Albemarle County, Virginia bepartment of Finance & Budget | Office of Procurement

View & Submit Bids User Guide

ATTENTION

To submit a bid proposal to an open solicitation, you must have a fully registered account and
be logged in to our Vendor Access portal. To create an account, please click here.

Solicitations for the County of Albemarle are posted on our public-facing Bid Dashboard
(hosted on our Vendor Access portal) and are available to browse and view.
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Browse the Bid Dashboard

1. Click here to browse Albemarle County’s public-facing Bid Dashboard.

2. All bids for which we are actively accepting proposals will have a blue status of

“Accepting Proposals.” If a bid is no longer accepting proposals and is now in the
awarding phase, it will have a gray status of “Awarding.” A completed bid process will

have a status of “Closed.”

Vendor Access

All bids

Bid number

Request for Technology Consulting Services
Status Due by
Accepting Proposals May 18, 2026
Sole Source Award - Carbyne C Live Universe
Status Due by
Closed May 18, 2026
For Legal Services

Status Due by
Closed May 19, 2026

Bid description

Type
Request for Proposal (RFP)

Type
Sole Source

Type
Request for Information
(RF1)

6Results  Sortby:Duedate ¥ )

Number

2510007

Number

2510009

Number

2510011

Rows per page: | 25 160f6

-
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3. To sort the dashboard to make it easier to browse, click Sort by and select either Due
date, Status, or Type from the dropdown menu. You can then select the down-facing

arrow to sort in either descending or ascending order.
a. Due Date — Sorts the dashboard by the earliest to latest “Due by” date.
b. Status — Sorts the dashboard by status in alphabetical order, from Accepting

Proposals to Closed.
c. Type —Sorts the dashboard by type in alphabetical order: Emergency Award, Sole

Source Award, IFB, IFB — Part 2, RFl, RFP, RFP — Part 2, RFQ, RFQu.

6 Resultq Sort by: Due date J P
d Due date

Status

PEI

D010
Type

View Bid Details

1. To open a bid to view detailed information, select the right arrow on a given bid.

Vendor Access (W]

All bids

Bid number Bid description .
Filter

Request for Technology Consulting Services

Status Due by Type Number .

Accepting Proposals May 18, 2026 Request for Proposal (RFP) 2510007




2. You will be taken to the “Bid Details” page where you can read details about the bid.

- g

Vendor Access

Accepting Proposals

< Bid 2510007: Request for Technology Consulting Services

Reguest for Technology Consulting Services

Status Count down Bid total

Opening date 05/18/2026 000 Days remaining 0 O Sign in and register as a
5:5:“‘“' award  05/18/2026 Due by 05/18/2026 Vendor to view this section.

Response No Time 11:05 AM GMT-4
submitted

Information Items 2 Attachments 0 Events 1 Addenda [} Evaluations 0

Type Number Event

Regquest for Proposal (RFP) 2510007 Accepting Proposals

Due by Opening date Approximate award date

May 18, 2026 May 18, 2026 May 18, 2026

Description

3. Bid Status & Count Down — Pay particular attention to the bid dates and due date time.
Please submit your bid proposal before the due date and time. All bids and proposals

are due by the exact date and time listed within the solicitation. For example, if a
proposal is due by 2:00pm ET, proposals submitted at 2:00:01pm ET will not be
accepted. All times listed are reflective of the Eastern Time Zone.

Status Count down
Opening date 05/29/2026 Days remaining 0
@ Expected award  05/31/2026 Due by 05/28/2026
date )
Response No Time 12:00 AM GMT-4
submitted

4. Information — This section lists the type of solicitation, solicitation number, description,

due date, and opening date.

Request for Technology Consulting Services

Information Items 1 Attachments 1 Events 1 Addenda 0 Evaluations 0
Type Number Event
Request for Proposal (RFP) 2510019 Accepting Proposals

Due by Opening date Approximate award date
Jun 21, 2026 Jun 21, 2026 Jul 27, 2026
Description




5. Items — Each solicitation has one item associated with it. We do not request pricing

information on the item; if pricing information is requested, it must be included in your
bid response document upon submission.

Information Items 1 Attachments 1 Events 1 Addenda 0 Evaluations 0

=z Default bid group. (1) Group Total $0.00

Description

“We are not requesting pricing information. Please enter the number 1" in
. . EACH 1 0.00 0.00
the unit cost to acknowledge this.

uom Quantity Unit Price Total Attachments

6. Attachments — The “Attachments” section is very important! PLEASE READ ALL SOLICITATION
DOCUMENTS LISTED UNDER “BID DOCUMENTS.”

a. Bid Documents - These documents give background information and instructions
regarding the solicitation, such as whether pricing is being requested. Select
each document to open / download and read. Once a bid has been awarded, a
Notice of Intent to Award will be posted and listed to view under this section.

b. Documents for Proposal - All documents that vendors are required to submit are
listed under “Documents for proposal”.

Information [tems 1 Attachments 1 Events 0 Addenda 0 Evaluations 0

Bid documents Documents for proposal

B Project Manual.docx Bid Response
Bid Responses
Required

7. Events — All hosted events for the bid and details will be listed here, including meeting
links for virtually hosted events like bid opening.

Information ltems 1 Attachments 1 Events 1 Addenda 1 Evaluations 0

06/01/2026

Monday

12:00 PM GMT-4

Pre-Bid Meeting

E Please attend our meeting hosted via Microsoft Teams: Microsoft
Teams meeting Join: https://teams.microsoft.com/meet/215579177980380?p=XD6sdfBv3vW5PUQI9V Meeting ID: 215 579 177 980 380 Passcode:
sb3ri92J Need help? | System reference For organizers: Meeting options




Addenda - If an addendum has been posted, it will be posted here for you to view. It is

the responsibility of the bidder to check the bid for posted addenda and return with bid
response.
Information Items 1 Attachments 1 Events 1 Addenda 1 Evaluations 0
6/1/26 Extended due date
Monday ( 1
06/01/2026 ‘ @ Addendum documents
9. Evaluations - Please be aware that “Evaluations” will always show 0 as Albemarle
County does not share evaluation information until after contract award.
Information I[tems 1 Attachments 1 Events 1 Addenda 1 Evaluations 0
"N
e —2
= )
(S on)
" i d
lop f : )
m I i<
No evaluations have been issued.




Log in or Create an Account

Prior to submitting a proposal, you MUST create an account in the Vendor Access portal.

1. To create your account, start from the Welcome page and click Sign in. Then follow the
registration help guide on how to register.
a. Note: If you click the Sign In button from the Bid Details page itself, your account

will be created but you will not be fully registered. If you did that, don’t worry!
Just click here to finish registering.

Vendor Access Q n

Welcome to
Vendor Access

-4 Q

Signin View all bids

Sign in as a user to begin using Vengg View bids with or without a login.
Access

l Sign in ] View bids

2. If you already have a registered account, you will need to log in to your account to
submit a bid proposal.

Submit a Proposal

1. Once you are logged in, you will see a “Bids” option in your left sidebar menu. Either

select Bids from the left sidebar menu or click the Submit a bid button at the top of
your homepage.

Vendor Access

Invoices

All purchase orders

Checks Contracts



https://albemarlecountyva.tylerportico.com/va/vendor-access/registration
https://www.albemarle.org/home/showpublisheddocument/28047/638977585175600000

The Bid Dashboard will appear. Note that there are two tabs at the top of the page: “All
Bids” and “My Bids”: “All Bids” displays the Bid Dashboard, and “My Bids” displays the
bids for which you have started or completed submissions.

= Vendor Access a @
A  Home Bids
& Vendor profile All Bids My Bid
B B
B Purchase Orders e B m
© invoices
& Resul db

B Checks
&8 Contracts Sole Source Award - Carbyne C Live Universe

tat y ’ um N

Closed May 19,2026 Sole Source 2510009

For Legal Services

tat ue by Type {umb
Closed May 19, 2026 Request for Information 2510011
(RFI)

Request for Technology Consulting Services
tat b y iumbe
Accepting Proposals May 29, 2026 Request for Proposal (RFP) 2510007

Rows perpage: | 25 v | 18015

Find the solicitation for which you want to submit a bid proposal, then click the 3-
vertical dot menu and select Create.

Request for Technology Consulting Services

status Due by Type Numbe A
Accepting Proposals May 29, 2026 Request for Proposal (RFP) 2510007 u 'd actions

View

Rows per page: | 25 t

Create




4. You will be taken to the “Modify proposal for bid” screen.

= Vendor Access u @
M  Home
Modify proposal for bid 2510015 x
& vendor profile
Items Attachments Review
@ o o ® ®
BB  Purchase Orders Add proposed cost to items in the groups below
Bid total: $1.00
©  iovoices Needs input ) (_ Already bid
B checks
= Default bid group. Group Total §1.00 | O croup documents | ~
B8 Contracts
Commodity : We are not requesting pricing information. Please enter the number 1" in the unit cost to acknowledge this.
1
EACH 1 $1.00
| =]
<

Enter Items

1. Click to expand the group section to view the items. If the bid requests pricing, please
include this information in your Bid Response document. We do not request pricing
information in the Items themselves. Please enter 1 into the “Unit price” field to
acknowledge this. Then click Next.

Vendor Access (w] @

A  Home
Modify proposal for bid 2510015 x

& Vendor profile
& o Items @ Attachments @ Review

Bids
B  Purchase Orders Add proposed cost to items in the groups below

Bid total: $1.00
@ invoices teeds input ) (Already bid
B checks
= Default bid group. Group Total $1.00 ‘ @ Group documents | A

o=

B contracts

Commodity : We are not requesting pricing information. Please enter the number ‘1" in the unit cost to acknowledge this.
1

! Tol
EACH 1 $1.00




Upload Attachments — You must upload at least one file submittal.

1. Next, upload your Bid Response document. Then click Next.

0D e @ B

Vendor Access
Home

Vendor profile

Bids

Purchase Orders
Invoices

Checks

Contracts

Modify proposal for bid 2510015 X
@ Items e Attachments @ Review
-~
!@ Upload attachments relevant to your bid

Type Required Document name Upload Delete

Bid Response TechWorld_BidResponse.pdf 4 i

Review Your Submission

1. Next review your submission details. Then click Submit.

>

oD@ @8 B »

Vendor Access
Home

Vendor profile

Bids

Purchase Orders
Invoices

Checks

Contracts

Modify proposal for bid 2510015 x

() nems (2) Auachments © revien

s . .
)| Review and submit
Bid total $1.00

Items #

u 1 of item Total an
Tof1 $1.00
Attachments /'

M ttachment
1

10
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2. You will see a confirmation message letting you know that your bid has been submitted.

= Vendor Access o @
A Home
Nice work!

& Vendor profile
B sids
BB Purchase Orders
© invoices

Your bid proposal has been submitted.
88  Contracts

View Your Bid Submission(s)

1. You can navigate back to Bids > My Bids to view a list of all bids for which you have
either started or completed submissions.

= Vendor Access o @
A Home Bids
& Vendor profile All Bid My Bids

f

B Purchase Orders Hmmes e m
©  invoices
Result Jy

B checks
&8 Contracts Scle Source Award - Carbyne C Live Universe

tatu Due by Humbe N

Accepting Proposals May 28, 2026 2510016

Request for Technology Consulting Services

tatu ype Humbe 3

Accepting Proposals May 29, 2026 Request for Proposal (RFP) 2510015

Rows perpage: | 25 505

2. Select the right-facing arrow for the bid you just submitted.

Request for Technology Consulting Services
Status Due by Type Number

Accepting Proposals May 29, 2026 Request for Proposal (RFP) 2510015




3. You can view your bid response from the “Bid Details” screen. Please note that the

4,

“Status” card will always show “Response submitted: No” even though your response

was submitted. This is a known issue.

Status

Opening date
Expected award

date
Response
submitted

05/30/2026
05/31/2026

Mo

12

If you need to modify your bid submission, click the Rescind Proposal button in the top

right of the screen prior to the “Due by” date and time.

[l

o

e B B

Vendor Access

Home < Bid 2510015: Request for Technology Consulting Services  Accepting Propasals
Vendor profile
Status Count down
“ Opening date 05/30/2026 g Days remaining 2
:x::rcw(l award 05/31/2026 Fiij Due by 05/29/2026
e e
Purchase Ord Besonse Mo - Time 12:00 PM GMT-4
submitted
Invoices
hecks
' o o " °
tract
Request for Proposal (RFP) 2510016
May 29, 2026 May 30,2026

Request for Technology Consulting Services

Bid total

Accepting Proposals

May 31,2026

)

$1.00




Bid Evaluations and Awarding

1. When bids are ready to be opened and reviewed, the status of the bid will show
“Awarding.” Once the “Due by” date and time have passed, the bid will be closed, and

you will no longer be allowed to submit a bid proposal.

< Bid 2510010: Sole Source Award - Carbyne C Live Univers

13

Status Count down Bid total

Opening date 05/09/2026 000 [ Days remaining 0
Expected award 05/19/2026 Due by 05/09/2026 $000

date - _ o
Response No Time 10:41 AM GMT-4 (alals)
submitted

Information Items N Attachments 0 Events 0 Addenda 0 Evaluations 0

Type Number Event

Sole Source 2510010 Awarding

Due by Opening date Approximate award date

May 9, 2026 May 9, 2026 May 19, 2026

Description

Sole Source Award - Carbyne C Live Universe

2. Albemarle County will evaluate all bid proposals that were submitted on time. Once a
vendor or vendors have been awarded, the awarded vendor(s) will be notified, and a
Notice of Intent to Award document will be posted in the “Attachments” section of the
bid.

Status Count down Bid total
Opening date 05/15/2026 000 Days remaining 0 $
T
Sxtpscted award 05/15/2026 Due by 05/15/2026 E 0.00
ate ) 588
Response No Time 2:10 PM GMT-4 oo0)
submitted
nformation  ltems (@ Events @) Addends (@ Evaluations (@

Bid documents Documents for proposal

B Notice of Intent to Award.pdf ] Bid Response

Bid Responses
Required
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3. Please note that the “Evaluations” tab will always display 0, as bid proposal Evaluations
are conducted external to our Bid Management system.

Information Items 1 Attachments 1 Events 1 Addenda 0

No evaluations have been issued.

Please contact the Office of Procurement at RFQ@albemarle.org or 296-
5854 if you experience technical difficulties or have any questions regarding
the bid submittal process.



mailto:Purchasing@albemarle.org
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