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         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) 

 

 

Step 1: General Information 

 

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. 

 
 

Select ARRA 
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Step 2: Add/Remove Attachments 

 
Use the Attachments button to add the solicitation files.  There are no restrictions on the 
type of document (PDF, Word, Excel, etc.) that can be attached. 

 

WARNING: Each document should be smaller than 5MB. 

Step 3: Build Commodity List 

 

 
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. 

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.  
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

2. Click on a commodity code from the displayed list to select it. 

Select a Commodity Code 

Add a Commodity Code 

Start typing 

Select to add 

Attachments 
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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). 

 

 

 
 
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: 

 

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. 

 

Click the Insert link 

to add a vendor 


