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ELECTRONIC RESPONSE 
The State Procurement Online (SPO) system offers the option for vendors to submit their solicitation 
responses electronically. This section outlines the steps to allow an electronic response from a vendor. The 
SPO templates for bids and proposals have also been updated with language for allowing an electronic 
response to a solicitation.  
 
Enabling Electronic Response When Issuing a New Solicitation  
Electronic response can be enabled when creating a solicitation. Log into SPO by going to 
https://intranetapps.nd.gov/csd/spo/services/login.htm and click on “Issue New Solicitation”. Complete 
the information requested in the Issuing Agency and Details section. You will see a checkbox for “Enable 
Electronic Responses” as shown below: 

 

 
 

If you wish to receive electronic responses, place a checkmark in the “Enable Electronic Responses” box. 
The remaining screens to create a solicitation have not changed. 

 

Enabling Electronic Response after a Solicitation Has Been Issued  
Electronic response can be enabled after you issue a solicitation, as long as it is enabled before the 
closing date and time. Log into SPO by going to https://intranetapps.nd.gov/csd/spo/services/login.htm 
and click on “List Solicitations”. Locate the solicitation and click on “Amend”.  You will see a checkbox for 
“Enable Electronic Responses” next to the “Solicitation Closes” input box as shown below: 

 

 

https://intranetapps.nd.gov/csd/spo/services/login.htm
https://intranetapps.nd.gov/csd/spo/services/login.htm
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Place a checkmark in the “Enable Electronic Responses” box.  

You will need to issue an amendment to provide information about allowing electronic response (click on 
“Add Attachment” under the Attachments section). 

  

Viewing Electronic Responses before Closing Date & Time 
You will be able to view limited information as vendors submit electronic responses. Log into SPO by 
going to https://intranetapps.nd.gov/csd/spo/services/login.htm and click on “List Solicitations”. Locate 
the solicitation and click on “View”.  You will see a section for Responses if you enabled Electronic 
Responses.  

 

 
 

As responses are submitted electronically, the Response queue will populate as shown below: 

https://intranetapps.nd.gov/csd/spo/services/login.htm
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Since the closing date and time has not been reached, you will not be able to view any of the responses. 
This screen can be used if you receive calls from vendors wanting to confirm that their electronic 
response has been received.   

 

Opening Electronic Responses after Closing Date & Time 
Once the closing date and time has been reached, you will be able to access all electronic responses. Log 
into SPO by going to https://intranetapps.nd.gov/csd/spo/services/login.htm and click on “List 
Solicitations”. Locate the solicitation and click on “View”.  The Response Queue will now have a “View” 
option as shown below: 

 

 

 

https://intranetapps.nd.gov/csd/spo/services/login.htm
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Once “View” is clicked (see Note 1 above), you will be prompted to Open or Save the documents as 
shown below.  SPO recommends selecting the “Save” option and saving to your procurement folder.   

 
 

If the company has submitted multiple files (they have the ability to submit up to five), you will see 
multiple entries from the same company (see Note 2 above).  

 

The system will automatically remove the response files after 60 days or when the solicitation is archived, 
whichever comes first and they will no longer be available for download. 

 

If you have any questions about uploading or reviewing a response file, please contact the State 
Procurement Office.  

 

*Please note the upload response feature is not available for a Best and Final Offer (BAFO) request. 
Vendors will either need to email the response to you or mail a hard copy. 

 

 

Note 1- Click 
“View” for each 

response 
 

Note 2- Indicates 
multiples files submitted 
from Company TestRight 
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