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Instructions for Getting Started

Suppliers seeking certification are encouraged to gather the following documents:

*  Applicant/Affiliate Federal Tax Returns for three most recent tax years
*  Federal Employer Identification Number (FEIN)

*  Secretary of State Number

* Home address of Officers, Member/Manager and Partners

*  Dunn & Bradstreet Number (if applicable)

»  Contractors State License Board Number

Keywords (words that identify your business activity)

You must register your business for eProcurement access (BidSync). It is recommended all business
information be typed in capital letters. Registration consists of setting up a username and password. Write your
user name and password down and keep this information in a secured location for future access.

To expedite your registration you may call BidSync at 1-800-990-9339 option 1. Other wise within 24 hours you
will receive confirmation by email that your user name and password have been accepted. This confirmation
does not provide Access to your password and you will need your user name and password to log into
eProcurement (BidSync) to complete your profile and application for certification.

Set your spam filter to receive emails from BidSync.com and Dgs.Ca.Gov.

All DVBE applicants will be prompted to provide support documents to the Office of Small Business and
DVBE Services (OSDS) at the end of the on-line submittal. Documents may be uploaded, faxed, or
mailed. OSDS will review the documents and render a certification decision.



Getting Started

Go to http://www.dgs.ca.gov/pd/Programs/eprocure.aspx then under
Access eProcurement (eP)
click on Register to create a new eP supplier profile (Bidsync)
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Step 1: Your Information

Enter your business information. Enter your user name and password. When entering
your Business ID Number DO NOT enter the dashes. Remember to keep your user
name and password in a safe place.
Click Next Step.

@ BIDSYNC

BidSync Links PLUS

Horme Page L fI'C]in IF)

CONTACT US

In order for us o send you government bids, please provide the following information.
1. Main Contact

2. Company Information
Cormpany Narme
First Mame Last Marme
[ | Street Address
Email Email Confirm
City State Zip
User Mame [ [select a state =11
| Phone Mumber
Password Password Confirm

Howe did wou hear about us?

Time Zone
[Choose One

Pacific Time (S & Canada); Tijuana j

Business ID Number

DUMNS FEIM =t=1 ]

Mext Step »

By entering this INformation, you agree that BidSync may contact you

Questions? BidSync representatives are standing by

800,990 9339 | suppor@hbidsync.com

Horme | BidSync Links PLUS | BidSync eProcure | BidSync Builder | BidSync ProcurePointe | About Us | Contact Us | Legal | Privacy | Accessibility
Feedback



Step 2: Goods & Services

Select your Primary Industry from the drop box menu. Enter specific keywords in the boxes. You may
add additional key words by clicking on the Add More Keywords link. Click Search. A pop-up box will
appear. Select all NIGP codes that apply to your business. Click the Save button.

Under Where do you do business select California only. Select how you would like to be notified
either email or fax. De-select the box for Include BidLync bids (not recommended for Free

Registration). Click Complete My Registration.
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Step 3: Complete BidSync Registration

Your information will be saved and your BidSync account will be activated within one
business day. After your account has been activated you will be able to log in and
complete your State of California Profile and SB/DVBE Application.
For quicker activation please call BidSync directly at 1-800-990-9339 option 1.

Forgot passworg?

SR in

J

CONTACT US ‘

Home Links PLUS eProcure Bullder ProcurePointe Contracts Partners About Us

Thank you for registering with Bid Syn

Within one business day, you wil receive an e-mal keting you know your account has been activated. If you are not able to login after one business day, please contact BidSync Support at 1-800-9890-9335. I
you need your accournt activated immediately, please contact BdSync Support. You may change or update your profile preferences at any time. Thank you for pining BESync

Take a 30 second Survey

Questions? BidSync representatives are standing by 800.990.89335 BuRROIERLIds v, Com



Once you receive the Confirmation email, or one business day has passed since you
registered, go to http//:www.dgs.ca.gov/pd/Programs/eprocure.aspx or click the link in the
email to continue setting up your FREE California Supplier Profile.

(BidSync has a ‘no refund policy’ for fee-paid service BidLync Plus.)

Note: Only your username is included in the confirmation email.

Keep a copy of this email for your records.

™ Welcome to BidSync
From: "BidSync" <n0ti|:e5@|:lic|5',rn|:.|:orn>?_j
To:

BidSync

Welcome to BidSync! Your FREE account is now active. Please go to www. bidsync.com and login using the username and password

wou created. You will need to accept the terms and conditions and review your "Account Profile Setup”. This should only take a few
minutes.

IMPORTANT: Please review the following sections of the Account Profile Setup. Pay extra attention to the Classification section to
ensure that you receive all relevant bid notifications:

=  Regions (areas in which you do business)

= Classifications (codes that describe wour products andfar semvices)

= Motification Types (how you would like to be notified of bid opportunities, fax/email)

= Agency Types (the type of agencies you are most interested in doing business with)

Your username is:

If wyou cannot remember your password, please click on the following link:
http-ffwanw bidsync. comy/DPX?ac=loginexception&src=dpx&pwdhint=yw

All of the information that ywou submitted during registration including yvour username and password can be edited under the "Tools” tab
in your account. You must be logged in to view this tab.

If vou need assistance with your account or have guestions about the functionality of our system, please contact Vendor Support at
1-800-290-9339 toll free, or 801-765-9245 locally, Monday through Friday during normal business hours.

Cordially,

Vendor Support
1-800-990-9339

vendorsupport@bidsync.com
BIDSYMC

Copyright & 19292-2012 - BidSync, LLC.  All rights reserved.



Go to http//:www.dgs.ca.gov/pd/Programs/eprocure.aspx then under
Access eProcurement (eP)
click on Login to your registered eP profile.
Enter the Username and Password you created.
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The first time you log in you will need to
accept BidSync’s Terms and Conditions to continue.

— - Y Heed assistance?
&) BIDSYNC T30 Contact us

S

BidSync Terms and Conditions

Terms of Use Accepiance Reguired

[SLUPFLIER LUSER. AGREEMENT =

Below are the terms and conditions wnder which you (3s a
ISupplier) may have access o our online auction system o
respond to requests for quotes, praposals and information. By
accessing our system, you agras to thase 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
erms will automatically be effective ten (10) days after they are
initially posted on our site. This Agreement may not be otherwise
larmended except in writng signed by you and us (BidSync, LLC;
hereinafter referred to as "BidSync")

1. Eligibility.

The BidSync system is available only to ndividuals and entities
that can form legally bnding contracts under applicable law.
WWithout limiting the foregoing, our system s not available o
minors {under 21 years of age) or to thosa suspended from its
use. If you do not gualify, please do not use our systam.
Furthermore, you may not assign or ransfier youwr socount or
Lser identification with us o any other party.

2. Fees. |
BidSwnc has structured distinct modets for fees which are

I have read the Terms and
Conditions

| Dedine

Products

1 Symc eProcure




Account Home Page
Select My Account to begin the setup of your Account Profile.

Search bids Adhvancad Sasrel Welcome | Logout
&) BIDSYNC < Xortrae
3 - ontact us
|AII Fegions j |Current Bids j @ \JE A o call 800-990-9339
Home My account Agency list Support
— Wou are currently subscribed to: Wou have no active cards on file Add credit
"™ YWou have incomplete Agency profiles card

See all products

Links bids

| Addendums Ky hids About to end Invited bids Bicds with offers |

Mo records fournd.

Results per page: |10 -

Links PLUS bids

| Recenthy matched Ky bids |

| Viewr all product types j

Mo records found.

Results per page: |10 -

Back to top

Questions? Contact a BidSync representative: 800.990.9339 or email: supportibidsync.com

Bid Search Bids Orders Tools




Account Profile Setup

Regions: click “Edit”. Make sure only the box for California is marked for free
bids. Scroll down to the bottom of the page and click Save.

& BIDSYNC
_|_++ Home <« Orders .« CRM

Your Info | Admin | Invoice | Tools | Messages

«» Search «» Bids «w Agency List

Account Profile Setup

Based on your curmrent profie, you are invited to do
business with The State of Califomia
GOV e STERe ot Latoma

PROFILE SETUP
+ Regions

+ NIGP Classifications Edit
¥ Notifications Edit
+ RAgency Types Edit

OPTIONAL PROFILE SETUP

UNSPSC Classifications
X There are Agencies using UNSP5C Classifications in the regions you have defined. Edit
¥ you want to receive notices for these agencies you must complete this step.

x C51 Classifications Edit

&) BIDSYNC

«s Home | o Search = <« Bids | <o Orders ««CRM |« Agency List

our Info | Admin | Invoice | Tools | Messages

OTHER SETTINGS
General Information

Edit

User Information Edit
Change Passwonl Edit
Qualifications Edlit

+ Company Keyword Search Terms Edit

REGIONS FOR

To specifiy which regions yourepresent navigate through the regions lsted helow |
click in the checkhox next to the regionname. Note: Selecting aregion heading wi

[ Alahama
Alaska
Aherta

American Samoa

B

H B A
[ I i S I R S A

Arzona
Arkansas
Armed Forces Americas
Armed Forces Europe
Armed Forces Pacific
[ British Columhia
B ¥ California
BT Colorade
BT Commonwealth of Northem Marianas

10



Account Profile Setup
NIGP Classifications: click “Edit”. In the Search box type a word that
describes your business and click Search. Mark the best fit descriptions. Scroll
down to the bottom of the page and click Save.

&) BIDSYNC & BIDSYNC

«s Home | «« Search | «« Bids |« Orders «« CRM «« Agency List

<» Home | <« Search | - Bids  «« Orders m == CRM s Agency List

Yourlnfo | Admin | Imvoice | Tools | Messages
Your Info | Admin | Invoice | Tools | Messages
HIGP CLAS ICATIONS FOR
To specifiy which i ions you represent, search by NIGP code or keyword or navigate through the classifications listed |
select a classification, click inthe checkbox next to the classification name. MNote: i a if i il will auts

Account Profile Setup

4. Search by NIGP Code or Keyword

%

Based on your cumrent profie, you are invited to do
business with The State of Calfomia
GOV

. View classifications
Administrative, Financial, and Managem ent Services
Agricultural Equipment and Related Products and Services
Arns, Crafts, Entertainment, Theatre
Autom otive Products, Vehicles, and Services

PROFILE SETUP

+ Regions Edit
¥ NIGP ClassHficationsEdit )
¥ Notifications Edit
< RAgency Types Edit

OPTIOMAL PROFILE SETUP

UNSPSC Classifications
X There are Agencies using UNSP5C Classifications in the regions you have defined. Edit
¥ you want to receive notices for these agencies you must complete this step.

CS5I1 Classifications Edit

OTHER SETTINGS

General Information Edit
User Information Edit
Chamnge Passwond Edit
Quakfications Edit

+ GCompany Keywonld Search Terms Edit

Building Equipment, Supplies, and Services
Clothing, Textiles, Laundry Equipment, and Supplies
Communication Equipment and Services

Computers, Software, Supplies, and Services

Food, Equipm ent, and Related Services

Furnishings and Related Services

Furniture and Related Services

Hardware, Related Equipment, and Services

Highway Road Equipm ent, Materials, and Related Equipment
Janitorial and Cleaning Equipment, Supplies, and Services
Laboratory Equipment, Supplies, and Services

Maintenance and Repair of Equipment

Medical Equipm ent, Supplies, and Services

Miscellaneous Commodities and Services

Office Supplies, Related Item s, and Services

Personal Products, Equipment, and Services

Public Works, Park i and C i Services
Rental and Leasing Services

Safety and i i and

School and Library i [{ and

Testing and Sampling Equipment and Services
The Trades: Electrical, i il HVAC, il and

Paper, Printing Equipment, and Related Products and Services

Sporting, Athletic, and other Qutdoor Equipm ent and Services

Transit Equipment and Related Services, Mass

HE @ EHEEHEBEEODEHEODEDEDEDEEZEEEEEEHEEHBEBN

Water and Sewer Treatment Equipment, Supplies, and Services
Select All De-select All Add All HIGP Classifi i Delete All HIGP Classifi it Show HIGP C ies

11



Account Profile Setup
Notifications: click “Edit”. Verify the correct contact methods for each option.

Click Save when finished.

@ BIDSYNC
. Search | -« Bids | .- Orders << CRM <+ Agency List @ B I D 5 N E

Your lnfo | Admin | Inwvoice | Tools | Messages

Account Profile Setup J e | e Seih J o | e e _--CRM LB

Based on your current profile, you are invited to do
i with The State of Califomia
GOV

Yourlnfo | Admin | Invoice | Tools | Messages

NOTIFICATIONS FOR DOLGE GAEBANA

_
T —— M@H

+ NIGP Classifications Edit
—— Notify e of bids I've heenimvted to, [
¥ Agency Types Edit # Cr Sent me a confirmation messaye every time | submit offers on a bid, (]
OPTIONAL PROFILE SETUP g )y Notify me when 2 bitl | parficipate inis tahulated, 7
UNSPSC Classifications
X There are Agencies using UNSPSG Classifications in the regions you have defined. Edit & Cr NDMY e whena hid | pa‘tlclpale inis awarded a
¥ you want to receive notices for these agencies you must complete this step.
 ©S! Classifications T § 0 Notify meas soonasan Order i placed, [
9|0y Send me a daily list of BidSyme Links hids. [/

OTHER SETTINGS

General Information Eddit NNy Sent me a daily list of BicdSync Links PLUS bids, [
ﬁ::,;f:::::‘:d i O Sent me exclusive special offers and promotions,
Oualbfications Edit

< Company Keywonl Search Terms Edit
«Save ||« Cancel
—— | ———

12



Account Profile Setup
Agency Types: click “Edit”. Make sure only the box for State is marked for free
bids. Click Save when finished.

&) BIDSYNC B
s Home | s Search | «» Bids | == Orders o CRM | e* Agency List @ B I D S N D

Your Info | Admin | Invoice | Tools | Messages

oo Home | +sSearch | o Bids | +» Orders o CRM | +» Agency List

Your Info | Admin | Invoice | Tools | Messages
Based on your cuirent profie, you are invited to do
-GOV business with The State of Calformnia. AGEMNCYTYPES FOR

Account Profile Setup

Check the type(s) of agencies with which you wish to work
PROFILE SETUP nge“w TWES
7/ Regions Edit ™ School District
+ NIGP Classifications Edit r I.hi\mrsityfl:ole
+ Notifications Edit ge
4 Rgency Types (Edit ) v State
™ Gounty
OPTIOMNAL PROFILE SETUP
UNSPSC Classifications [ Municipality
X There are Agencies using UNSPSC Classifications in the regions you have defined. Edit .
¥ you vwant to receive notices for these agencies you must complete this step. L Commumty college
CSl1 Classifications Edit " Other
™ PortTransit Authority
-
General Information Edlit Federal
User Information Edit [ Private
Change Password Edit r rer
Quakfications Edit Mmaw
+ GCompany Keyword Search Terms Edit

+ Save + Cancel

13



Account Profile Setup
UNSPSC Classifications: click “Edit”. In the Search box type a word that
describes your business and click Search. Mark the best fit descriptions. Scroll
down to the bottom of the page and click Save.

& BIDSYNC S ST L e

ro.rnro|m|m|-rm|--ug-
«s Home «» Search  «s Bids |« Orders EERCVIES «s CRM «» Agency List [unsesc crassmcaTions ra
| To specifiy which clxssi [ you J— o Weyword or navimgte through the clossifications listed below. Click on the s icon
_ N Note: Selecting a clasification heading will sutematically select all the sub-dassfications. [UNSPSE Code 11.1201)
Your Info | Admin | Invoice | Tools | Messages e or Ko

— s
Account Profile Setup -

Based on your cumrent profie, you are invited to do
business with The State of Califomnia.
GOV e e

PROFILE SETUP

= Componemts ad Supplics
ing and Research and Technoleny Based Sorvices

+ Regions Edlit
¥ and Wildiife Comtracting Services
+ NIGP Classifications Edit v ond Wildlife Mochinery snd Accessories
7 Notifications Edit e e o e
Poata. it Pt AT, ] Lo vi miedl AVES o sl T St
< RAgency Types Edit Furmiture and Furnshings

Hedthcore Sorvices:

OPTIONAL PROFILE SETUP
UNSP5C Classifications

X There are Agencies using UNSPSC Classifications in the regions you have defin Edit j
¥ you vwant to receive notices for these agencies you must complete this step.

x G5l Classifications Edit

Mining and Wl Drilling Machineny and Accessories
Mining snd ol and gas services

res ond Grofes snd Cdecotions Coupment and Materisls sne Accessorio: snd Supplics

OTHER SETTINGS v Sufety Services
General Information Edit
User Information Edit
Change Passwiornd Edit ition Mochinery and Accessorio
e Awdo and Visusl Cguipment and Supplios
Qualkfications Edit

< GCompany Keywonl Search Terms Edit
Industry Machincry sd Equipment and Supplics
e T,
= ot Wasliting e Cocm e ubcstion el = Supmi
i lertanadiryr e Geryeastamse Preschiscris:

EEHEEEEEEEEHI!I!EH!HHHEEEHHHEEEEHEEEEEEEHHEEEEHHHEEEEHEEEElN'

Transportation and Storege and Ml Scrvices
Trowel and Food and Lodging and Entertainmemt Services:

— S memmmsA AESLEE Sneen e T
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Account Profile Setup
Company Key Word Search Terms: click “Edit”. In the keywords box type words that
describe your business. Do not write sentences. Click Confirm when finished.

& BIDSYNC &) BIDSYNC
_|_“=Home | ..Search | .- Bids --Orders «s CRM ~+ Agency List

Yourinfo | Admin | Inmvoice | Tools | Messages

Yourkdo | Admin | kwoice | Tools | Messages

Account Profile Setup

( ;;.GOV

Based on your cumrent profie, you are invited to do i . : 5 . o
bricaecs with The State of Coliformin Plese enter the Keyweords you wish associaled with These Keywords are used o help identify your business to agencies,

FROFILE SETUP

+ Regions Edit
<+ NIGP Classifications Edit
¥  Notifications Exlit
v  Rgency Types Edit

OPTIONAL PROFILE SETUP
+ UNSPSC Classifications Edlit
X ¢Sl Classifications Edit

OTHER SETTINGS

General Information Edit
User Information Edit
Change Passwrond Edit
Qualifications Edit

¥ GCompany Keywonl Search Terms|/Edit |




Account Profile Setup

Select “The State of California” link to begin the setup of your
California Supplier Profile.

&) BIDSYNC cip)e

| +eHome | ..Search | <= Bids | - Orders “s CRM | «» Agency List Help _°* Logout
Your Info | Admin | Invoice | Tools | Messages

Account Profile Setup
Based on your current profie, you are invited to do
GOy |business wiu(The State of Califomia. j

PROFILE SETUP

+ Regions Edit
+ NIGP Classifications Edit
v MNotifications Edit
< RAgency Types Edit

OPTIONAL PROFILE SETUP
+ UNSPSC Classifications Elit
X ¢Sl Classifications Edit

OTHER SETTINGS

General Information Edit
User Information Edit
Chamge Passwonl Edit
Qualfications Edit

+ Company Keywonl Search Terms Edit

AGENCY PROFILE REGISTRATIONS

The State of Califorria

Home Bid Seasrch Bids Orders Tools Privacy Terms Logout

Customer Support - vendorsupportithiklsync.com or 1-800-550-93359
Copyright © 1999-2011 - BidSync, LLC. Al rights reserved.
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The State of California Supplier Profile

Your profile is complete when only blue " appears.
Click “Edit” to enter the requested information.

&) BIDSYNC e

d «» Home  «s Search  ««Bids  «s Orders «» CRM «s Agency List Help «» Logout

Your Info | Admin | Imvoice | Tools | Messages

The State of California Supplier Profile
Successfully completing this registration process will enahble you to do business through this system as a supplier with the State of California. Once your profile
-GOV information is saved, you wil be allowed to continue with the registration process by submitting your profie to the State of Californiafor review

PROFILE INFORMATION

X Ildentification Numhbes: [Edit]

+ UNSPSG Classifications: [Edit]

X The 5tate of Califomia Use Policyz: NotAccepted [View]
Registration Status: Submit Registration

CERTIFICATIONS
Register your business with The State of California as:

¢ Small Business

¢ Disabled Yeteran Business Enterprise
¢ Non-Profit Veteran Service Agency

* Non-Profit

Home Bid Search HBids Orders Tools Privacy Terms Logout
Customer Support -vendorsupportibidsync.com or 1-800-990-9339
Copyright ©1999-2011 - BidSync, LLC. Al rights reserved.
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The State of California Supplier Profile
Identification Number: Select Federal Employer Identification Number or

Social Security Number and enter numbers only (no dashes).
Click Save.

‘3 24 hitps:/fwww. bidsync.com - BidSync: Profile Information - Micro... g@
B I D S .\/ N E Identification Type: |Federa| Ermployer Identification Nurmber V|
Identification Nurmber: l:l

Powared By RFP Depot

«e Search «« Bids «e Orders w Tools

Help wo Loge

e e ——
2 Save |

«s Home

Your Info Admin | Invoice | Tools | Messages

The State of California Suppli

Successfully cormpleting this registration pro fornia. Once your profile information is saved, you will
.G’OV allowed to continue with the registration prod

Registration Error: Before you can register as a 5B, DVBE, NV =N

@ ) B Interret

PROFILE INFORMATION

X Identification Mumber: @

+ UNSPSC Classifications: [Edit]
X The State of California Use Policy: Mot Accepted [¥iew]
Registration Status: Submit Registration
CERTIFICATIONS

Register your business with The State of California as:

sSmall Business

Disabled ¥Yeteran Business Enterprise
Non-Profit Yeteran Service Agency
Non-Profit

Home Bid Search Bids Orders Tools Privacy Cert. Terms Lo

Customer Support - vendorsupport@bidsync. com or 1-800-990-%
Copyright @ 1999-2008 - BidSynec, LLC.  All rvights reserve
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The State of California Supplier Profile
The State of California Use Policy: Click “View”. Review the Use Policy, enter the
Password and click Accept to continue.

BIDSYNCG

Paowerad By RFP Depot
«« Search e Bids we Orders
Admin | Tools |

«s Home

Your Info | Invoice | Messages

The State of California Supplier Profile

Successfully completing this registration process will enable youl
.GOV allowed to continue with the registration process by submitting

PROFILE INFORMATION
X0OOOOCO0L
[Edit]

Mot Accepted

Submit Registration

" Federal Employer Identification Murnber: [Edit]
«  UNSPEC Classifications:
X  The State of California Use Policy:

Registration Status:

A hittps:{fweeeer. bidsync.com - The State of California Use Policy - Microsoft Int... El@g|

The State of California Use Policy

BY ACCEPTIMNG THE FOLLOWING USE POLICY, YOU ARE AGREEING TD THE -
FOLLOWIMNG:

USE POLICY

The State wants you know sbout the collechon, use, securty, and sccess to information
that may be obtained through use of the State’s web portal. By visiting this web site,
you are accapting the polices and practices describad in this Notice.

Please nate that this Use Policy is subject to change without notice, and that it reflects
the State’s current business practices. This policy is dated Decamber 7, 2000,

Also noke that each department withon the State may have addibional privacy and use
palicies specific to the mission and needs of their work. Be sure to review those policies
a5 you acoess addivonal sites within the State,

|FERSONAL INFORMATION AMD CHOICE

“Persenal infermation” is information abowt a natural person that identifies or describes
an individual, mnchuding, but nat limited o, his or her nama, socal security number,
physicsl desoription, home address, home telephone number, educstion, finsncal
rmatbers, and medical or smployment history, readily identifiable to that specific
widivideal. A doman mame of [ntermet Protscsl addrass 12 not considerad parsonal

infarmation, however, it is considered “electronically collected personal information™. &

Help #= Lot

stion is saved, you wil

CERTIFICATIONS
Register your business with The State of California as:

Small Business

Disabled Yeteran Business Enterprise
Non-Profit Yeteran Service Agency
Non-Profit

USER IMFORMATION
Uzer ID

Password  sssssssss

. + Accept ]. + Close |

S @ reeret

Orders Tools

Home Eid Search Bids

Privacy Lert. Terms Ldg

Customer Support - vendorsupport@bidsync. com or 1-800-990-

Copyright @ 1999-2008 - BidSync, LLC,

All rights reseru
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The State of California Supplier Profile
Registration Status: The State of California Use Policy must indicate accepted to
continue. If not click view to accept policy. If accepted, click “Submit Registration”

<

BIDSYNLCLC

Foweraed By RFF Depot

s Home @ «» Search  «« Bids «s Orders QN AN[TE] «« CRM Help ## Log

Your Info | Admin | Inwvoice | Tools | Messages

The State of California Supplier Profile

successfully completing this registration process will enable you to do business through this systern as a supplier with the State of California. Once your profile information is saved, you wil
.GOV allowed to continue with the registration process by submitting your profile to the State of California for review.

PROFILE INFORMATION
+  Federal Employer Identification Murmber: WX X000 [Edit]

UMSPSC Classifications: [Edit]

+  The State of California Use Palicy: Accepted [Yiew
Registration Status: Submit Registration

CERTIFICATIONS

Register your business with The State of California as:

Small Business

Disabled ¥eteran Business Enterprise
Mon-Profit ¥eteran Service Agency
Non-Profit

Home Bid Search Bids Orders Tools Privacy Cert. Terms Ld

Customer Support - vendorsupport@bidsenc cormn or 1-800-990-
Copyright @ 1999-2008 - BidSync, LLS,  All rights resery
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The State of California Supplier Profile

Registration Status: If the Registration Status indicates Pending call
1-800-990-9339 ext. 1 for assistance.
Otherwise, click “Reqgister your business” link.

e

BIDSYNLC

Powered By RFP Depot
«» Home «= Search «= Bids we Orders » Tools w= CRM

Help «= Log

Your Info | Admin | Invoice | Tools | Messages

The State of California Supplier Profile

Successfully completing this registration process will enable you to do business through this systern as a supplier with the State of California. Once yvour profile information is saved, yvou will
.Gov allowed to continue with the registration process by submitting vour profile to the State of California for review,

Tour profile has been successfully subrmitted.

PROFILE INFORMATIOMN

+  Federal Employer Identification Murnber: OO0

+ UNSPSC Classifications: [Edit]

+  The State of California Use Policy: Accepted [¥Yiew]
Registration Status: Registered

CERTIFICATIONS

Register your business jwith The State of California as:

Small Business

Disabled ¥eteran Business Enterprise
Non-Profit ¥eteran Service Agency
Non-Profit

Home Bid Search Bids Orders Tools Privacy Cert. Terms Lo

Customer Support - vendorsupport@bidsync.corm or 1-800-390-
Copyright @ 1999-2008 - BidSync, LLS,  All rights reserve
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California Profile

Select the appropriate link next to Edit Options or in Active Certifications box to continue:
New or Denied Applicants - Click on “Certify with Blank Application”
Expired Applicants — Click on “Certify with Current Profile” (not shown)
Renewing Applicants — Click on “Renew Certification” (not shown)
Returning Applicants — Click on “Complete SB Application” (not shown)

o~

7

BIDSYNC

Poyered By BFP Depak

voHome | vs Search | +s Bids | vt Orders | o+ Tools | +s CRY Help o Logout

CALIFORMIA PROFILE

Bidsync Supplier Namg Consulting Supplier Numnber 1%
Ko Active Profile
View Oplions

(lede Options | Certify With Blank Application Certify With Current Profile Renew Certifications
Active Certifications New Cartfication
I O e .
Youhave o adive ceficsions [ Complete Application |

Custorner Support - vendorsuppart@bidsyne com or 1-800-990-9339
Copyaght & 1999-2000 - BidSyne, LLC.  All rights reserved.
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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.

BIDS YINLC
v RFP Depot
Help == Logout

eeeee
»= Orders == Tools == CRM

== Home «= Search == Bids

Small Business({SB) and/or Disabled veteran Business Enterprise (DVBE)

CERTIFICATION TYPES

[] Srnall Business {(SB)

[] Disabled Yeteran Business Enterprise (DVBE)
BUSINESS TYPES

[[] <onstruction

[] Service
[] Man-Manufacturer

[] Manufacturer

« Next kb

Non-Profit Veteran Service Agency (NVSA)

CERTIFICATION TYPES
Mon-Frofit Yeteran Service Agency (MUYSA)
BUSINESS TYPES

[] Service
[] Manufacturer

~+ Nextbb

Mon-Profit (NP

Mon-Profit (MP)

« Next kb
Home Bid Search Bids Orders Tools Privacy Cert. Terms Logout

endorsupport@bidsync.corn or 1-200-990-93239

Customer Support - u
Cranurinht @ 1999-20N8 - RidSunc. 11 G all rinhts reseruad.
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Eligibility Questions

Answer all questions then click Next.

BIDS YN

Powered By RFP Depot

s Home @« Search  «« Bids «» Orders s« Tools = «« CRM Help <« Logout

Eligibility Questions

Please click on the appropriate ves or No answer to the following Small Business eligibility gquestions

SMALL BUSINESS {SB) ELIGIBILITY QUESTIONS

1. Iz the applicant firm independently owned and operated? Ovyes ONa
2. Is the applicant firm dominant in its field of operation? O yes Oho
3. Isthe applicant firm's principal office located in California? Oyes OnNo
4. pre the applicant firm's owners (or officers in the case of a corporation) domiciled in California? Oives Mo
5. Together with the applicant's affiliates (if any), does the applicant firm have 100 or fewer emplovees? Cives Mo

Please answer each of the following questions to see if you meet the minimum disabled veteran business enterprise {DWBE) certification eligibility requirements.

1. 1Isthe applicant firm's qualifying disabled weteran{s)...
A veteran of the U.S. military, naval, or air service? Oyes O No
Has a "service-connected” disability rating of at least 10%7 Oyes ONo
Cramiciled in Califarnia? OYes OND
2. Isthe applicant business at least 51% owned by one or more disabled veterans? Ovyes ONa
3. Is the applicant business managed and controlled by one or more disabled veterans? O yes Oho
4. 1Is the applicant's home office located in the U.S.7 Oyes ONo
3. Isthe applicant's home office a branch or subsidiary of a foreign corporation, foreign firm, or other foreign based business? Cives (INa

+ 44 Previous <+ Next hr

Home Bid Search Bids 0Orders Tools Privacy G Termis Logout

Customer Support - vendorsupport@bidsync com or 1-800-990-3339
Copyright @ 1999-2008 - BidSync, LLT,  All rights reserved,
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Participation Authorization and Compliance Agreement

In order to continue accept the terms and click Next.

BIDS Y IN

Fowered By RFP Depot

«» Home <« Search «» Bids == Orders == Tools = CRM Help «» Logout

Participation Authorization and Compliance Agreement

BY ACCEPTING THE FOLLOWING TERMS AND CONDITIONS, YOU ARE AGREEING TO THE ~
FOLLOWING:

PENALTY OF PERJURY

Aany person that willfully provides false information is subject to serious penalties. The submittal of
this online application must be authorized by the applicant firm's owner {or officer, in the case of a
corporation) and hereby certifies that he/she has read and understands that the applicant meets the
applicable Small Business andfor DWBE certification requirements under Government Code Section
14335 et seq, andfor Military and Weterans Code Section 299 et seq, and California Code of
Regulations, Title 2, Section 1896 et seq, and that the foregoing staterment and all information
submitted herein are truthful and accurate. I declare under penalty of perjury under the laws of the
state of California that the faregoing is true and correct,

¥YERIFICATION OR RE-¥YERIFICATION OF STATUS

All applicants are subject to verification or re-verification of status at any time. Failure by a business
to provide requested infarmation that supparts its eligibility, by the date and time specified by the
OsDS, shall be grounds for denial or decertification. Please also note that sanctions may be imposed
for certification program misuse, {See Title 2, California Code of Regulations, Sections 1896.14,
1896.16 and 1896.70. See also Government Code, Sections 145842 and 1484 2.5; and Military and
eterans Code, Section 999.9; available at www.leginfo.ca.gov.)

USE POLICY

The State wants you know about the collection, use, security, and access to information that may be
obtained through use of the State's web portal. By visiting this web site, vou are accepting the
policies and practices described in this Notice.

Please note that this Use Policy is subject to change without notice, and that it reflects the State's
current business practices, This policy is dated December 7, 2000,

Also note that each departrnent within the State rmay have additional privacy and use policies specific
to the mission and needs of their work. Be sure to review those policies as you access additional sites
within the State.

PERSONAL INFORMATION AND CHOICE

"Personal information” is information about a natural person that identifies or describes an individual,
including, but not limited to, his or her name, social security number, physical description, home
address, home telephone number, education, financial matters, and medical or employment history,
readily identifiable to that specific individual. & domain name or Internet Protocol address is not
considered personal inforrmation, however, it is considered "electronically collected personal
information”, -

e 1 U PO I 1w O I il i Ll FUST SR Jpuy | P pupuy | PUuI S opupupuY B Uy e pupuy |

@ accept the terms above.
« 44 Previous < MNext kr
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Registration

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

EBIilIDS v INECs

Powsred By REP Copot
e Home e Search - Bids e Orders «« Tools - o G RP Help v Lo

To Mawigate click on the appropriate section

tration

CERTIFICATION TYPES
sSmall Business{SE)
BUSINESS TY¥PES

(] Sonstruction

_ Service

— Mon-Manufacturer
— P anufa cture

REGISTRATION DATA

== e

EET If you don't have a FEIM.click hereto use SSM instead.
DUNS
Legal Business Name I =ons=aiting |

Doing Business As (DBA)Y Name [Consulting |
Business phone number 1

Business phone number 2 I | coptionan

Business fax number I | copticnan

Business web address [ consulting.com | taptional)

Share Data I approwe the sharing of My certification information with other governrment and local agencies for the purposes of participating in their business certification prograrmis.
= ves 0

CONTACT INFORMATION

First Name <onsating |
Last Name [Far vou |
Email address [con=sul@vahoo.com |

Phone S —
Fax I ] <cptional

MAILING ADDRESS

Street or FO Box poes consat Lane |
Country [OMiTED STATES
State [california =]
city [RAcGED PoInT

Zip Code [
T I

(S8t oreal Lans

N

o e coni =S S
Eouei [OrnITES sSTATES
State [Catfornia =0
City [RAcGcED PoIMT

Zip code Pl - |

- Submit | « Nextrr |

Home Bid Search Bids O

Custoner Support - sendorsupport@bidsync. corm or 1-S00-990
Copuriaht © 1999-2008 - BidSvnec. LLS. Al rights reser
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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.

Department of

‘GOV General Services

«s Home «« Search «« Bids «« Purchasing - BIS «« Progress Payments «« Tools «« CRM Help «« Logout

Certification Search | mMail Log

Back To Profile

To Mavigate click on the appropriate section

< <

Business

OWHRER INFORM

Ownership Type Please Select =

Date Business Started I I
Tax year beginning month [January =1

Did the applicant's business structure change within the last three years? O ves Mo

WORKFORCE

Enter the applicant firm's average number of emmployees for the last four quarters, including all emmployees that are in California, out-of-state andsor out of the country. If vou have been in business far less
than a year, enter the number of employees averaged over the number of quarters that you were in business.

NMumber of Employees I

All small business applicants must answer each of the following questions to identify potential affiliate businesses.

I AFFILIATE RELATIONSHIPS

During any one {or all) of the previous three tax years, did the applicant or its individual ownersfofficers:

Hawe & contralling ownsrship intsrest in another businsss? Crves O Mo
2. share or have common owners with another business? Cves O Mo
3. Share or have cornmon management with another business? Cives O Mo
4. Hawve a family member{s} engaged in a similarly or commonly related business activity as the applicant? Cives O No
S. Hawve a financial relationship with another business, consisting of loans andsor assistance to meet bond/security or credit requirerments? (Exclude those with public financial institutions.} Cives O No
£. Hawve a contractual relationship between the applicant firm and another company consisting of assignments, and/or transfer of title(s)? ves O Mo
7. Share facilities, equipment or systems with another business? Cives O Mo
8. share ermploysss with another businsss? Cves O Mo

Please click on the appropriats Yes or Mo answer to the following questions regarding Srall Business sligibility.

SMALL B INESS DEFINI ON QUESTIONS

1. Is the applicant firmm dominant in its field of operation? Cves 0 No
Example: If your firm is a software company and controls the software industry within the State of California, you are considered to be dominant in your field of operation.

z. 1Is the applicant firm independently owned and operated? Cives O Mo
Example: vour firm is not owned by another entity {such as a corporation) that has control over your business' day-to-day operations.

- A4 Pravious - Meaxt hh
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Oowners

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

business relationships, when necessary.

#

«» Home @ «» Searc

I A ey |First Name

Last Name

Title

LAST NAME

Ownershp interest
Sole Proprietorship

Owner Type

HOME ADDRESS

Street

Country

State

OWMNERSHIP INFO [RiNis’]

Zip Code

Click Next when finished.

OWMNER INFORMATION

[ ownER

Ownership Percent I:I

|Please Select

v|

Do no ender PO Box

| UNITED STATES

|Ca|ifnrnia

vl

|Please Select

L |

Help - Logou‘t

Back To Profile

+ Save | « Close |

+ 44 Previous |

100%
100%:

EDIT |DELETE

edit delete

@ Cone

é 0 Internet
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Affiliates

When required, click Add Affiliate button to enter Affiliate Information.
Select appropriate business relationships.
Click Save. Repeat to add additional affiliates. Click Next.

Depamentf General Services
GOV Genem, Se Vlces 'GOI."' BUNLDNG GREEH -BTING GREEH - WORIING GREEN

BUIDING GREEN -BUYING GREEN- WORKING GREEN

woHome oo Search | oo Bids | oo Purchasing JRACTIN o Progress Payments | oo Tools | oo CRM Help bt

Certification Search | Mail Log

oo Home |+ Search o Bids | o» Purchasing o1 Progress Payments | ++ Tools |+ CRM Help ¢ Logout

Certification Search | Mail Log - BadTc
To Navigate cick on the sppropnate secfon

# s R

To Navigate tick on the appropriate sechun

AFFILIAIE INFORMATION

BUSINESS NAME AEALIATE WETRATIIN PERCENT! EIZIlT

Afiliaes

First Hame
ou must identFy each busiess fhat applies to your Yes
. N At ou orly have o st the busness once # there are muftip| | Last Name
— =

AFFILIAIE INFORMATION e Dwnership Percent |:

BUSINESS NAME LAST NAME FIRST NAME TITLE PER[ENT DELETE Business Start Date
No Affiliates have been specified. _ Relationship Start Date T ——
Please click the “Add Affiliate" button to add an affiliate

Relationship End Date 1 5 i) senasioebitsmoom or 0095
b 1599-2008 - BilSymc, LU, Al rihts rese

"Vou must identry each business that applies to vour "es" respanse on the 'Aflists Relshonships' questions,
o only have o fis the business ance if thers are mulile reastns andfor persans that establish the relstonchip, Fiscal Year Begins

Number of Employees |:

o1 Previous |+ Neathh

Street |
Do o enter RO B

Camtry [WTEDSTATES B

(ustomer Support - agencysuppert@bidsync.com or 1-800-930-3339
Copyright § 13992008 - BidSync, LG, Al vights reserved,
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Taxes

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

E I D EP#}:-’JHPE

Cepot

= Home | == Search <= Bids | =« Orders <= Tools | == CRM Help == Logout

To Navigate click on the appropriate section

® & © O o

luxes

TAX IMFORMATION

GROSS AMNUAL RECEIPTS TABLE
Use thiz table to locate the gross annual receipts on a federasl tan return as reguired below

I your firrm owneribap type 5 &: Your gross annual recespts loss returng & sllowances are located on:
SOLE PROPRIETORSHIP SCHEDULE © (form 10400, SECTION A, LINE 3
PARTHERSHIF OR S-CORFORATION (RENTAL OR LEASING BUSINESS) FORM 8825, TOTAL OF LINE F COMBINED
PARTHERSHIP (ALL OTHER BUSINESS TVPES) FOdM 1065, LINE 1S
S-CORPORATION {all athar business types) FORM 11205, LINE 1T
C-CORPORATION FOrRM 1120 O 11204, LINE 1C
LIMITED LIABILITY COMPANYT - SINGLE MEMBER /managar FORM 1040, SCHEDULE C, LINE 3 or FORM 1120 or 11204, Line 12
LIMITED LIABILITY COMPANT - MULTIPLE MEMBER s/managers WITH PARTHERSHIP TAX STRUCTURE FORM 1065, LINE 1C
LIMITED LIABILITY SOMPANY = MULTIPLE MEMBERs/managers WITH S-CORPF TAX STRUCTURE FORM 11205, LINE 1C
LIMITED LIABILITY COMPANT - MULTIFLE MEMBER s/managers WITH C-CORP TAX STRUCTURE FORM 1120 or 11204, LINE 1C
LIMITED LIABILITY PARTHERSHIF FOHRM 1065, LTNE 1C

Enter the Gross Annual Receipts (GAR:) for the applicant as reported on the busness’ Federal mooeme tax returmn.
Tou may enter an ertimate for the most recent tax yoar only if your tax returmns have not yet been filed,
€ 1 A

| DWER CUERCHT GARS QOFTIONS AL AR L0 MRS 200, CARDE | TOTHAL | ANVERALLE

[
(=}

Consulting 2011 GRS NOT AvalRDIE $o.00  $0.00
Totmias f£0.00 F000
_+ Updata |

= 44 Provious | < Submit | - MextkF |

Hoowe  Bid Search Hds Ordors Tools Provecy Cert. Teoms Logout

Customar Support - sandonusootBbldisnc com or 1-000-990-9337

Copyright @ 1999-2000 » BidSync, LLC.  all nights resarnsad.
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Other: Enter Various Data and Service Areas

UNSPSC.: Select Classifications and search by keywords to identify UNSPSC codes. In the search
results box, select the applicable UNSPSC code and click the Add Classification button. Repeat for

each key word.

KEY WORDS: Enter words which best describe the service or product your firm provides.

COMMERCIALLY USEFUL FUNCTION: Answer Commercially Useful

When finished click Submit.

BIDS Y NLC

cverad By RES Capst

<= Home Taols

<= Search | <= Bidn | <= Orders

'

= ERM Help == Logout

Ta Navigate click on the approprate section

® O O o

Other

MAgency with whom you are also Certified
Certification Number with he above agency

¥ | (optional)

(optional)
Do vou have a bid ending within the next 30 butiness days?

Clves O o

SURVICE AREAS

Unselected

Selected
Alsmads County -

E:iﬂ: = nllhmhﬁ::—i BEmars .ﬂii Clasaficauers

Enter the individual keywords (descriptive terms, separated by a space) which best describe your business and its offerings. Consider using terms that will help State
buyers and potental business partners locate your business when they use the State's Online Certified Small Busimess and search engme. Your keywerds will be
truncated to 255 characters, You can update your keywords at any time.

Angwar the following auastions as thay apely to the applicant firm whan fulfilling a cantract ar purchass ardar.
COMMERCIALLY USCFUL FUNCTIONS
1. When fulfilling your role on a State contract or purchase arder, will your firm provide services and/or produsts that are specifically related to that
r pu -

Example: The State contract is for moddying an office site, which requires plumbing. Yeu are a licensed plumbers and will perferm duties specific to
whurribing

2. when fulfilling your rele on a State contract or purchase order, will your firm directly perform, manage or supervise your designated portion of the
wirk?

Civae Do

Cives CiNa

Exnmpla: The State purchass order requires specific tvpes of ruts and balts. Your primary line of businass is salling hardwars and your firm will
mrovide the specified nuts and balts.
3. When fulfilling your rale on a State cantract or purchase order, will your firm provide services and/or products that are normal for your line of
businesz?
ple: Your prmary line of bussness is seling medical supphes. It is appropriate for you to respand to & medical supply request, but it s nat
BEDrORrIB to Ferform MAGSADING $EFIC.
4 I vou subgontract, or had to subcontract (any or 8il of) the work on & State contract or purchese arder, is the smaunt of subcentracting normal for
yeur industey?
Exnmpla: On & construction cantract, 8 licanead plumbar would ba sxpactad 1o parform moet, if not sll, oF tha plumbing wark.
ng vour rols 6n & Stata contract or purchaes ordar, will your firm parfarm tha work or provida the gasde yoursalf, and not Sct 8% & pase-
through in ardar to give the appesrance of 8 and/or avat participation?
Example: The State purchase order re plies, vaur firm's primary line of business is to sell medical supplies. Your firm wil fulfil the
eder from start t RGsh. InGuBing (But Pat immed = {aling tle to the goods, bearing th for any P
substandard services, auumg the State, and eeulmp any warranty or dispute -uuea ahwle m\r arige. Your Fre's s role should pot merehy
arrange a purchase the State and another suppler. The State should be able praduct ar Serveoe issuns mth M tond nat &
third party) at anv mm. dum\q tha traneaction (or warranty paricd, if ans axiete).

Civae Do

Cives CiNa

$.

Cives Tive

= 44 Previous

Mome Did Search Dids Orders Tools Privecy Gert,

Customar Support - ar

COives She
SEHVICL ARLAS

setecied Unselnctod
Zatuna Eaunty b ~
Bemive add

Entar the indivitual kernards (descriptive tarms, saparated br a3
"

ential businass partiers Iusate your Busieess
catnd o 35 charscters, Tou can update yo
S, ARCHITE INTER O

Bmamplon The Srate
spacific to phambing

Function questions.

Micronall Interned .

' Expanded Match

E
Soarch by Keymord or URSPSE Code

Search Ties

Snlucipd CLASSIF
Tameds o Tron in the dassfication or UNSPEE number you would ke
(amads ok ot o Ao
Expanded Mateh
tonguting services [Zearens |
Search by Keyword or UNSPSC Code
Search Tigs
Eitar Beqits
Currant Filtars: none
Shawing 1 of 1 resuts
Search Results
Select Classhcabens  Bomove All Classdicobions r
1 d ak sorvices
Enter the mdividusl knywords {desenghive terens, separatod by o 3
State buyers and potential businoss partners lecate your business
keeywords will be truncated to 255 characters, Teu can update you
DUSINESS SERVICES M.E.C. ARCHITECTURAL, INTERIO
DESIGH, PLANNING, MANAGEMENT CONSULTING
Answer the following questions as they apply to the spplicant firm
CUMMERETALLY USEFUL FUNET &
when fulfiling rour rele on a State contract or purchase ord &l oo

thist contract or purchace ordery
Example: The State contract i for modifying an office wte,
sqnehie: ba plumbing,
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Enter your Password. Click Submit.

Department of

/GO General Services

BUILDING GREEN -BUYING GREEN -WORKING GREEN

s» Home | «» Searech @ «s Bids = «s Purchasing «» Progress Payments  «» Tools | <« CRM Help  «» Logout

Certification Search | Mail Log

Back To Profile

To Mavigate click on the appropriate section

¢ ¢ ¢ O ¢

SMALL BUSINESS{SB)

Service

USER INFORMATION
User Id

Password I:l

« 14 Previous J « Submit J

Home Bid Search Bids Orders Tools Privacy Cert. Logout

Customer Support - agencysupport@bidsync com or 1-300-990-9339
Copyright @ 1999-2008 - BidSync, LLC,  All rights reserved,
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After the application has been submitted, you will receive a message reflecting the status of
your certification. If additional documents are required prior to your approval you may
upload them to your application or mail them to:

The Office of Small Business and DVBE Services
707 34 Street, 1t Floor, Room 400
West Sacramento, Ca 95605

Click Close to return to your California Profile.

e
BIDSYNC
\l-"l o Home | oo Search | oo Bids | oo Purchasing (RA:EEM o Progress Payments | o Tools | s CRM Help  #* Logout
E | D 5 1 N E Cerlilicalion Search | Mail Loy | Lellers
i B R gt
Back To Profile
in Home "hi "h It m 2 ! Your Small RBusine<<(SR) Application Has heen received hut hefore it ran he completed yan must <uhmit supparting dncumentation.
REQUIRED DOCUMENTS
SulL WISDESS(3l
[ - nwnﬂhmsdﬁ]hﬂmhﬁhmwi You may Submit Documentation Online or mal i to the following address
1375 Office of Small Business & DVBE Services (0SDS)
busss Types 707 3rd Street, 1t Floor, Room 400
West Sacramento, CA 95605

Copyright € 1999-2011 - BidGyne, LLC.  All ights reserved.
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California Profile

California Profile - Review profile screen. If your firm’s status is Approved, under Edit Options, select
“Amend Application” to make changes if needed. Select the Logout button to exit your eProcurement
Account.

Active Certifications - View application Status (see next slide for Status definitions).
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What Does My Application Status Mean?

Approved: Your online application has been accepted and approved. You should receive an
approval email from BidSync. Mail in the supporting documents requested under the “Annual
Submission Requirement” section of the Approval email.

Full Doc: Application requires additional support documents to be submitted and reviewed prior to
making a certification decision. Be sure to include your Supplier Number when faxing or mailing
documents.

Waiting for Agency: Supporting documents have been received and the application is waiting for
a Certification Officer to review it.

Pending: Your SB/DVBE application has not been submitted. You must return to the application
by selecting “Complete Application” on the California Supplier Profile page.

Deficiency: A Certification Officer has reviewed the file and determined additional supporting
documents are required to make an accurate certification determination.

Denied: Based on your responses or information in the application your firm does not qualify for
the State of CA SB/DVBE Program.

Questions? Call the Office of Small Business & DVBE Services at (916) 375-4940,
or email us at OSDSHelp@dgs.ca.gov
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	�� Supplier/Vendor Instruction Manual��Presented by�Department of General Services, Procurement Division�Office of Small Business & DVBE Services
	Instructions for Getting Started
	Getting Started ��Go to http://www.dgs.ca.gov/pd/Programs/eprocure.aspx then under �Access eProcurement (eP) �click on Register to create a new eP supplier profile (Bidsync)
	Step 1: Your Information�� Enter your business information. Enter your user name and password. When entering your Business ID Number DO NOT enter the dashes. Remember to keep your user name and password in a safe place. �Click Next Step.
	��Step 2: Goods & Services��Select your Primary Industry from the drop box menu. Enter specific keywords in the boxes. You may add additional key words by clicking on the Add More Keywords link. Click Search. A pop-up box will appear. Select all NIGP codes that apply to your business. Click the Save button. �Under Where do you do business select California only. Select how you would like to be notified either email or fax. De-select the box for Include BidLync bids (not recommended for Free Registration). Click Complete My Registration. �
	�Step 3: Complete BidSync Registration��Your information will be saved and your BidSync account will be activated within one business day. After your account has been activated you will be able to log in and complete your State of California Profile and SB/DVBE Application. �For quicker activation please call BidSync directly at 1-800-990-9339 option 1.�
	Once you receive the Confirmation email, or one business day has passed since you registered, go to http//:www.dgs.ca.gov/pd/Programs/eprocure.aspx or click the link in the email to continue setting up your FREE California Supplier Profile. �(BidSync has a ‘no refund policy’ for fee-paid service BidLync Plus.) �Note: Only your username is included in the confirmation email. �Keep a copy of this email for your records.
	Go to http//:www.dgs.ca.gov/pd/Programs/eprocure.aspx then under �Access eProcurement (eP) �click on Login to your registered eP profile. �Enter the Username and Password you created.
	� The first time you log in you will need to �accept BidSync’s Terms and Conditions to continue. 
	Account Home Page� Select My Account to begin the setup of your Account Profile.
	Account Profile Setup �Regions: click “Edit”. Make sure only the box for California is marked for free bids. Scroll down to the bottom of the page and click Save.
	Account Profile Setup�NIGP Classifications: click “Edit”. In the Search box type a word that describes your business and click Search. Mark the best fit descriptions. Scroll down to the bottom of the page and click Save.
	Account Profile Setup�Notifications: click “Edit”. Verify the correct contact methods for each option. Click Save when finished. 
	Account Profile Setup�Agency Types: click “Edit”. Make sure only the box for State is marked for free bids. Click Save when finished. 
	Account Profile Setup�UNSPSC Classifications: click “Edit”. In the Search box type a word that describes your business and click Search. Mark the best fit descriptions. Scroll down to the bottom of the page and click Save.
	Account Profile Setup�Company Key Word Search Terms: click “Edit”. In the keywords box type words that  describe your business. Do not write sentences. Click Confirm when finished.
	Account Profile Setup��Select “The State of California” link to begin the setup of your �California Supplier Profile.
	The State of California Supplier Profile ��Your profile is complete when only blue        appears. �Click “Edit” to enter the requested information. �
	The State of California Supplier Profile� Identification Number: Select Federal Employer Identification Number or �Social Security Number and enter numbers only (no dashes).  �Click Save.
	The State of California Supplier Profile�The State of California Use Policy: Click “View”. Review the Use Policy, enter the Password and click Accept to continue.
	The State of California Supplier Profile�Registration Status: The State of California Use Policy must indicate accepted to continue. If not click view to accept policy. If accepted, click “Submit Registration”
	The State of California Supplier Profile�Registration Status: 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 link next to Edit Options or in Active Certifications box to continue:� New or Denied Applicants - Click on “Certify with Blank Application” �Expired Applicants – Click on “Certify with Current Profile” (not shown)�Renewing Applicants – Click on “Renew Certification” (not shown) �Returning Applicants – Click on “Complete SB Application” (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: Select Classifications and search by keywords to identify UNSPSC codes. In the search results box, select the applicable UNSPSC code and click the Add Classification button. Repeat for each key word. �KEY WORDS: Enter words which best describe the service or product your firm provides. COMMERCIALLY USEFUL FUNCTION: Answer Commercially Useful Function questions. � 			When finished click Submit.  
	Enter your Password. Click Submit. 
	��After the application has been submitted, you will receive a message reflecting the status of your certification. If additional documents are required prior to your approval you may upload them to your application or mail them to: ��The Office of Small Business and DVBE Services�707 3rd Street, 1st Floor, Room 400�West Sacramento, Ca 95605��Click Close to return to your California Profile.�
	�California Profile ��California Profile - Review profile screen. If your firm’s status is Approved, under Edit Options, select “Amend Application”  to make changes if needed. Select the Logout button to exit your eProcurement Account. ��Active Certifications - View application Status (see next slide for Status definitions). �
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