
 
Update Regions of Interest and Classification Codes to ensure that your organization is able to take full advantage of the eRFP system’s 
notifications. Commodity or classification codes are codes used to identify products or services purchased or sold. Follow the steps 
below to receive notifications. 

 

  LOG IN  
 

Go to www.sccprc.org/eRFP, scroll down to the bottom of the page and 
click Sign In.  

Then, click the appropriate sign in tab labeled “New BidSync Basic” ONLY 
if you created your account after September 20th, 2018. 

On the homepage, hover over the My Account tab located in the upper 
right-hand side of the page and a menu will drop down. 
 
Click on Bid Profile to manage your Keywords, Notifications, and NIGP 
Codes.  
 
 
 
 

  MANAGE YOUR NOTIFICATION SETTINGS 
 
When the Bid Profile page is displayed, scroll down to the Notifications banner and slide the button to the 
right to ensure that you are receiving all notifications about bids that pertain to the goods and services your 
company provides.  

 
 
 
 
 

 
*Please note, All County of Santa Clara solicitations will be available with a free subscription for you to browse. However, you will only 
receive notifications for bids that are “best match” based on the keywords and NIGP codes you select.  

 

 MANAGE YOUR KEYWORDS 
 
This feature allows you to add keywords to your account to assist you 

in receiving accurate and relevant bid notifications.  

Click the pen icon in the right hand corner and a pop-up window will 

show up.  

Enter one keyword at a time in either “Enter Keywords” or *“Add 

Negative Keywords (Optional)” and click the add icon.  

*You can avoid unwanted bid notifications (i.e. goods or services not 

relevant to you) using negative keywords. 
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 MANAGE YOUR CLASSIFICATION CODES  
 

NIGP codes can be selected or changed by the following: 
 

(1) searching using a keyword,  
(2) searching for specific NIGP codes, or  
(3) browsing through NIGP codes by expanding NIGP code 

categories.  
 
Click the pen icon on the right-hand corner to edit. This pen icon will 
open a pop-up window and allow you to search and add or delete NIGP 
codes from your account. 
 

OPTION 1. KEYWORD SEARCH  
 

To search for NIGP codes to add to the account, type a keyword into 

the search bar. Various NIGP codes will be available under the search 

bar based on your searched keyword. 

 
 
 

OPTION 2. NIGP CODE SEARCH 
 
When searching by specific  NIGP codes, the NIGP code must be entered 

exactly as it would appear in the search results. Enter one NIGP code at a 

time and the corresponding NIGP code will show up on the right-hand side. 

Click SAVE before exiting out of this window.  

 

 

OPTION 3. BROWSING CODE CATEGORIES 
 

Explore options for available code categories on the left side of the pop up box. 

Click the ARROW on your desired category to expand the subcategories.  

When all of the desired NIGP Codes have been selected, move to the lower part of the 

pop up box and click SAVE. 

TIP: The key to selecting the correct classification codes is to take sufficient time to explore the 

codes and only select codes that describe your business and the goods or services you provide.  

TIP:  The County recommends ongoing, regular maintenance of your eRFP account. Monitor your 
notifications to ensure that the bids that you are receiving notifications for are accurate and in line 
with the goods or services your business offers.  
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 MANAGE YOUR REGIONS OF INTEREST 

To edit the regions of interest, click FLITERS on the upper left-hand side of the window and a drop down menu will open. 
 
You may search on-going solicitations using Keywords, States/Provinces, and Bid End Date. As well as eliminate any solicitations in 
your search result by using Negative Keywords. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TIP: For County of Santa Clara solicitations, ONLY select “CALIFORNIA” in the States bar and “County of Santa Clara” in the Keywords 
bar for your state and region of interest. Then, click SEARCH! 

 
 
 
To save your search for convenience, please 
follow the steps below: 
 
Click SAVE SEARCH and a pop up window will 
show up. 
 
Name your search and click OK. 
 
Your search will be saved in upper right-hand 
side of the page called SAVED SEARCH. 
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