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Department of General Services, Procurement Division
Office of Small Business & DVBE Services



Steps to Register with the State of California 
Before beginning: create a username and password, gather business contact information (owners, 

officers, etc.), Federal Tax Returns, and create a list of key words. 

Then go to www.eprocure.dgs.ca.gov and click Register or Login to (BidSync)



Step 1 Select Plan – click on the CA.gov California Supplier Registration button on 
the bottom left side of the page. This is a Free Registration. 



Step 2 Organization - Enter your business information, and only one key word. Enter 
your user name and password. Remember to keep your user name and password in a 

safe place. Click Next Step. 



Step 3 Regions – Define the area in which you work. Use the Deselect link at the bottom 
to deselect all states. Click California to select the entire state or click the plus sign (+) to 

expand the list and select by county. When you are finished with your selection of 
regions, click Next Step. 





Step 4 Notifications –
Indicate if you want to receive notices via email or fax. Change the last button to NEVER.  

BidLync is a paid subscription and payment is NOT NECESSARY to receive State of 
California bidding opportunities.

For Agency Type click the deselect all link then select State to receive free bid offers. 
Click Next Step. 



Step 5 Classifications –Select one NIGP code by entering a keyword in the first box and click 
search. Search results appear in the section 2. Check the appropriate box and click Add. In section 3 

verify your selection. A minimum of one NIGP code is required. You may repeat these steps as 
necessary. 

Click Next Step. 



Step 6 Confirmation – This page summarizes all of your profile selections for your 
review and confirmation. At the top of the page you will see all the steps and you can 
click on any step to go back and make changes. When you are satisfied with your 

selections click Complete My Registration at the bottom of the page. 



Step 7 – Complete
Your information will be saved and your account will be activated within 24 hours. 

You may receive a confirmation email. For quicker activation please call BidSync 
directly at 1-800-990-9339 ext 1.



Once you receive the Confirmation email or 24 hours have passed since you  
registered go to www.bidsync.com. 

Note: Only your username is included in the confirmation email.
Keep a copy of this email for your records.



In the upper right corner click the orange (Log In) button.
Login with the Username and Password you created.



The first time you log in you will need to accept BidSync’s Terms and Conditions to 
continue.



To setup you California profile look for “Profiles"," Agency Profile Registrations”, 
or “Based on your current profile, you are invited to do business with The State of 

California”. Select any of these links to continue.



Account Profile Setup –Your profile is complete when only blue        appear. Do this by 
clicking the Edit link and entering the requested information. When complete, click on 

The State of California Link.



California Supplier Profile – Your profile is complete when only blue     appear. Click 
Edit to enter the requested information. 



Identification Number – Select Federal Employer Identification Number or Social 
Security Number and enter the number.  Click Save.



UNSPSC Classification - Click Edit. Go to the next slide.



UNSPSC Classifications -
Select one UNSPSC code by entering a keyword in the first box and click search. Search results 
appear in Bright Blue. Check the appropriate box. Select one UNSPSC code only. You will be 

required to enter all UNSPSC codes in the certification application. You may repeat these steps 
as necessary. 
Click Save. 



The State of California Use Policy- click View. Go to the next slide.



Review the Use Policy, enter the Password and click Accept to continue.



Registration Status – The State of California Use Policy must indicate accepted to 
continue. If not click view to continue. If accepted, click Submit Registration



Registration Status - Registered. If the Registration Status indicates Pending call 
1-800-990-9339 ext. 1 for assistance. Otherwise, click Register your business link.



California Profile -
Select the appropriate option to continue:

New or Denied Applicants - Click on Certify with Blank Application. 
Renewing Applicants – Click on Renew Certification (not shown).

Returning Applicants – Click on Complete SB Application (not shown).
Expired Applicants – Click on Certify with Current Profile (not shown).



Certification Types and 
Business Types -

Determine the desired application type then select the appropriate box or boxes (when 
available). You may select more than one application type. Select  Next. 



Eligibility Questions – Answer all questions then click Next.  



Participation Authorization and Compliance Agreement – In order to continue accept 
the terms and click Next.  



Registration - Select Certification Type. Enter Registration Data, Contact Information, 
Mailing Address, and Principal Address.  Click Next.  



Business – Complete Owner Information and Workforce section. Answer Affiliate 
Relationships Questions and Small Business Definition Questions. Answer Disabled 
Veteran Business Enterprise Questions and DVBE Service and/or Non-Manufacturer 

Questions (if prompted). 
Click Next.



Owners - Click Add Owner button to add Ownership Information. 
Select appropriate Titles when prompted. Click Save and repeat to add additional 

business relationships, when necessary.  

Click Next when finished. 



Affiliates - When required, click Add Affiliate button to enter Affiliate Information.            
Select appropriate business relationships. 

Click Save. Repeat to add additional affiliates. Click Next.



Taxes - Enter your Gross Annual Receipts for the years requested. 
The Update option may not be required. 

Click Next. 



Other - Enter Various Data and Service Areas.
UNSPSC: To continue, one at a time, enter the entire list of keywords and click search to identify 
UNSPSC codes. In the search results box, select the UNSPSC code and click the Add Classification 
button. Repeat for each key word.
KEY WORDS: In the Key Words box enter entire key words list.
COMMERCIALLY USEFUL FUNCTION: Answer Commercially Useful Function questions. 
When finished click Submit.



Enter your Password. Click Submit. 



You will see one of two screens. Click Close to return to your California Profile.



California Profile -
California Profile - Review the details. Use the California Profile Edit Options “Certify with Current 
Profile” to make changes. If edits are not required then select Logout button. 

CLOSING THE BROWSER DOES NOT LOG YOU OUT. 
Active Certifications - View your application Status.

For Waiting for Agency, Full Doc or Pending certification status, call the Office of Small   
Business & DVBE Services at (916) 375-4940, or email us at OSDChelp@dgs.ca.gov
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