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North Dakota Approved Bidder SPO ONLINE INSTRUCTIONS 

 
1. To begin go to SPO Online. 
2. This is the Bidder Services Main Menu.  Click the “Log In” link under “My Registration”. 

 

 
  

 

3. Click the “Register Now” button 

 

 

https://apps.nd.gov/csd/spo/services/bidder/main.htm
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4. Complete the online registration questions. 

 

 
 

5. Scroll to the bottom and check the “I agree” box.  Then click the “Create Account” button. 
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6. If your login was setup successfully, you will get the following message: 
 

 
 

7. If you used an email address that was already registered to use North Dakota online services, you will 
receive the following message: 
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I haven’t registered with the State Procurement Office before, why would I get this message? This login 
registers the email address provided for State of North Dakota online services (not only the State 
Procurement Office but other state agency services as well for example, Game & Fish.) 

You will need to select the desired course of action and click the Continue button. Depending on your selection, 
you may need to re-enter information. Once you have successfully created your login you may continue with the 
steps below. 

8. Close all internet browser windows. Depending on your internet security settings, it is important to close all 
browser windows to ensure you can access live pages instead of cache pages. 
 

9. Open your internet browser and go to the Bidder Services Main Menu at the following 
URL: https://secure.apps.state.nd.us/csd/spo/services/bidder/main.htm 
 

10. Click “Request Authorization” link under My Registration. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://secure.apps.state.nd.us/csd/spo/services/bidder/main.htm
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11. Enter the login and password you created in Step 8. You will be directed to the Request Authorization Code 
page. Enter your company contact information below. For vendor number, please use the vendor number 
provided on your Bidder Registration Confirmation e-mail. If you are unsure of your bidder number, use our 
online bidder search or call the State Procurement Office at 701-328-2683. Keep your vendor number handy as 
you will need this number in subsequent steps and may be requested when you respond to solicitations. Please 
note, you must enter the Federal Identification Number or SSN that you provided on your Bidder List Application 
form. If you do not provide the correct FEIN or SSN number, your online authorization request will be rejected. 

 

 
 

12. You will receive confirmation of your request. You may click the Main Menu button to return to the Bidder 

Services Main Menu to use the public functions of the SPO Online system (Search options, Solicitation options 

and List Contracts.) You will need to wait until you receive the letter by postal service to enter your 

Authorization code to activate your login to maintain your registrations. If you have questions, please contact 

the State Procurement Office at 701-328-2683. 

 

 
 

 
 

 

https://secure.apps.state.nd.us/csd/spo/services/bidder/searchBidder.htm
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After you receive your Authorization Code letter: 

1. Using your Internet Browser, return to the Bidder Services Main Menu at 

https://secure.apps.state.nd.us/csd/spo/services/bidder/main.htm 
 

Click “Maintain Registration” link under “My Registration.” 
 

 
 

2. Enter your Vendor Number (as provided on your Bidder List e-mail confirmation or see more options above in 

Step 12) and the Authorization Code provided on the State Procurement Office Letter. 

 

 
 
 
 
 
 
 
 
 
 
 

https://secure.apps.state.nd.us/csd/spo/services/bidder/main.htm
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3. Once you have successfully entered your vendor number and authorization code, you will receive confirmation. 

Close all internet browser windows. 
 

 
 
 

4. Please refer to the State Procurement Office Vendor Manual for instructions to maintain your bidder profile. 


