August 5, 2009

Entering VBO postings for
American Recovery and Reinvestment Act Procurements

(ARRA)

Login to eVA and go to the VBO Buyer application

Select Standard Posting and complete steps 1, 2, 3 & 4 (step 4 is Optional)

Meswy %BO + | Edit Actions = Miew ..+ | Save & Submit Search Help
Standard Posting
Sole-Source Posting
Emergency Posting formation
“ther Posting i | ARO9-3 Version: 1

Step 1. General Information

'"Humber :
‘Type =

‘Department :

"Unit :

‘Publish Date :
'Closing Date =
Public Bid Opening Date :

Pre-Bid Conference Date ;

Web Address :

'Short Deseription :

‘Description @

'Work Location :

= Step 1: General Information

JLARCT
B
P94

P134 - Long Mame Figld
POt
Unit Code for P194

1/809 £2]

1/30i03

Please inelude hitpd ar hitpss
Congtruction IFB

Conztruction IFB

Richimand, % &

Version: 1

Time:
Time:
Time:

Time:

Type:

BUVER INFORMATIOH
"Hame ; |Shane Cauddil
‘Phone & Ext: |G04-786-1111
Fax Humber : |804-371-7877

'Email : |shane.caudil@dgs virging

REQUESTOR INFORMATION
*Hame : |Shane Caucdll
'Phone & Ext: |304-786-1111
Fax Humber ; |504-371-7877

*Email : |shane.caudil@adgs. virging

AMEHDMENT/CAHCELATION INFORMATION

Deseription :

Amended Date :
Cancel Date :

Perma-Link : hittps: fvendor-uat epro.coipde. comdoginEngineinde: jsp?
ppenboc=openbocdDocumentCode=IFBADepartment Code=P1
B4&DocumentiD=1743&DocumentyersMo=1&Destination=phl&
FEolicitation

cony link to cliphoard

The right side column is pre-filled with buyer information, the left side requires buyer’s input
and all fields with an asterisk (*) are required.

NOTE: Under step 1 select AARA in the “*Category:” field.

Web Address :

‘Category :

Supplies

‘Short Description : [Surplus

Technology

‘Description @ [Equipment
Highway Construction
Mon-Professional

Printing

Select ARRA
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Step 2: Add/Remove Attachments

= Step 2: Add/Remove Attachments
Total Attachments : 0
Use the Attachments g » solicitation files. There are no restrictions on the
type of document (PDF, Word, Excel, etc.) that can be attached.

Select to add

Attachments

WARNING: Each document should be smaller than 5MB.

Step 3: Build Commodity List

= Step 3: Build Commodity List

Delete Commodity Commodity Description

\i Start typing

Scroll down to the Commodity Code section. Initially the screen shows no codes selected.
Because the codes are used to select Vendors for automatic email/fax notification for the
advertisement, select multiple Commodity Codes to fully describe the solicitation.

Zearch Here (Code or Description)

First Prew hext Last

WARNING: YOU MUST SELECT THE COMMODITY CODE FROM THE DROP DOWN MENU.

To add Commodity Codes:

1. Start typing in the field at Search Here. This field has the type forward function where
you can enter the 5-digit NIGP commodity code or description.

= Step 3: Build Commodity List
Delete Commodity Commodity Description
il 20031 Hazardous Environment Clathing
Cla Add tem |
M1 Adhesives &And C .
First Pry 01014 Adhesives And C4 - Select a Commodity Code
10T Aluminum Foil, Etc!
1030 Bands, Clips, And Wires })\/élnsulatinn]
b Bid { 01038 Clips, Pins, Btc. (For Duct Inzulation))
Descripti 01041 Cork: Blocks, Boards, Sheets, Etc.
01056 Foam Glass: Blocks, Sheets, Etc.
01057  Foam-In-Place Insulation: Phenolic, Urethane, Etc.
0105%  Foam Plastics: Blocks, Boards, Sheets, Btc. Add a Commodity Code
1065  Jacketing (For Insulation): Canvas, Osnaburg, Etc.
. M0Te  Magnesia: Blocks, Sheets, Etc.
b Noti 41075 Mineralvwool Blankets, Blocks, Boards
Description : - i i
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Click on a commodity code from the displayed list to select it.




3. Click the Add Item button; the screen will refresh and the commodity will be added to
the Commodity List.

Step 4: Free Form Vendor (Optional)

Buyers can add vendors to the notification list here (for example, add the vendor who has
the current contract).

= Step 4: Free Form Vendors

Line WVendor Hame Contact Hame Email Address Phone Humber Fax Humber Method of Hotification

Delete Insert  Copy Paste  First Prev Mext Last |

Click the Insert link

to add a vendor

Click the Insert link and complete Vendor information as a appropriate.
After you have completed entering all the Free Form Vendors, you will be ready to publish
your ad.

Review the list of vendors that will be notifiec by clicking on the “View” and selecting
“Notifications”. The system will use your Commodity List and build the list of vendors.

If you need additional vendors then you will need to add more commodity codes.

Save/ Submit Advertisement
Complete your posting/advertisement by clicking the Save and Submit button:

| Meswe WYBO +  Edit Actions = Yiew .. * | Save & Submit Prirt Search Help

WARNING: Documents in the draft phase will not be published; only documents in the
submitted phase will be published.

Be sure to check to see that the status on your advertisement is “Submitted”. If it is in
“Draft” status then you either have an error or no commodity codes. Edit to correct.

VBO
Buyer Hame Humber Short Description Version Status Publish Date/Tii Phase Published ?
+ Angel Rodriguez 8R03-09 When you amend & posting in vbo, the publish date is automat 2 Cipen 0513109 05:00 PR Submitted Mo

Angel Rodriguer  ARDS-10 Draft Test Cipen 054 303 04:00 Ph Draft Mo

1

Angel Rodriguer AR091 41414 TESTING FOR ERRORS 1
Angel Rodriguer AR09141414  TESTING FOR ERRORS 2 Cancelled 030509 03:00 PME Submitted  Yes
1 Cloged 020709 0330 P i

Historical 0506/039 04:30 P Submitted Yes

Angel Rodriguez ARDI-3 Scenario 9 (Regression)

Page 3 of 3



