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AVOID waiting until the day the bid/proposal 
closes to submit your response. Delaying 
submission can put your response at risk of not 
being accepted on time.  
 
For questions or support, call eVA customer care 
at 866-289-7367 from 8am-5pm EST. 
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REVISIONS TO THIS DOCUMENT 
 

Revision 
Revision 

Date Revised By 
Area of 

Revision 
Description 

 
1 

Original 
Aug. 2009 Angel Rodriguez 

 
 

 
2 Sep. 2009 Angel Rodriguez Instructions Instruction for withdrawing a 

bid was added. 

3 Feb. 2010 Angel Rodriguez Bid Screens Incorporation of the Save 
Draft button. 
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LOGON TO A VENDOR ACCOUNT 
Logon via the web 

 
Log into eVA http://eva.virginia.gov/ and login 
 

 



 RESPONDING TO A SOLICITATION ONLINE 
USER GUIDE – FEBRUARY 2010 

 Responding to a Solicitation Online  
 

You are now in the Vendor Portal page 
From the Vendor portal select the Solicitations & Awards link. 

 

Note: You may find a Solicitation from the My Solicitations tab.  Solicitations listed 
here are a subset of open solicitations and are sorted by closing date and time; 
the solicitations closing the soonest are at the top of the grid.  You will navigate 
directly to the Solicitation Details page after clicking the Solicitation link. 

 

 
 

You are now in the Solicitations & Awards page. 
Search for specific solicitations or auctions with specific search terms. 
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Logon via email link 
 
1. Logon via the email link (Permalink) 

 

 
 

 

Click on the eVA 
link located in 
the email to login 
to your account; 
you will be 
directed to the 
solicitation 
details. 
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BIDDING ONLINE 
 
1. You are now in the Solicitation Details page 

 
 

2. You are now in the Solicitation Response steps page 

 
 

Note: : If you are having a problem opening any attachments, select the save 
document option to save the document to your computer then open the 
attachment from your computer. 

 

Note: You can save your document at any time by clicking on the Save Button. 
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3. You are now in the Response by Line page 

 
 

Note: You may also use the Comments, Product Specs and Shipping and Handling 
displayed on the far right side for each line.  To enter information for these areas, 
click on the plus sign. 
 
● To no bid a lot click the no bid lot button.  This will automatically no bid all lines 
for Lot. 
● To undo a no bid lot, click the undo no bid lot button. 
● To no bid a line, go to the individual line and select no response in the response 
column. 
● To respond w/ conditions, go to the individual line and select respond w/ 
conditions.  Then add a comment in the comments section to submit without 
errors. 

 
4. You are now in the Criteria Response page 

 

 



 RESPONDING TO A SOLICITATION ONLINE 
USER GUIDE – FEBRUARY 2010 

 Responding to a Solicitation Online  
 

5. You are now in the Reminder page 

 
 

6. You are now in the Attach Your Files page 

 
 

7. You are now in the Discount Comments page 
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8. You are now in the Response Summary page 

 
 
Note: You will be prompted to select an option: 
 

 

 
9. You have successfully submitted your response online. 

 
Note: You will get a thank you message if the Electronic Seller Response (ESR) 
does not have errors.  You may Logout or click My Responses to view your 
response prior to and after submitting. 
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ERROR HANDLING 
 

1. If you’re Electronic Seller Response (ESR) have errors then... 

 
 

2. You will have a pop-up window listing the errors. 
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RESPONDING TO A REVISED 
SOLICITATION 
 

1. Logon to your account. 
2. Find your response 
3. Click on the Edit button and proceed to revise your bid following the 

instruction provided in this user guide. 
4. Submit your response. 
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WITHDRAWING A BID RESPONSE 
 

Note: Bids can only be withdrawn prior to the solicitation closing You can save 
your document at any time by clicking on the Save Button. 

 
1. Logon to your account. 
2. Find your response 
3. Click on the Response Summary link. 

 

 
4. Click on the Withdraw. 
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5. From the My Responses page you can verify it was withdrawn. 

 


