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A list of contract available for bidding will be generated with 
various “Links“ 
 - Contract Number 
 - DBE Commitment/Good Faith Effort 





This page contains general information regarding 
the E-Bidding Portal and DBE 
Commitments/Good Faith Effort Documents. 
 - Language on this page could be revised after 
  system is “live” so please re-review. 
 - Link at the bottom of the Info page takes you 
  to the Log-in/Registration page of the portal.  
  Reads as follows: 

 
Continue to Logon E-Bidding Portal 





Registering for the first time as a “user” in the 
Portal:  
  Admin. Services MUST provide you with 

 your  companies random hash number from 
 the CDA; 

  The random hash number is your 
 Registration # for the DBE Portal; 

  Multiple people within your company can 
 register in the Portal; 

 



Type in the Registration # and click on the green check 
mark. 





Must type in BOTH security words! 



Once registration is confirmed, you will be brought 
back to the Log-in/Registration Window. 
 - Enter PORTAL User Id and PORTAL Password, 
  click “Login”. 



NOTE 



The list of Contracts you have purchased Bid Sets 
on will be listed. 
 
NOTE: Submittal Status column - Information 
seen here will identify if you or others in your 
company have submitted DBE/GFE info, entered 
info but not yet submitted, or if the contract 
number is newly listed. 
 
Click on the “Contract Number” link you are 
interested in submitting DBE/GFE info on. 



IMPORTANT 



The Bidder – DBE Information window will come up 
and provide the following: 
 Contract Info section gives specifics about the project. 
 Status section tells you who is signed in; 
 bid amount (IMPORTANT: You must type in your bid 

amount from CDA and make sure it reflects any changes to 
your bid); 

  calculates percentage and dollar amount of DBE; 
  provides submittal information, and how long until the DBE 

commitment is due. 
 DBE Participation List tab is where you will enter DBE’s 

for your bid. 
 Documents tab is where you can attach GFE documents 

and Confirmation letters. 
 Log tab is where you can track all submittals. 

 



To add a new DBE Vendor/Commitment, click on the 
“Add new DBE Commitment” link  
 (located below the DBE Participation List tab) 
and a new “DBE Commitment Information” window 
will open up. 
 





A. Select a DBE firm from the drop down menu to enter into the 
DBE Name field. 

B. License # (Contractor’s board License #) is not a required field 
but strongly encouraged. This is an alpha/numeric field. 

C. Dollar Amount is required and is the amount of the TOTAL DBE 
commitment. 

D. Certification # will automatically populate when the DBE vendor 
is selected. 

E. Supplier is a “check box” option. As stated, if checked, the system 
will AUTOMATICALLY only count 60% of the amount entered 
in the Dollar Amount field. 

F. Bid Item #’s must be selected from the drop down menu.   
1) (DO NOT TAB OR ENTER AS THIS WILL DELETE YOUR ITEMS).  

Click each item needed and click outside the field to keep the selection. 
G. Work Description – make sure you list ALL work and identify 

PARTIAL work.  (Pay attention to NOTE at bottom of window).  
Hit Save button. 

H. Spell check available for Contractor’s convenience. 



A. DROP DOWN 



B. 
C. 

D. 

F. 



G. 

H. 

NOTE 





Changes to Info Page: 
 See Note above the Status section letting you know 

“Changes Pending Submission”. 
 Percent of DBE Participation has been calculated. 

 PLEASE NOTE FOR THIS EXAMPLE THE DBE 
PARTICIPATION IS STILL UNDER THE DBE GOAL 
FOR THE PROJECT SO IT APPEARS IN RED. 

 Dollar amount of DBE Participation has been 
calculated. 

 Submittal Date status is still pending so it appears 
in RED. 

 Can view, edit and/or add to the list of DBE 
vendors. 



At this point, if you decide to add additional DBE 
vendors or edit the existing vendor to meet the 
goal, follow the previous steps by clicking on the 
“Add new DBE Commitment” link. 
 
If you will be submitting Good Faith Effort (GFE) 
documentation to complete your bid as outlined 
in 49 CFR Part 26 Appendix A, you will need to 
have all of your documents scanned as .pdf files 
for Advertisements, Quotes and Miscellaneous; 
 - Click on the “Documents” tab. 





 Click on the Folder you want to submit GFE 
info for such as Advertisements. 

 IMPORTANT:  YOU MUST SELECT THE 
FOLDER YOU WANT BY CLICKING ON IT, 
THEN CLICK THE “FILE” BUTTON WITH 
THE GREEN UP ARROW TO BEGIN 
UPLOAD PROCESS. 
 A new window will come up for you to select your 

.pdf file by Browsing, click the ‘upload’ button when 
correct or ‘reset’ if necessary. 

 A confirmation window will come up verifying the 
correct name and size of the file, click the “ok” 
button. 



NOTE:  If no File Folder or Attachment has been 
selected, an error window will come up. 
 

NOTE 



Click, 
“Browse”, 
select file, 
‘upload’ if 

correct. 



Verify file 
name and 
size, click 

“ok”. 



Make sure to click on the File Folder you want to 
upload a document into: 
 i.e.: Advertisements, Quotes or Miscellaneous 
You will either get an error message asking you to 
select a file or you will upload to the wrong one. 
 





Aha! 
To submit 

or not 
submit?! 





To add additional DBE’s – click on the “DBE Participation 
List” tab; 
 - Click on the “Add new DBE Commitment” link, and 
  enter as many (or edit existing) DBE’s as necessary. 
 



- Goal has not been met and/or exceeded 
- Another DBE vendor has been added. 
NOTE:  change has not been submitted to NDOT yet. 
 

NOTE 



Aha! Aha! 
Meets the Goal. 
Everything else 

submitted?! 



-Confirmation window will inform you everything was submitted successfully. 
-- Red Note: Changes Pending Submission will disappear. 
-- Submittal Date: will reflect current information. 
-- Click “Print Submittal Packet” button to print or save: 

-NDOT BIDDER  - DBE INFORMATION (052-050)  
--ALL GFE documents submitted, including confirmation letter 

 



 





E-BIDDING PORTAL TRAINING 
for 

BIDDER’S PREFERENCE 
Provided by Contract Services 

(775) 888-7070 
Jenni Eyerly 



State Funded contracts with Contract Cost Range greater 
than $250,000 are eligible for Bidder’s Preference.  To 
qualify for Bidder’s Preference the prime contractor must: 
Have a valid Certificate of Eligibility; and 
Submit a Bidder’s Preference Affidavit (Preference Bidding 
Certification) 

 
 + 

= 
Bidder’s Preference 



From the Portal home page, click on the “Certificate of Eligibility (COE)” link. 
a. Click on the green and white plus sign to “Add new COE” 
b. The “Contractor’s License” and “Cert Expiration Date” fields on the right side of the 

screen will outline in red.  Enter the license number and expiration date 
 (Note: it is the Contractor’s responsibility to enter this data correctly.  Incorrect data 

could make it look like your Certificate is valid when in fact it isn’t) 
c. Click “Browse”  and select a pdf image of the certificate.  
  (Note: it is the Contractor’s responsibility to select the correct pdf image.  NDOT 

will verify the certificate based on the pdf images submitted)  
d. Click “Submit” to upload the certificate. 

a. 

b. 

c. 

d. 



You may need to update a certificate: 
 
• When a Certificate of Eligibility (COE) is about to expire or has 

expired 
      (Note: The user will receive a warning message on the home page) 
 Add a record…. Do not delete the old certificate 
 
• If incorrect information is entered  
  Delete the entire record and add a new corrected record 
 
• If an incorrect file is uploaded 
  Delete the incorrect file and upload a new corrected pdf  file 
 



a) To delete a record, highlight the incorrect record and click on the “Delete Record” 
button.  Note: Do not delete an expired COE, just add the new COE record 

b) To delete a pdf file, click on the record on the left pane.  The .pdf file will be visible in 
the right pane.  Click on incorrect pdf file name and click on the “Delete File” button. 
 Once the file is removed, the “File Name” field will turn red.  Click on the 

“Browse” button to choose a new pdf image. 

b. 
c. a. 

b. 



Contracts subject to State Bidder’s Preference will show on the Portal 
home page with their contract number followed by “Bidder’s Preference 
Affidavit” 
 
 
 
 
 



Select the contract for which the affidavit is to be submitted. 
a. The “Status” pane shows the time remaining to submit an affidavit. 
b. To upload a file click on the green up arrow button.  The 

“Attachment Form” box appears.  Click “Browse” to choose a pdf 
image of the affidavit.   

c. Submit the affidavit to NDOT by clicking “Submit to NDOT”. 

 

a. b. 

c. 



d. Once submitted the “Status” pane will change to show the Affidavit 
was submitted. 

 
Note: The successful contractor will be required to submit the original affidavit with 
their executed (signed) contract documents…. keep the original affidavit until the 
contract is awarded. 

d. 



QUESTIONS? 
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