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This is a draft to be modified as Detroit’s BidSync account is configured. Complete User Manual will be
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VENDOR MANAGEMENT

Vendor Registration

This section outlines the process of becoming a registered vendor with the City of Detroit through
BidSync. Once registered, vendors can verify their content information, other business information and
notification preferences. Vendors can also proactively complete the standard paperwork required of
vendors placing an offer on any bid with the City of Detroit.

1. Go to www.bidsync.com . Click on the My Account icon. Log in page will appear.

@BIDSYNC ez [V nons

.ﬁ\BiaNoﬁﬁcaﬁons‘r i ‘" N 1:‘

Bid Notifications eProcurement Solutions

for vendors looking to uncover additional for arganizations looking to transform labor-intensive
business with public agences procurement processes

Daily updates = = Sourcing (RFP, RFQ, RFI, etc.)
Largest active government RFP database = = Contract Lifecycle Management
Live customer support = = Procure-to-Pay

BidSync is the industry leader in developing cloud-based, end-to-end
procurement and bid notification solutions for the public sector.

2. Click on “Sign up now.” Sign up page will appear.

@sBIDSYNC mom: [0 e

P i ‘ R ‘ M ‘ Company

‘ ‘ Bid Mofification

BidSync login

Net registered? Sien up now

Passwords are cose-sensitive

emame [
e —

Forgot password?
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3. Fill out all Main Contact and Company Info fields. Click “Next Step.” Keywords page will appear.

Kepwords | Classification Codes | Complete

In order for us to send you gowernment bids, please provide the following information.

1. Main Contact 2. Company Information
Company Name
First Mame Last Name
| Street Address
Plisete Murriber
Select Job Tille City Slale Zip
[ |[ Select a State v
Eerail ol Canfine Organizaticn Phone Murmiber
Heer Here Tirne Zone
[ Eastern Time (US & Canada) v
Passmird Pasgward Confirm
| | | Business ID Number
DUNS FEM 5N
Hunw dicd you frear about us?
Choose One v

4. Select the primary industry and at least three (3) keywords to describe the vendor’s business
products/services. Select where the vendor does business and, optionally, uncheck the PLUS bids
notifications. Click “Next Step.” Classification Codes page will appear.

R SR I cu——

L -
Reguired fiekds

Primary Industry

B . .
Compary prirmary |"du-.'.|:,':| Administrative, Financisl, and Mansgement Sarvioss v

Heywords

Elmpwons. e s S i Hhest e e et InaiCh o company
"Required Please enler alleast 3 keywrds that define your productataesaoes, Then selec
relevant MIGP codes thal classify your business,

[manaGcEMeENT cons] | | ]

A Mora Kewwards

Sugpested Keywords
A5 you enter keywords o pour business i Uhe secion above, sugpesiions will appear here. Suggeded words are based onwords
thal olfes CUSLormers usmg your keywords have used. Check the bomes 1o add wonds o your s

‘Where do you do business?

® USA+Canada O USA O Massadhuseus Only O Specilic States/Provinces
MNotifications

Wi will s wour malific ations By armail by defaull. To ranage your notilication prefarences, po o "Wy Account " ugon lagin
Include Bid Sy Links PLUS™ Bads (Recammended)

= Prewvious Step | | Mext Step
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5.

Based on the keywords submitted, a list of Classifications (Commodity Codes), will be displayed.
Select at least one code. Click “Next Step.” Confirmation page will appear.

'.:,g.-;g,..-:-;u'.u'.,.,-;.'._
Classification categories
L m onderto s and you Did RoTCations you mustsaied NIGF Cales. Al Codes saiechal ans mathed to oS hat ane eiessad Taough our SyShem. You

miay selec wpho e codes Sadapoly foyowDesness

NGP codes based onKeyword search results

Tese codes weie achedonly Bo e keywonds Bl youenteed

rvesiiment, Cenbrilugal, Cevamic, Graphites, Plaster, V-pry

(Mo Coated or Treated Paper Type Copying Machines) (ses

000 4 Color Process o Close Regisiration Reguired: Colar

ipmient and Accesionies nol Waord Processing Cyuipemeant), Maintenant

The vendor will receive an email notification and can immediately view bids. BidSync will process
the vendor’s registration in the next 1-2 business days. Once that is done, the vendor will be able
to place offers on bids. The next step is to log in and get familiar with Vendor Navigation.

Sample message:

Thank you for registering with BidSync!

You can now log in and view bid information. Please allow one business day for
us to review and confirm your registration. You will have "read only" access and
will not be able to place offers, ask questions, etc., until we have confirmed your
account. If you need immediate assistance and would like to have your account
confirmed immediately, please contact Bidsync Support at 800-990-9339. Thank
you for joining and we hope you enjoy your experience with BidSync!
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Vendor Navigation

This section outlines the basic account functions for a registered BidSync vendor. Topics include
managing business information, searching for bids, and accessing BidSync Support.

1. Login using the vendor account email address and password. Click “Login.” Vendor homepage

will appear.

BidSync login

Home

» Alerts

+ Orders

Search bids

® Saarenuang my ssnge

Show results for

~ Classifications.

Seeotan | Gear

» Distance

» DatelExpiration

Wy account Orders Agency list Admin Support

» Qualifications

» My Subscriptions

» Invoices

Sazrcn s

Agency In-Network Bids LINKS
(1) Lnkavids || Adgsnouma | Changss | Mybis | Abouttosnd | invtsabisn || Eisawstnofters
515547 L™ Trssa s 3 psten oy oy Agency M emases My of e ra sl

Bid Tite geney Localion | Biand | Tab
numer
‘ﬁw conouer g PP pT—— “ 2105 ‘ |
T Ramults parpags: |10 ¥

Premium Bids (Requires BidSync subscription)

LINKS

Alproductiyoes ¥

2. “My Account” page is where the vendor can update general info, password, users for the
vendor’s account and other info such as classifications (also known as commodity codes) and
qualifications. Click on “Qualifications.” The My Account editing page will appear with the
Qualifications tab displayed.

Massages

e

Help agencies

find you.

Finish filling out your

vendor profile

- Company
profile

My account

COMmpany nams:
Contact:
Adarass:

Phona:
Contact emall:

My user info

CareTech Salutians, Inc.
Liza M=ade

Drive, Suiz 100

245-523-0500
supparigitidsync.com

@ Admin

Wsers

Meed Help with
your account
setup?

Messapes

Invoice

‘j' Tools t}l
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3. Select “City of Detroit Office of Contracting and Procurement” from the drop down menu. Page
will refresh to display Detroit in My agencies. Then click on “City of Detroit Office of Contracting
and Procurement” to view qualifications and other forms for that agency. A pop up window will
appear.

Company profie ks Incompiie
The Infarmatian In your camgany profie ks used 10 maich agencies with vendars wina mest helir neads. Piaase finksh Tlling oul your prafia
on 23ch of these tals 50 agencies may Bind your company.

Ganeral Infe Businass Crémeare Ineuranca Haotifications Classlfications Guallfications

Qualifications

Agency qualification lookup
* Denotes agency al requires regisration

Agency: | Se201aganty v

My agencies My qualificationa

-

Lgency ¥ Status *
City of Detrail Ofice of Cantracing and Procunsme Submitied

Standard qualifications
Selow are standard qualfications; saiect any thal your company qualties for
DBE - Cisadvanaged Susiness Emannsa
MBE - Minarity Susinzss Emarprise
5B - Small Susiness
WEBE - Warnan Susiness Smerprisa

4. Click any of the plus signs (+) to expand a section and view individual documents. For each
document, check the “I comply” statement, download the document, fill it out and upload the
document. When all relevant documents have been uploaded, check the “I certify” statement,
enter the vendor’s password, and click “Submit.” The vendor will return to the My Accounts edit
page.

The beiow documants are required in ordar 10 da businass. with e City of Detrait

camgly with s qualication

REQUIRED AFFIDAVITS Certifications

Pia3se I out and upiaad ach of e requinad documants below. These documants ane requinad In ander 10 da business witn e City of Detroit

SIEVOrY ATTHEIVIE 1 tecss ciursoes s, st co e ok
Agency document for : Siavery Sra Records and Inswrance Discioswre Afladavitdocy  Dowrioad

+ Upload

Human Rights ATV /s coarsto 0 oo, st cqsto tm fottowng ciacor
Agency documant for :  Human Rights Afidavit - Covanant of Squal Opporunity docx  Downiaad

Upiaad certication documan

HINNG COMPUANGS ATTKEIVIL tcee cioarionc 18 cut, st et sy e
Agancy document Tor :  Hiring Policy Compllance Afidavitdocx  Download

Upiaad certication documan

B Clearances

3 Detroit Business Cerfiicaions

Pa3se anter your passwond below and cici SUDMA 10 5and your respanss

ks o k5 true
Ussmama: detrotvandar?

Papsword:

T [Reea el
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5. Under the My Qualifications sub tab, the vendor can view the status of the vendor’s submitted
paperwork. The vendor can modify other business information, including which notifications the
vendor receive, using the other tabs in the My account edit page.

Ganaral Info Businass Crwmars Insurance Notifications || Classifications Gualifications

Gualifications

Agency qualification lookup

* Denates agancy Mal requires ragisiration

Agency: | Siectagancy ¥

My agenciss My qualificationa
Abbreviation = Qualification = Status =
Dams Defra Based Micro Susiness | Appraved
{2%|

DRE Detrot Regident Susingss Appraved

{Prica Dapandar)

Standard gualifications

Salow ara slandard qualfications; salact amy Ml your company qualitas o

DBE - Disadvantaged Susines:
MBE - Minarity Susiness Sk
58 - Small Susiness

'WBE - Women Susiness Emenprise

BT [

Additional Notes on Affidavits, Clearances and Certifications

Approval Status is maintained in BidSync. The vendor will receive a notification when a
clearance is near the expiration date.

The actual document for each form can be downloaded by BidSync but is then held offline
by the vendor.

When the vendor places an offer, they should upload that document. The document, paired
with the online approval status will satisfy the requirement for that affidavit, clearance or
certification.

6. Click “Admin.” Admin page will appear. For business with the City of Detroit, the vendor will
primarily use the “My User Information” and “Users” functionality.

My User Information

Llgars,
Apcls Payable Users
Username detratvendard >
Acils Receivalie Email Address PR T Pp—— * Accts. Payable
i m HTW Ta
Manage Subseriplions Email Preference o =t Accis. Recevable
First Mame Lisa = chdle Iraial
Manage Credil Cards Last Mame * Supphier Ads

Purchased Plarieldar
Leis

Manage Print Wendors

Job Title/Pasition
Phone Number

Fax Number

Cell Phome
MNumber

At Phone Number

8423-0600

248-823-0992

Subscriptions
Credit Cards

Planhalder Lists
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7.

“My User Information’

" is where the vendor can edit info specific to the vendor’s user account.

This is more specific than the business info discussed earlier. After changes are made, enter the
vendor’s password and click “Save.” The next section, Users, can be accessed by clicking “Users”

on the far left.

Dlogers

Arcrs Payabibs

Acils Recsivabie
Manane Subocriplions
P Cradil Cands

Purchased Planibskies

-1t

Pl amase Prinl Wendors

8.

Usernarme detraftwen dar2 *
Email Aiddress

supporthdsync.com

Email Preference = HTHAL axl

First Mamse LA * Wididle Irivial

Lase Mame Meades ad

Job Tithe/Pasiticn Saes -

Phone Mumber Z4H-823-0600 * axl 234557

Fax MNuwmber 248-823-0992

Cedl Phone

Mumber

At Fhone Nurmiber

Address G901 Wilkchine Dinhve, = *

ci Tinay * Siaie | Mschsgan v
ity =

Tip Cade an082 *

Username detroitwendor

Passward

N (o]

This page will list all users linked to the vendor’s business. As an admin, the vendor can search,

add, edit or delete users from this list. This ends the “Admin” overview. The next topic is “Bid
Searches.” Click the “Home” tab. The vendor homepage will appear.

Users

Arils Payalie

Acels Receivabie
Manage Subsripliong

Marnge Credil Cards

Purchaced Planbwolder

Bls

Marnage Print Wendars

Usernams
Ermail

First Marme
Last Marme

Aiminksracor - #

Acitve ' Suspended ' Fonding }

VR detroivendorl AL PO IR TIL CO LN Lot Drsleste B
Agenoy TVEeS HIGF Qomifcrons LMEFSE Classifications L5 Qariticrions
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9. Click on any of the arrows in the top section of this page to get a quick reference of Alerts or
Qualifications. In the bid search section, bids can be searched for by keyword, number or filters
(classifications, states, distance, or date).

v Alerts *» My Subscriptions » Qualifications

v Orders » Invoices

Search bids

® Saarch using my s2Hings Saarch al bids

Show results for

Agency In-Network Bids LINKS
= Classifications
(1) Linkebide || Addendums | Changss || Mybids | Abouttosnd || invited bide
Sfmy ciassiteaton codss Bids with offars
» States SeISynG Links ™: Thzse Dds @ posted oy S0Syne Agency Members. Many of em are res!
Bid Title Agency Location Bid Tab
» Distance numibar =
1503 CompuiaTs g ity of Dietrail Office of Confrach N a
a1 RFP g and Procuremant s Mictigan | days, 4
» DatelExpiration e
1 Resultsporpage: |10 ¥

10. BidSync automatically filters for “My Settings.” This can be manually changed if the vendor
would like to expand the vendor’s search to “Search all Bids”. A bid number, or up to three
keywords, can be entered in the search box to further narrow the search. Results will populate in
“Agency In-Network Bids” box. Detroit does not currently use the “Premium Bids” function.

& Search using my s2tings Search all Dids

Show results for
A nancu In_ Mabunrk Ride 1IN

11. This ends the overview of the “Bid Search” function. The final vendor navigation topic is
“Support” which can be accessed by clicking “Support” in the vendor’s toolbar. Support Center
page will appear.

Home My account Orders Agency list Admin Support
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12. From this page, the vendor can “Submit a Request”, “Check Existing Requests”, or use “Navigate
To” to go back to the vendor’s BidSync home page. The vendor can also contact BidSync directly
by phone or email. Click “Solutions Center” to search frequently asked questions. Solutions
Center page will appear.

HOME SOLUTIONS CENTER SUBMIT A REQUEST CHECK EXISTING REQUESTS MNAVIGATE TO

Stay updated with announcements, and get answers in the Solutions Center from the FACQ's and our Knowledge Base.
Y'ou can alse submit a request or send us an email at supporti@bidsync.com.

To access the Knowledge Base and fraining materials, please log in.

BidSync Customer Solutions

Fahriiars Ralasea

13. Search through common FAQs, system updates, tutorials in the Knowledge Base, or enter
keywords to search for a solution. When done, click “Navigate to” to return to the vendor’s
homepage. This is the end of the “Support” topic overview and Vendor Navigation overview.

SOLUTIONS CENTER SUBMIT A REQUEST CHECK EXISTING REQUESTS NAVIGATE TO

Solutions Center

Overview | Recent

Announcements »
February Release
MNovember Release

August Release

FAQs »

Top 10 Vendor FAQs » Top 10 Agency FAQs »
How do | accept documents? How do | create an addendum?
How do | add a new user? How do | award a bid?

How do | register for the State of California? How do | add a new user?
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Placing an Offer
This section illustrates how a registered vendor will place an offer.

1. From the homepage, use filters on the bid search page to search bids fitting certain criteria.
Click on the title of the bid the vendor would like to view. Bid Overview page will appear.

=N results T
Agency In-Network Bids LINKS
- Classifications
NIGP T {1} Links bida Addsndums Changas My bids About to and Invited bids
Bids with offars

Admirisirative, Finanda

Agricutural Equipmen and SeSyne Links ™: Tnse ks ar post=d by SidSyns Agency Mambers. Many of mem are tras!

Afts, Crans, Emertanmen Bid Titia Agancy Location | Bid | Tab

Automatis Produts, Ve numbar and

Suhding Squipmant, Supgle Buiilc Warks Maintsnance 3

Clotning, Textias, Laundry. - 185082 | Ty TRFF 3 ?{."_"

4 1

Saiaotal | clear a

2. Bid Overview page displays information specific to this bid. Bid Packet can be downloaded, and
requirements to be competitive for this bid. If the vendor decides to place an offer, the next
step is to view and accept required affidavits. To proceed, click “View required qualifications.”
Note that prior to submission, this is displayed in red. Pop up window will appear.

Bid #15J5082 - Public Works Maintenance
City of Detrolt Offics of Contracting and Procuramsant, Mi
Timea baft: 31 days, 1hr

B started:  Mar 12, 2015 133336 PM ECT
Bid ende:  Agr 12, 2015 2:25:00 PM ECT

e i

Did: Addendums, QEA, and
confemences

A o My bids

\fendors must passess The fallowing quallicalions bedore ey can parficipsie In fils bid: REQUIRED AFFIDAMVITS  \iew

equirad quaifications

Datalle || Documants Linaftame || Q&4 | Vendor ads Planhoidars let

Bid #15J5082 - Public Works Maintenance ® *FF @

Times started: Bar 12, 2015 1:33:35 P E0T
e

Bid contact: anmatian
lssuing agency: C troit Ofca of Candraciing and Procurameant, M1 Sas oihar Dids Iy
1 v
Description: 1 e

]
v
[
15
1
o
i
in
]

ClassiMication codes:
Contract duration:
Contract renewal: Mot Appilcatie
Prices good Tor:
Reglons: \iew reghans

\endor viswed repan

Fill qui The qualificaiions for this agancy. CHck hars

10
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3. Click on each plus sign (+) to display Required Affidavits details. Download each of the affidavits
to fill out. Once filled out, click upload to submit each affidavit. Check the compliance
statement. Check the certification of correct information box. Type in the vendor’s password
and click Submit. The vendor will be returned to the bid overview page.

The below documents are raquired In ander 10.da Business with e City of Defrait

camgiy with Tis quaification

REGQUIRED AFFIDAVITS Certifications

Sizase I oul and upioad 2ach of e required documants beiow. These documents ans raquined In ander 1o da business with e

CHty of Defrait

Slavary AT /e o
A

Human Rights /.

Arndavit : Human Rights Affidavil - Sovenant of Squal
O

Hiring Compllance

Affidavit Agan . Hining Bolicy Compilanca Afidavitdocy  Downkoad

Uiaad cariificaiion documsenm

Pi2358 ST YOUr PESEWONd DESOW and CHCK SUDMI 13 5200 YO respanse
cariify s Infa ks frue
U sammama: detraitvandard

Pasgword:

EETTE [ Resei | [ cancs |

4. Click on “Documents” tab. Required documents will be displayed with a [pending acceptance]
status. To accept each document, click on the document title to view the interactive web form.
Fill out the appropriate fields, enter the vendor’s password, and click the appropriate button —
for most vendors this is “Save.” If the vendor believes this document does not apply to the
vendor, click “Take Exception.” The page will refresh showing an [accepted] status for that
document.

‘andors must possess e following qualications before ey can parboipaiz in Tis bid REQUIRED AFFIDAVITS  Wiaw
requinad qualfcations

Detalls || Documents | Linetems || @84 || Vendorads | Planhokisrs st

Bid #15J 5082 - Public Works Maintenance ® "7

ou must view/aceapt 3l documants bafore you can place an offr an Tnis Did.

T 360201 ar Wisw 3 panding documan, itk on the nams of he documeant, NOT an [aowniaad). Cick an downioad
aniy Hyau wani f save the documeant to your comguiar and'or print H oul.

Whan warking Wi a dacumant from TS Seclian, b2 ure 10 53ve Your wark ai kaast every 30 minuies 10 avaid
0Eing any data at you have amansd.

Saiact the documams you wan 10 visw:

Corporate Acnowledgement [downioaq] Tenang @

DOT Special Congitans - FORM ©1 Suv Amenica (stesl ion manufactursd products] [downioag] P2nare

P o

Seecld [esesnta
Generazzptie

‘Sand 13 Prim \endor

Il out the qualicabions for TS agency. Gk hare

11
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5. Once all documents have been accepted, click Place Offer. Place Offer page will appear.

\andors must passess the fallowing qualiiications befona ey can pariiclpaie In fis bid: REQUIRED AFFIDAMITS  Mew
B T satans

Dratalle Documanta | Ling ihame QA ‘Wandorada | Planhoidars et

Bid #15)5082 - Public Works Maintenance = PP aj
Yiorl MALST Ve300 all documans Defore ¥OU 3N pacs an offer an this d

Taacoapt ar view a panding document, clicic an the name af tha documeant, NOT an jdownioad]. Click an downiaad
anly i you want f save tha documant 1o your comuiar andiar prim i oul

VWhan wariding with a documsant from s saclion, be sure 10 sawve your work ai kazsl evary 30 minules 1o Zwold
05ing any daia hal you nave amanad.

Salact the documenis WU Wam 10 W

Corporgie Acknowiadoamen jdownigad] Aceeseed

COT Spacial Candiions - FORM 1 Buy America (stesl iran manutsciursd products|  fdowniaad]
Aooaphed

Genarale Zip fie ‘Send o Print \endar

Fill oul e qualificaions for this agancy. Click hare

Bl (o |

6. Enter a quantity price or a total price. BidSync will calculate whichever price field the vendor
does not fill based on the unit quantity requested by the City. (Ex. Vendor enters $8,000 per unit
and Detroit requests 10 units; total price will auto populate with $80,000). The vendor can enter
additional information in the comments section and the vendor can upload documents related
to the vendor’s offer by clicking Attach Document. These documents may include explanation of
scope, fee schedule, references, etc. When ready, click “Submit.” Confirmation page will appear.
The vendor have successfully placed an offer.

15f=0E1-01 01 Detault Lot Supplies
Froduct Code Unit Frice Qry'lnic  Totad Price
Motes for Buyer Abtachments

4
Gramd Total Price: El;llldT:L:I Price
Bid Notes: These notes apply 1o e bid & awhole

-

T (]

12
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Vendor Notifications
This section details the types of notifications that a vendor receives once they have placed an offer on a
bid.

1. The vendor may receive notifications for several topics while the bid is still open. The vendor will
receive an email notification when the vendor submits the vendor’s offer. The vendor will also receive
email notifications relating to any addendums, pre-bid conferences, and Q&As.

Vendor Services,

citvof Ml Nias issued an addendum for Bid #RFP-00152 - Development at the Adrienne Arsht Mefromover Station and Omni
Bus Teminal. Please make sure you review all of the changes listed below. If any addenda are released after you have submitted an offer,
you must reconfirm your offer in order to acknowledge the addenda.

ADDENDUM #2 - CHANGES MADE ON JAN 30, 2015 3:16:32 PM EST

TR Joint Development at teh Omni Bus Terminal New Title Joint Development at the Omni Bus Terminal
with Access to Adjacent Metromover St with Access to Adjacent Metromover St

Description/Bid Comments (Infermation was added)

Click on the link below or enter the link information into your web browser address bar to view the bid.
hitp: #www bidsyne comDPX?ac=viewgauc=1968734

If you have any questions on this bid please contact the soliciing agency. For questions on using the sysiem to respond to the bid please
contact customer support at:

800-990-9339

801-765-9245

vendorsupport@bidsync.com

BidSync
WWW,DUSy cC.COm

2. After a bid closes, the vendor will receive an email notification that the bid has entered the evaluation
process. Once the evaluation has been completed and an award decision has been made, the successful
vendor will receive an award letter. Vendors who were not awarded will receive a notification that the
award decision has been made.

Josh Hunsaker,

Citv of Detroit. Ml has made the Bid Tabulation report available online for Bid #1409-001 - Construction of New Building

Please click on the link below to view the bid.
Bid #140%-001 - Construction of New Building

Do not forward this email without consent from the onginal sender.

If you have any guestions about this bid, please contact the soliciing agency. For questions on using the system to respond to a bid, please
contact customer support at:

800-990-9335

801-765-9245

vendorsupport@bidsyne .com

To change your nctification options, please do the following:

1. Login to BidSync’s system.

2. Click on the "Tools™ tab at the top.

3. Onthe ™our Info" page, click on the "Netifications” link at the bottom.
4. Edit your notfications and then click on the "Save” button.
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