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 GENERAL INFORMATION: 
 

SCC Requirements. 
As of July 1, 2011, all Bidders and Offerors must be registered with the SCC prior 

to an Award .  If the Bidder is exempt, they must provide a written reason for 
exemption.  Failure to provide this in the RFP response will VOID the RFP 

response.  
 FOREIGN OR DOMESTIC BUSINESS AUTHORIZED TO TRANSACT BUSINESS IN THE COMMONWEALTH: 

Each Bidder who is a stock or nonstock corporation, limited liability 

company, business trust, or a limited partnership or other business 

entity shall be authorized to transact business in the Commonwealth 

of Virginia as a domestic or foreign business entity if required by 

law.  Each such Bidder shall include in its bid response the 

Identification Number issued to it by the Virginia State Corporation 

Commission (SCC) and will list its business entity name as it is listed 

with the SCC.  Any Bidder that is not required to be authorized as to 

transact business in the Commonwealth as a domestic or foreign 

business entity as required by law shall include in its bid response a 

statement describing why the Bidder is not required to be so 

authorized. (See Va. Code Section 2.2 -4311.2) 
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 GENERAL INFORMATION: 
 

Viewing the Business Opportunities. :   

Step 1: 
 
From the Welcome Screen enter 
6ÅÎÄÏÒȭÓ 5ÓÅÒÎÁÍÅ ÁÎÄ 0ÁÓÓ×ÏÒÄȟ 
and Click Login. 



Step 2: 
 
Click on the Business Opportunities 
ÌÉÎË ÉÎ ÔÈÅ 6ÅÎÄÏÒȭÓ (ÏÍÅ ÍÅÎÕ ÏÒ 
in the upper right-hand corner of 
the Homepage. 
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Step 3: 
  
Click the Search for Solicitations link. 
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Step 4: 
 
From the Search for Solicitations workspace, the Vendor will find a menu of current solicitations available.  
In this section the Vendor can view or respond to a specific request by click ing the Number Link.  
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Step 1: 
 
From the Welcome Screen enter 
6ÅÎÄÏÒȭÓ 5ÓÅÒÎÁÍÅ ÁÎÄ 0ÁÓÓ×ÏÒÄȟ 
and Click Login. 



Step 2: 
 
Click on the Business Opportunities 
ÌÉÎË ÉÎ ÔÈÅ 6ÅÎÄÏÒȭÓ (ÏÍÅ ÍÅÎÕȢ 
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Step 3: 
 
Click the Search for Solicitations link. 

12 



Step 4: 
 
From the Search for Solicitations workspace, the Vendor will find a menu of current solicitations available.  
In this section the Vendor can view or respond to a specific request by click ing the Number Link.  
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Step 5: 
 
It is recommended the entire solicitation be read and reviewed. 
 
Please be sure to scroll all the way to the bottom before choosing to Create a Response . 
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Step 6: 
 
After reading/reviewing the entire Bid solicitation, Click  Create Response. 
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Step 7: 
 
Select the Create Response link from the left -hand Navigation Panel to view the 
first page of the solicitation as shown below.  Expand the discount information (if 
applicable),  click Save. 
 
 Select the Commodity Response link. 
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 Understanding the Commodity Page  

17 

Commodity Information :  The vendor will need to 
carefully read the Commodity Information to determine 
the following:  
a. ÔÈÅ ÎÕÍÂÅÒ ÏÆ 'ÒÏÕÐɉÓɊ ɉ)ÎÄÉÃÁÔÅÄ ÂÙ Ȱ'ÒÏÕÐ ͺͺ ÏÆ 
ͺͺͺȱ Ɋ ȟÁÎÄ  

b. if there are one or more commodities  (Indicated 
ÂÙ ,ÉÎÅ ͺͺ ÏÆ ͺͺȱɊ 
 

* This understanding will be especially key in any 
Amendments that may be added to a Solicitation . 

a 

b 

Commodity:  
This section will include: 
 
1. The Commodity ID No. 
2. The Class Description 
3. Commodity Specifications.   

 
*If more than one Commodity/Service is required in a Solicitation the Vendor must complete each page 
ÁÓ ÓÈÏ×Î ÏÎ ÔÈÅ ÎÅØÔ ÐÁÇÅ ÁÎÄ  ÃÌÉÃË Ȱ.ÅØÔȱȟ ÒÅÁÄ ÔÈÅ ÎÅØÔ #ÏÍÍÏÄÉÔÙȾ3ÅÒÖÉÃÅ )ÎÆÏÒÍÁÔÉÏÎ ÁÎÄ ÁÎÓ×ÅÒ 
accordingly until all commodity sections are completed.     

1 
2 3 



Step 8: 
 
From the Commodity Response 
Section, the Vendor must 
complete all portions of each 
commodity page: 
 
a. Commodity Information 

 
b. Commodity Response 

 
c. Specification Details 

 
d. Shipping and Handling (if 

applicable) 
 

Once completed, Click Save tab in 
the bottom left. 
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Once ALL Commodity Pages have been 
completed Click Step 3: Criteria Responses in 
the Left-hand Navigation Panel. (as indicated 
by the Star to the right.)  
  



Step 9: 
 
Select Criteria Responses:  
  
The Vendor must respond to all lines in this 
Solicitation.   To get to each question, the Vendor 
will click the Next link in the top right -hand 
corner until all questions have been answered. 
 
When all lines are complete,  click  Save tab.  
Once the responses have been saved, click the 
Submit tab. 
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Step 10: 
 
When the submittal process has been 
successful the vendor will receive a Response 
Submitted page.   
 
If there are errors,  the Vendor will need to 
make those corrections /re-save and  
re-submit. 
 
#ÏÎÇÒÁÔÕÌÁÔÉÏÎÓȦȦȦ 9ÏÕȭÖÅ ÓÕÃÃÅÓÓÆÕÌÌÙ 

submitted a Bid Response  
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From the Solicitation Details View page, click Questions and Answers.  
 
(Directions to the Solicitation Details View section can be found in Steps 1 -5 of  Section 1 of this 
Manual.)  
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In the Questions and Answer section ,Vendors may  either (1) view all current questions and answers to 
date or (2) submit a question by clicking Add Question. 

1 

2 
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Enter the question and click OK. 
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This will take you back to the Question and Answer. 
 
The question entered will show in the menu. 
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From the Search for Solicitations page,  click on the Number link associated with the Amendment.   
 
If there are amendments to a Solicitation, this will be evident in the Amendment Colum..  
 
(Directions to the Search for Solicitations section can be found in Steps 1 -4 of  Section 1 of this 
Manual.)  
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From the Solicitation 

Details View page, 
click Amendment 

History. 
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This will provide the 
Vendor with all  
Amendments to date and 
any  Action required. 
 
It is important that the 
Vendor use the scroll tab 
to read all the details of 
the Amendment. 
 
This is a read only field. 
 
  





From the Vendor Home page, Click the My Bids link in the upper right-hand corner to display any 
solicitation in which the Vendor has submitted a response. 
 
Select the Link to Response to edit.  
 
[In this scenario the Vendor will:  (a)be adding an attachment  (beginning on page 32) ,and  
(b)editing the discount availability (beginning on page 37 )] 
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(a) Adding an       
Attachment 
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Step 1: 
 
Click Link to Response to view page 1 of the Response section.   
 
In the bottom right of the page, click Attachments.   
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