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Albemarle County, Virginia Department 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.” 
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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, RFI, RFP, RFP – Part 2, RFQ, RFQu.  

 

View Bid Details 

1. To open a bid to view detailed information, select the right arrow on a given bid. 
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2. You will be taken to the “Bid Details” page where you can read details about the bid.  

 

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. 

 

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

due date, and opening date. 
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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. 

 

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”. 

 

7. Events – All hosted events for the bid and details will be listed here, including meeting 

links for virtually hosted events like bid opening. 
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8. 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. 

 

9. Evaluations - Please be aware that “Evaluations” will always show 0 as Albemarle 

County does not share evaluation information until after contract award. 
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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. 

 

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. 

 

https://albemarlecountyva.tylerportico.com/va/vendor-access/registration
https://www.albemarle.org/home/showpublisheddocument/28047/638977585175600000
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2. 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. 

 

3. Find the solicitation for which you want to submit a bid proposal, then click the 3-

vertical dot menu and select Create. 
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4. You will be taken to the “Modify proposal for bid” screen. 

 

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

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

 

Review Your Submission 

1. Next review your submission details. Then click Submit. 
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2. You will see a confirmation message letting you know that your bid has been submitted. 

 

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.  

 

2. Select the right-facing arrow for the bid you just submitted. 
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3. You can view your bid response from the “Bid Details” screen. Please note that the 

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

was submitted. This is a known issue. 

 

4. 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. 
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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. 

 

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. 
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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. 

 

 

 

 

 

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. 
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