘Intends 
to Participate,’ and clicking it will send an email 
with a link to the sourcing event to all Sourcing 
Contacts on the eVP account. 

https://eprocurement.nc.gov/managing-evp-account-and-contacts/download?attachment
https://eprocurement.nc.gov/managing-evp-account-and-contacts/download?attachment
https://eprocurement.nc.gov/responding-ariba-sourcing-event/download?attachment
https://eprocurement.nc.gov/responding-ariba-sourcing-event/download?attachment
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2. The ‘Solicitations’ page will display. Click on the ‘Solicitation Number’ of the solicitation attached to the 
‘Tabulation’ or ‘Award’ of interest. On the subsequent solicitation details page, scroll down below the 
main posting at the top, followed by any attachments and addenda, and any ‘Tabulations’ and ‘Awards’ 
will display at the bottom of the page. Click the down arrows to the right of any result to see more detailed 
information on that entry. 

 
Note: If the tabulation was a ‘Vendor Total Bid Tabulation,’ there will be no additional information 
available when clicking on the down arrow to the right of the entry. 

 

 
 
VI. Viewing Contract Extensions in eVP 
 
Posted ‘Contract Extensions’ are publicly visible on eVP for 30 days. Not all solicitations posted on eVP will 
have a ‘Contract Extension’ attached to them, but all contract extensions will be posted on eVP. 
 

1. From the eVP home page, click the ‘Contract Extensions’ link at the top of the screen. 
 
Note: Vendors do not need to be logged in to see ‘Contract Extensions.’ 
 

 
 
 
 
 
 

‘Tabulations’ and ‘Awards’ are both located at the bottom of the solicitation 
details page of a specific solicitation on eVP. Click a down arrow to the right 
to see any additional information that might be available.  

Click the ‘Contract Extensions’ link at 
the top of the eVP Portal homepage. 
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2. All ‘Contract Extensions’ posted in the past 30 days will display. Each of the column headers can be 
clicked to sort the results by that column. 
 

 
 

3. Click the down arrow, then click ‘Awarded Vendors’ to see the vendor listed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click on a column header to 
sort the results by that column. 

Review the public version of 
the new ‘Contract Extension.’ 

Click the down arrow at the right of the ‘Contract 
Extension’ to view the ‘Awarded Vendors.’ 
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4. The ‘Awarded Vendors’ popup will list the vendor attached to the ‘Contract Extension’ as well as 
additional pertinent information. 

 

 
 

 

The ‘Awarded Vendors’ will display. 
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