
STEP-BY-STEP GUIDE 
BID PROPOSAL CREATION 

• The aim of this guide is to show the vendor, step-
by-step, how to submit a response to an ACPS 
solicitation. 

• This guide is a handy tool to follow while 
submitting a proposal. 

• This guide is not a substitution for a proposal 
submission. 

 
For additional assistance, please contact 

vsshelp@acps.k12.va.us  

mailto:vsshelp@acps.k12.va.us


PAGE ONE AFTER VSS LOGIN 



SEARCH FOR BIDS 



OPEN BIDS & DUE DATE 



Important Bid Information 



BID ON SERVICES PER LINE ITEM 

For RFPs, put $1 on one line item to proceed to the next page, as 
cost is not a determining factor. 



BID PROPOSAL ATTACHMENTS 



BID VERIFICATION 



PROPOSAL SUBMISSION 


