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Register and Log in to the ARPA Portal  
 

Navigate to the ARPA Portal: 

https://ncgov.servicenowservices.com/sp_arpa  

Figure 1: Login – Portal Home Page  

1. Click “Register” in the top right corner of the Portal.  

a. This will take you to the Registration Form.  

b. Populate the required information and “Sign Up”. 

 

 

Figure 2:ARPA Portal Registration Form 

https://ncgov.servicenowservices.com/sp_arpa
https://ncgov.servicenowservices.com/sp_arpa
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2. After signing up, you will receive an email to verify your account.   

3. Once you verify your account, you will receive an email to set your 

password.  

 

 

Figure 5: ARPA Password Reset Page 

4. Once you set your new password, you are re-routed to the ARPA Portal 

Home Page.  

5. Use the log in button at the top right. 

Figure 3: ARPA Registration Sign Up Message 

Figure 4:ARPA Email verification Message 
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a. Populate your username (sent via email) and your new password to 

log in and use the ARPA Portal.  

Create a Vendor Profile  
 

NOTE: You will need to submit a Certificate of Existence or a Certificate of 

Authority to do business in the State of North Carolina to Create a Vendor 

Profile.  

 

Please visit the link for more information on the Process for Obtaining 

Authentication and Authority Certificates. 

 
1. From the ARPA Portal – Home Page:  

a. Click “Create Vendor Profile” 
 

 

Figure 7: Create a Vendor Profile 

To see a list of Vendor Profiles already created and approved, click “Vendors” 

in the top right of the Portal Page. 

 

 

Figure 6:ARPA Portal Home Page 

https://www.sosnc.gov/divisions/business_registration
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NOTE: If you have already Submitted a DRAFT of a “Vendor Profile” and want 

to update or finish submitting your record, click “Update/Submit Vendor 

Profile” 

 

 

 

 

 

 

 
2. The “Vendor Profile” form will load.  

 

 
Figure 8: Vendor Profile Form 

a. Populate all required fields.  

i. Description for each field is found on Table 1.  
ii. Any field with “*” is a required field.  

b. Click “Submit Draft”  
c. Once clicked, you will see a message stating: 

 

 
Figure 9: Submit Draft Message 

d. Your page will re-load, now you can:  
i. Continue populating your Vendor Profile Form 
ii. If you don’t want to submit a completed profile yet, you can 

click “Save” at the bottom left of the form.  
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Note: If you want to complete a Vendor Profile at another time you can come 

back to it at any time from the “Update/Submit Vendor Profile” Link. 

 

Remember to click “SAVE” if leaving the form without submitting. 
 
 

Table 1: Vendor Profile Fields 

Question Description 

Enter Your PIN Enter your Federal Employee ID or Social 
Security Number 

Is your company registered through the 

electronic vendor portal (eVP)? 

Yes/No 

Vendor Number If ^ is yes, Enter your company's vendor 
number 

Company Name Enter company's legal name 

Company Aliases Enter any company’s aliases 

Company Physical Address Enter Physical Address 

Company Mailing Address Enter Mailing Address 

Company Phone Number Enter Company Main Phone Number (000-
000-0000) 

Company TIN/EIN Number Auto-populated 

Company DUNS Number Enter Company's Dun & Bradstreet 
Identification Number  

Company’s CAGE Code Enter Company's Commercial and Government 
Entity Code 

Point of Contact Enter Point of Contacts Name 

POC Phone Number Enter Point of Contact's Phone Number (000-
000-0000) 

POC Email Adrdress Enter Point of Contacts Email 

Does your company have appropriate legal 

authority to do business in the State of 

North Carolina? 

Yes/No 

Authentication and Authority Certificate If ^ Yes, Upload Authentication and Authority 
Certificate 

Identify minority certifications Choices: 
Historically Underutilized Business 
Certification (HUB) 
SBA - HUBZone 
SBA - SDB or 8(a) 
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HUB Subcategory If ^ HUB Selected:  
Disadvantaged Business Enterprise (DBE) 
Minority 
Female 
Disabled 
Veteran 

Ownership Percentage Auto-populated based on Company Owners 

Company Owners Table Add information on Company Owners and 
Percentage 

Company History (including date of 

establishment) 

Free text field 

Brief description of what company provides Free text field 

Company Objectives/Goals Free text field 

Mission Statement Free text field 

Brief statement of unique company qualities Free text field 

Provide a statement to explain how your 

company contributes to the health and well-

being of the community at large. 

Free text field 

In the last two years, has your company 

received a payment from the State of NC for 

contractual services rendered? 

Yes/No 

Has any data listed on the W-9 form 

changed?  

If ^ Yes, Select Yes/No  

Upload updated W-9 form If ^ Yes, Upload updated W-9 Form.  

Click to acknowledge that you have read the 

Vendor's Agreement 

Check this box before submitting.  

 
 

3. After the entire form is completed, there is an “Acknowledgement” field at 
the end of the form.  

a. This field is meant to be populated once all required fields are 
completed.  

b. When this is selected, the following message shows:  
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Figure 10: ARPA Vendor Profile Acknowledgement 

c. Click “Acknowledge” and then Submit Profile.  
d. You will get a confirmation pop-up regarding your Vendor Profile. 

 

 
Figure 11: Confirmation Pop-up Message 

 
4. After submitting the form, click “Okay” to be redirected to the ARPA Portal 

Home Page.  
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Submit a Vendor Prequalification Questionnaire  
 

1. From the ARPA Portal – Home Page:  

a. Click “Vendor Questionnaire” 

 

 

Figure 12: Vendor Questionnaire Button 

 

 

 

 

 

 

2. The “Vendor Prequalification Questionnaire” Form loads.  

 

a. Validate that the correct Vendor Profile is auto-populated.  
i. The Vendor Profile you created. 

b. Select the solicitation your company (Vendor) is applying for.  

NOTE: If you have already Submitted a DRAFT of a Vendor Prequalification 

Questionnaire and want to update/submit your record, click 

“Update/Submit Vendor Questionnaire” 
 

Figure 13: Vendor Questionnaire Form 
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3. Populate all other required fields.  

a. Description for each field is found on Table 2.  
b. Any field with “*” is a required field.  

4. Click “Submit Draft”  
5. Once clicked you will see the following message:  

 
6. You will be redirected to the Prequalification Questionnaire ticket view 

where you can:  
 

a. Click the “click here” link in the pop-up message to continue filling 
out your Questionnaire Form.  

b. Review status of your Form  
i. Notice it is in a “Draft” state.  

c. Click “Withdraw” if you wish to cancel this submission.  
7. If you select “Click here” to continue making edits to your Questionnaire, 

you will be redirected to the Questionnaire Form View.  
 

Note: You can access this Form View by clicking the “Update/Submit Vendor 

Questionnaire” Link from the ARPA Portal Home Page and selecting the 

Questionnaire you wish to edit/submit. 
 

Figure 14: Questionnaire Confirmation Message 
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8. The Vendor Prequalification Questionnaire Form View will show:  

9. From this view you can: 
a. Update your Vendor Prequalification Questionnaire  

i. Questionnaires are not editable after the “Closing Date” 
passes.  

b. “Save” the Questionnaire Record after making edits.  
c. “Clone” the Questionnaire Record for another solicitation. 

i. This copies over various field values into a new Vendor 
Questionnaire Form to facilitate another submission.  

ii. You will need to select a new “Solicitation” and corresponding 
“Commodity Codes”. 

d. “Withdraw” – click this to cancel this Questionnaire Submission.  
10.  After all required fields are populated you can populate the 

“Acknowledgement” Field.  
a. This field is meant to be “populated” once all required fields are 

populated.  
b. When this is filled, the following message shows:  

 
 
 

 
 

Figure 15: Vendor Prequalification Questionnaire Form View 
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c. Click “I Acknowledge” and then “Submit Questionnaire”. 

 
11. Once you click “Submit Questionnaire” you will see the following message:  

 

 
Figure 17: Submitting Vendor Questionnaire Message 

 
a. Click “Okay” 
b. After this, the page reloads to the Ticket View.  
c. From here you can review status of your Prequalification 

Questionnaire. Notice the state in now “New”. 
 

Figure 16: Acknowledgement Pop-up 
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Note: If you wish to come back to the “Ticket View” you can do so by clicking 

“Questionnaires” in the ARPA Portal Header Menu. (Located in the Top Right of 

the Home Page) 

 

From there you can select the Prequalification Questionnaire you wish to 

verify the status of. 
 

Table 2: Vendor Questionnaire Fields & Descriptions 

Question Description 

Bidding and Contracts 

Sector 

In what sectors does your company 

work? 

Select: 
Public 

Public non-profit 
Private non-profit 
Private for-profit 

Public Subcategory If Public ^ Selected: 
Federal 

State 
Local Government 

Industry 

In what industries has your company 

worked? 

Select:  
Public Administration 

Research 
Educational Services 

Healthcare and Social Assistance 
Services 

Professional, Scientific, or Technical 
Services 

Other 

Other If Other ^ Selected: Free text field. 

Contract Pricing 

What type of contract pricing has your 

company participated in over the past 

three years? 

Select: 
Lump Sum 

Time and Materials 
Fixed Price 

Reimbursement 
Auction/Bid 

Other 

Other If Other ^ Selected: Free text field. 
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Bidding Experience 

What type of bidding have you 

participated in over the past three years? 

Select:  
Competitive Contracts 

Non-competitive Contracts 
Competitive Grant Contracts 

Non-competitive Grant Awards 

Master Contracts Experience 

Has your company ever been awarded a 

master contract with a not-to-exceed 

amount? 

Yes/No 

Relevant Experience 

Confidential Relevant Experience Checkbox 

Select the Commodity code for which you are seeking Prequalification 

Commodity Codes Multiselect box 

The following questions are relevant to the Job Class Selected 

Within the last three (3) years, have you 

(or your company) performed contract 

work in the job class selected? 

Yes/No 

Number of Project Performed If ^ Yes, Enter the number of projects 
performed in the last 3 years 

Average of Project Duration If ^ Yes, Enter the average duration of the 
projects performed 

Average Contract Value If ^ Yes, Enter the average contract value 
of the projects performed ($0.00) 

Projects 

Company Name Enter the Company name 

Contract Description Enter a brief description for the contract 

Contract Designation Enter a brief description for the contract 

Contract Value Enter the $ value of the contract ($0.00) 

Contract Date MM/DD/YYYY 

Customer POC and Contact Information Enter your point of contact number and 
contact information 

Company POC Enter the name of the person charged 
with overseeing the project 

Project Experience   

Did your company experience 

performance issues resulting in the 

Yes/No 
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issuance of a notification to cure, other 

corrective actions? 

Describe the actions taken by your 

company to correct performance 

deficiencies 

If ^ Yes, Free text field. 

 
 

 


