Periscope

Registering a Vendor Account on BidSync

Listed below are steps to register an account as a supplier (or vendor) for FREE with BidSync. Any additional
guestions or, for immediate assistance, please contact BidSync Vendor Support at 800-990-9339 or at
support@bidsync.com.

1. Register Now
Navigate to www.bidsync.com to register a FREE supplier account.
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2. Account Information
Enter the e-mail to associate with the account, choose a password (must have at least 8 characters with
at least one letter and one number) and confirm the password.


http://www.bidsync.com/

Account information
Have an account already? Don't have an account?

Login Create an account, 1t's quick and simple

E-madl ! Usemame E-mail

Craate Account

3. Click on ‘Create Account’
You will be navigated to the next page to enter some basic information about you and your company.

4. Tell us about you
Enter your information. Required fields include the contact’s name, company name, phone number, zip,
and how you heard about us. Select ‘Next’.

Tell us about you
ex T

Job title o~ How did you hear about us?

Select bl Choose One bl |




5. Tell us about your business
Required fields include the vendor’s primary industry and at least 1 keyword. Keywords will
automatically assign some NIGP codes to your profile (you will be able to edit your NIGP codes in your
account once your registration is complete.)
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6. Click on ‘Finish Registration’
Congratulations! You are now registered as a vendor with www.bidsync.com. You will be redirected to

the following page.

Thank you for the registration. You are now being redirected to our application.

If you are not redirected login here

7. Accept the Terms and Conditions
You must Read and Accept Terms and Conditions* to access your account or to participate electronically
on the bids.


http://www.bidsync.com/

BidSync Terms and Conditions

Terms of Use Acceptance Reguired
SUPPLIER USER AGREEMENT

Below are the terms and conditions under whech you (as a Suppiier) may
have access to our online auction system to respond to requests for
quetes, proposals and informaticn, By accessng our system, you agree to
these terms and conditions,

We may amend this Agreement at any time by posting the amended terms
on our site. Except as stated below, all amended terms will automatically
be effective ten (10) days after they are intially posted on cur site. Thes
Agreement may not be otherwise amended except in writing signed by you
and us (BidSync; hereinafter referred to as "BadSync”),

1. Eligibility. The BidSync system s avadable only to indrviduals
and entties that can form legally binding contracts under applicable law,
Without kmating the foregomng, our system is not svailable to minors
(under 21 years of age) or to those suspended from its use. If you do not
Qual fv, pease do not use our system. Furthermore, you may not assgn
or transfer your account or user identification with us to any other party.

1 have read the Terms and Conditions

[ tAccon | [ 1Deckne |

NOTE: You will receive a notification once your account has been activated. If you did not receive a
notification, please contact BidSync Vendor Support at 800-990-9339 or support@bidsync.com. If you

do not accept the Terms & Conditions you will not be able to access the system.

*If you close your browser or the webpage after submitting your registration, navigate to www.bidsync.com and login via the
‘My Account’ link to access your account and update your information. If you haven’t accepted the Terms & Conditions already,
you will be prompted to do so upon your next login.


mailto:support@bidsync.com

Managing a Registered Vendor Account

Once you login, you will have access to your Company Profile where you can update or add any additional
information to your account. Review your Company Profile to make sure you are providing the most accurate
picture of your business.

You can navigate through the tabs to review and update information related to your account.

1. Classifications
Select classifications, if desired, in order to receive notifications about additional bid opportunities
related to your industry. The following pagewill appear upon login until your classifications have been
updated. Classification codes will ensure your ability to be notified about bid opportunities that match
your industry.

Enter keywords to update your company’s classification codes.

Company profile Download company profilc
Company profile
My userinfo
I General Info | Business | Owmers. | Insurance | i I s i I
Admin
Manage catalogs N
Regions
Tools
| NIGP. I UNSPSC classil I G i I v -

No classifications selected

You have not selected any classifications for this user
- Classifications must be selected to easily retrieve relevant
SULHCE G ion solicitations for bids from the BidSync system. If you do not
select classifications, you willnot receive notifications for any
solicitations for bids which may be of nterest to you

Agency types
Do not show again [ o |
¥ school District M Municipality M Federal
M university/College ¥ Gommunity College M Private
¥ state M PortrTransit Authority M Military
& county M other ¥ Builders Exchanges

Manage primary industry

Please select the code calegory that best represents your company’s industry:

[ Financial, and Services v

Edit keywords
You may edit the individual keywords that were entered when you registered. These keywords should describe your
business and ts offerings. Gonsider using terms that will help state buyers and potential business partners find your

business when they search for vendors offering the services they need. Your keywords will be imited to 255 characters.
‘You can update your keywords at any time in your Company account panel

[ASSESSMENT |13 [ |13 [ 13
\ Lo Lo P

Click either ‘OK’ or ‘Do not show again’ and you will see the following screen:

Company profile

Company profile

My user info
GeneralInfo | Business | Owners. ificati c ions || Quali
Admin
Manage catalogs .
Regions
Tools
NIGP classifications | UNSPSC ificati csi ification: NAICS

Update the Regions where you want to do business, the type of Agencies you will be notified about,
your primary industry, and keywords.



2. General Information
Enter your FEIN # and other information about your company on the General Info. page.

Company profile

Company profile
My user info
[“Goneratoro | musimess | owners | | wotncatons | ciassimecanons | cuamcanons ||

Admin
Manage catalogs General business information
Tools Main contact: Name: Kari Carman Select main contact
Messages Phone: 801-990-9338

Email: imakari. cme@amail com

Edit

=Company name: [Test Test

=Company address: [

(

*Company city: | American Fork

*Company zip: [34003

“Company Region: [Ufah v]

Company phone number: [351.990.9339 I

*Company time zone: \Muunlain Time (US & Canada) v|

Company website: [ l

Description:

DUNS: [ l

FEIN:

SSN: [ l

3. Business
Any information about the business end of your company can be updated on the Business tab of your
Company profile. Add your Legal Entity, DBA, or additional Business information on the page.

Company profile

Company profile

Iy user info

e IGmerallmnIaninessIOwnersI I i Ir ificath Ir —— .
Admin

IManage catalogs Business profile

Tools

Vendor legal entity name: | ]

Business function: |Select business function v

DBA names: | || Add DBA name

IMessages

Main NIGP Code: € | | Find code
Business registration type: [Select type v
State of ion: [Alabama ~]

We suggest you upload Upload registration certificate
certification of registration:

Date founded: .

Number of employaes: | ]

Annual revenue: [Select range ~]

Additional information
wo: Upload wd

Agencies regi with: @ | | [(Addagency
Notable contracts: | Add contractinfo
References: | Add References




4. Owners
Information about company ownership can be updated and maintained on the Owners tab.

Company profile

Company profile

My user info

o | Genemaiinfo | Business | Owners | Insurance | Noffications | Classifications | Quaifications |
min

Manage catalogs Company ownership

Tools Please list Owners and Ownership Interest. Ownership Interest must total 100%. Sole Proprietorships must only have one

Messages Owner.

You may upiosd documentstion with ownership informstion i you choose.

Upload ownership information
Add owner info manually

| First name Last name Title Percent Edit Delete |

| No records found. ‘

Organization chart

Upload org chart
Add employee manually

| First name Last name Title Resume Edit Delete ‘

| No records found ‘

5. Insurance
Information about your company’s insurance policy can be added to the Insurance tab.

Company profile

Company profile
Iy user info

| General Info H Business ” Owners ” H i i H Classil i H Qualif i ‘
Admin

IManage cataloos Insurance information

Tools

Messages ‘We suggest that you upload an insurance acord from your insurance provider.

Upload insurance acord

Employers liability insurance: $|—‘
Comprehensive general liability: $|—‘ per occumence

Comprehensive automobile liability: $|—‘

Professional liability insurance: $|—‘

Injury and damage insurance: | | percccurence Bodiy

Injury and damage i : g | percocumence Propery

Umbrella policy: $| ‘

e

6. Notifications
You can manage the type and frequency of notifications you receive from BidSync on this tab. You can
also manage the type(s) of agencies to receive notifications for using the settings on this page.



Company profile

Company profile
My user info
IGeneraIlntoIm;inessIOwnersI l ificati If" i If‘

Admin
IManage catalogs Notification settings: Agency types
— Check the type(s) of agencies with which you want to work.
Messages

[ school District v Municipality Federal

[ University/College [ community College Private

¥ state ¥ PortfTransit Authority Military

[ county [ other Builders Exchanges

Notification type & frequency

Please add notices@bidsync.com to your address book to prevent spam filters from blocking them.

™ Notify me of bids I've been invited fo. 9

M send me a confirmation message every time | submit offers on a bid. o
] Notify me when a bid | participate in is tabulated 9

] Notify me when a bid | participate in is awarded. o

] Notify me as soon as an Order is placed. o

M sendmea daily list of BidSync Links bids. o

M sendmea daily list of BidSync Links PLUS bids. 9

4 sena me exclusive spetial offers and promotions. 9

Select All - Clear All

e

7. Qualifications
Add or manage your company’s qualifications, search for certain agency qualifications or certifications,
and check the status of qualifications you’ve submitted using this tab.

Company profile

Company profile
My user info
Admin

Imllmlmmlﬂmml I i i If" i If‘
Manage catalogs
Tools Qualifications

Messaces Agency qualification lookup

* Denotes agency that requires registration

Agency: \Se\ecl agency V\

[ e

‘ Agency & | Status & ‘
‘ No records found. ‘

Standard qualifications
Below are standard qualifications; select any that your company qualifies for.

DBE - Disadvantaged Business Enterprise
MBE - Minority Business Enterprise

SB - Small Business

'WBE - Women Business Enterprise
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