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Open your internet browser & go to: 
https://www.ips.state.nc.us/ips/agency/logon.asp 

Enter your user ID & password & click the submit button 

https://www.ips.state.nc.us/ips/agency/logon.asp
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Posting Tabulations to the Internet  

Click on Bids Under Review 
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Posting Tabulations to the Internet  

Click on the Tabulation button for the bid you need to 
tab 
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Posting Tabulations to the Internet  

For this bid, we will use the Post All Items option. Be 
sure to select the option and click on the Update 
option before clicking on the Add Items option. 
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This screen allows you to enter the item. If tabbing more than 10 items, we suggest using a zero in 
front of the single digit number to keep the items in numerical order. Enter your Item number, 

Quantity, Unit, and Item Description. When the Manufacturer/Model option is checked you will have 
to enter the manufacturer & model for this item for EVERY vendor. For this bid, we will not use this 

option. Click on Add More Items button. 
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Once again the same screen allows you to enter the next item. Enter your Item number, Quantity, 
Unit, and Item Description and check the Manufacturer/Model box if necessary. When you are 

finished adding items click on the Submit button. 
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Click on the Bid Tabulations option. 
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Enter the Vendor Number or Company Name. For this bid, we will 
enter vendor numbers. If the vendor number is in the system, the 

vendor information will automatically appear. If the vendor is not in 
the system, you will have to manually enter the vendor name. Click on 

the Next button. 
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Enter the delivery. Again, if the delivery on a bid is 10 days or more, we suggest using a 
zero in front of the single digit day to keep the items in numerical order. Check the 

Partial Bid box only if the vendor is only bidding on a select few items. Click on the Add 
Tabulation button. 
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Enter Unit Price. When you press the tab key on your keyboard, the 
Extended Price will automatically appear. Click on the Next Item 

button. 
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Enter Unit Price. When you press the tab key on your keyboard, the 
Extended Price will automatically appear.  Even though this is our last 

item, click on the Next Item button. 
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Click on the Next Vendor button to add another vendor. 
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Enter the Vendor Number or Company Name. For this bid, we will enter vendor 
numbers. If the vendor number is in the system, the vendor information will 

automatically appear. If the vendor is not in the system, you will have to manually 
enter the vendor name. Click on the Next button. 
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Posting Tabulations to the Internet  

Enter the delivery. Again, if the delivery on a bid is 10 days or more, we suggest using a 
zero in front of the single digit day to keep the items in numerical order. Check the 

Partial Bid box only if the vendor is only bidding on a select few items. Click on the Add 
Tabulation button. 
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Enter Unit Price. When you press the tab key on your keyboard, the 
Extended Price will automatically appear. Click on the Next Item 

button. 
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Enter Unit Price. When you press the tab key on your keyboard, the 
Extended Price will automatically appear.  Even though this is our last 

item, click on the Next Item button. 
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Note that comments will not show to the public: they are for filing purposes 
only. Click on the Completed button to finish the tabulation. 
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A screen will now appear so you can view the vendors & their bid information. Click 
on the Browse option. 
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This screen allows you to view your tabulation in a number of different ways. Click on the 
Sort By Vendor option to view all  vendors listed in alphabetical order. 
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Click on the Sort By Total Price option to view all  vendors lowest to highest price. 
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Click on the Sort By Delivery option to view all vendors from fastest to slowest 
delivery. 
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This is the screen for the Sort By Item Amount option to view each item & the 
vendors listed from lowest to highest price for that particular item. 
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Click on the Print Public Tab option to view each vendors minus the Comments field. 
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Click on the Post Tabulation to Internet box to check it & click on the Submit button to 
post this tabulation to the internet. 
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Now go to the public menu to make sure your tabulation is posted. You MUST know 
the bid number in order to view the tabulation. Click on the Search by Bid Number 

option. 
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Enter the bid number you wish to search for & click on the search button. 
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This is the screen public users will see when viewing the tabulation. 
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Posting Tabulations to the Internet  

Open your internet browser & go to: 
https://www.ips.state.nc.us/ips/agency/logon.asp 

Enter your user ID & password & click the submit button 

https://www.ips.state.nc.us/ips/agency/logon.asp
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Click on Bids Under Review 
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Posting Tabulations to the Internet  

Click on the Tabulation button for the bid you need to 
tab 
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For this bid, we will use the Post Vendor Totals Only option. Be sure to select 
the option and click on the Update option before clicking on the Add Items 

option. 
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Enter the Vendor Number or Company Name. For this bid, we will 
enter vendor numbers. If the vendor number is in the system, the 

vendor information will automatically appear. If the vendor is not in 
the system, you will have to manually enter the vendor name. Click on 

the Next button. 
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Enter the delivery, Partial Bid box ( if applicable), Total Bid Amount & Comments. Note 
that the comment field will not show to the public. Click on the Next Vendor button to 

add another vendor. 
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Enter the Vendor Number or Company Name. For this bid, we will enter vendor 
numbers. If the vendor number is in the system, the vendor information will 

automatically appear. If the vendor is not in the system, you will have to manually 
enter the vendor name. Click on the Next button. 
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Enter the delivery, Partial Bid box ( if applicable), Total Bid Amount & Comments. Note 
that the comment field will not show to the public. Click on the Completed button 

when finished adding vendors. 
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A screen will now appear so you can view the vendors & their bid information. Click 
on the Browse option. 



10/9/2013 

Posting Tabulations to the Internet  

This screen allows you to view your tabulation in a number of different ways. Click on the 
Sort By Vendor option to view all  vendors listed in alphabetical order. 
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Click on the Sort By Total Price option to view all  vendors lowest to highest price. 
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Click on the Sort By Delivery option to view all vendors from fastest to slowest 
delivery. 
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This is the view of the Print Public Tab option to view each vendors minus the 
Comments field. 
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Click on the Post Tabulation to Internet box to check it & click on the Submit button to 
post this tabulation to the internet. 
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Now go to the public menu to make sure your tabulation is posted. You MUST know 
the bid number in order to view the tabulation. Click on the Search by Bid Number 

option. 
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Enter the bid number you wish to search for & click on the search button. 
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This is the screen public users will see when viewing the tabulation. 
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