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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) or Tax Identification Number (TIN)
Do not enter dashes in FEIN or Social Security Number (TIN)

»  Secretary of State Number (if applicable)

* Home address of Officers, Member/Manager and Partners

 Dunn & Bradstreet Number (if applicable)

Contractors State License Board Number (if applicable)

«  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 and Limited Liability Company (LLC) 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. OSDS will review the
documents and render a certification decision.

All NVSA applicants will need to fill out a paper application, which can be found at the link below.
http://www.dgs.ca.gov/pd/Programs/OSDS/NVSA.aspx 2



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)

ass Procurement Division

CEMEMAL SENVIZES

Home About Us Forms Programs & Services Resources
You are here > Programs & Services = eProcurement
What's New
eprocurement © Small Business & DVBE Qutreach Events
2013 ..
eProcurement is the portal for the California State Contracts Register (CSCR), the State Contracting and Procurement © Prompt Payment Legislation SB 856
Registration System (SCPRS), the online Small Business and Disabled Veteran Business Enterprise (DVBE) queries and
the statewide Leveraged Procurement Agreements (LPAs). These systems have a new look and feel and can only be View All news and events items

accessed through the new web-based eProcurement system. For assistance. please contact DGS SA's at
eprocure@dgs.ca.gov or (916) 375-2000.

PD Quick Links

About eProcurement (eP)

Upcoming Solicitations

Stop BidSyne LinkPlus Notifications
Leveling the Playing Field (PowerPoint)
Updating Your Profile - Instructions

Access eProcurement (eP)

© TR Te RV T R SR U S TP
¢ E Reqgister to create a new eP supplier profile. _:

© For assistance, use the Registration Instructions.

ceoQ

© To recertify, use the Certification Renewal Procedures (PDF)
© State users register through their department System Administrator.

eP ToolBox
Bidding Opportunities

Small Busines bled Veterans Business Enterpris

State Contracting & Procurement Registration System (SCPRS)

View Statewide Contracts

eProcurement Resources




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.

®BIDSYNB

Ty [ Co0ACLYS mEaEs

.l-l . I- “ .8 il- im Classification Codes Registration Complete

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

1. Main Contact 2. Company Informaton

Company Mame

First Mame Last Name
Street Address

FPhone Mumber

City State Zip
Select Job Tide Select a State -
Fleass Select - Crganization Phone Mumber

Email Email Confirm

Time Zone
Lsar Name

Pacific Time (US & Canada); Tijuana -

Password Password Confirm Business ID NMumber
DUMS FEIM S5M
How did vou hear about us? )
—hoose One - DO NOT USE DASHES
Bw entering this infor _ c may contact vou

Questions? BidSync representatives are standing by 2009905339 | =supportfbidswnc. com




Step 2: Keywords
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. Select the appropriate
Suggested Keywords that apply to your business. Under Where do you do business select California
only. Under Notifications read where to update your notification preferences and de-select the box
Include BidSync Links Plus bids (not recommended for Free Registration). Click Next Step.

My Account | E CONTACT US mMEIE &

SEREROVN PUu—— R

*R eguired felds
Primary Industry -<:=

* . .
Comparnny: primary industry: COMMUMNLICATION

Keywords =,

Keywsords help us find bids that are the best match for your company:

tRequired Please emnter at least 3 keywords that define vour products/services and click
"Search”". Then select relewvant NIGP codes that classify vour business.

nall Business Consulting

Add More Hewvwords

Suggested Keywords <::

Flease review and ched< any of the following keywords that relate to vour business. This will result in Mmore relevant NIGF codes
N your search.

small business consulting

= process =1 project [ software =1 technology =1 dewvelopment [ data = printing [ smal [ business

=1 des=sign

where do you do business? =<1

USa 4+ Camada LE = Califormaas Onlw Specific States Prowinces

MNotifications =]

wWe will send vour notifications by email by defaulk. To manage vour notificaton preferences, go o "My Account” upon

login,
@nclude BidSync Links PLUS™ Bids (Recommended) >
[ = Previous step {| [ mext Step = |
Questions? BdSync representatives are standinQXRm_ supporti@bidsync.com




Step 3: Classification Codes
Select the appropriate codes that apply to your business. Click Next Step.

SSETEEEISIESN NPSITISISTESIN ot
==Rle-qrr_.rfr'ls-a' Aaelo=

Classification categories I, —)

TIn order to send wou bid notifications you mus=st selkect NIGF codes. A0 codes selected are matched o bids that are released through our sy=stem. v ou may
sclect up to 100 codes that apphy o your busnNness.

MIGF codes based on Keyword search resuhlts
These codes were matched onk o the kewvwords that ywou entered.
QL8828 Computer Hardwarse Consultding -

91 8-35 Diesadwantage Busines=s Enterpri=s=s (dbe) and Historncally Underuatilized Busines=s (hub) Consulking Including
Technical Assistano=

91 8-35 Education and Training Consulting
QLS8 =30 Employves Bencefits Consultding
91 8-21 Business Consulbng, Large

Il

S918-19 Building=s, Stuctures and Components Consulkting

QL8220 Business Consulding, Small

OA5-12 appliances, Small, NMon-=slectric (not Otherwise Classified)
91L8-25 Compliance Consulting, American Disabilities act (ada)
91 8 —-=13 Enwvirconmental Consultilng

2554 Rations, Small Aanirmal

QLS8 =15 Fashion Consulting Servioes

91 8-55 Housing Consulting

QLS8 -3 7 Econormyw CConsultima

918 -79 Minority armnd Small Business Consultimng

91 8-18 Boiler CThemistrw Consulting

9L 8- 5 Feasibility Studies (consultingl

91 8-58 Gowernmental Consulting —

EoRCRopoooooaon ok

J
:
:
:

Sese codes that companies like vours selected

Classification codes sselected @ O

[ = Prewvious Step ]

Ruesifrorrs?T BdSwnoc representatvres ares standing by - - =0 bds (oWl un)



Step 4: Complete BidSync Registration
Your information will be saved and your BidSync account is now activated. Click the My
Account button to login to your account and complete your State of California Profile and
SB/DVBE Application.

BIDSYNC by Rocount [ SoWAasYs mEama

Thank you for registering with BidSync!

You can now login andview bidinfomrmaton. Please allow one business day for us to review and confirm yvour registration. You will have “read only” access andwill not be able to
place offers, ask guestions, etc., urtil we have confirmed yvour acoount. Ifyou need immediate assistance andwould like to hawve your account cormfirmed immediately, please contact
Bidsync Support at 800-990-92329. Thank you for joining and we hope you enjoy your experience with BidSync!

BidSync Corporate

Questions? BdSync representatives are standing . 800.990.9339 supportbidsyvnc.com
Home Legal Privacy Accessibility Feadback Sitermap Meawves About Us



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 BidSync Links Plus.)

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

* Welcome to BidSync
From: "BidSyne" <notices@bidsync.com> E__J
Tz

BidSyne

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

+ Classifications (codes that describe your products andfor services)

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

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

Your username is ¢

If you cannot remember your password, please click on the fallowing link
http: ffwww bidsyne com/DF X fac=lognexception&src=dpx& pwdhint=y

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

If you nead assistance with yvour account or have questions about the functionality of our system, please contact Vendor Support at
1-800-990-9339 toll free, or 801-765-9245 locally, Monday through Frnday dunng normal business hours

Cordially,

Vendor Support
1-800-990-9339
vandorsupport@bidsyne com
BIDSYMNC

Copyright @ 1888:2012 = BidSyno, LLE. Al 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.

I lo] Log ’ Forgot password?
n" @ Procurement Division @ BIDSYNC

SENERAL SERNICES

=
ES

CONTACTUS &

WHERE BUYERS AND SELLERS MEET .

Home Links PLUS eProcure Builder ProcurePoite Reverse Auctions Partners About Us

About Us Forms Programs & Services Resources

You are here > Programs & Services > eProcurement e
Whats New

eProcurement

© Small Dusiness & DVBE Outreach Cvents

ePFrocurement is the portal for the Calfornia State Contracts Register (CSCRY), the Stat
Registration Sysicm (SCPRS), the online Small Business and Disabled Veteran Busine:
‘rocurement Agreements [LIPAs). These systems have & ne
-based eProcurement system. For assistance, please contact UGS 5A's at

About eProcurement (eP)
Access eProcurement (eF)
st e __>

O ReqisTerTy T e Suppler profle.

niracting and Procurement
Enterprise (DVBE) quencs
ok and feel and can anly

BidSync login

4! Sign up now

-sensitve

Username

Password

B For assistance, use e Regisbation Insbuctions
Forgot password!

® To recertify, use the Certification Renewal

s (POF)
B grate users register through their department ministrator

Bidding Opportunities

Small Business & Disabled Veterans Business Enterprise Services

State Contracting & Procurement Registration System (SCPRS)

View Statewide Contracts

Hame | BidSync Links PLUS | BidSync eProcure | BidSync Buider | BidSync ProcurePointe | About Us | Contact Us | Legal | Privacy | Accessihilty | Feedback
eProcurement Resources




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

'SYin|

CONTACT US @
@ BI DS N l: or call 1-800-990-9338 (D

WHERE BUYERS AMND SELLERS MEET

BidSync Terms and Conditions

Terms of Use Acceptance Required

SUPPLIER USER AGREEMENT -
|

Below are the terms and conditions under which you (as a Supplier) may
hawe access to our online auction system to respond to reguests for
quotes, proposals and information. By accessing our system, yvou 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 initially posted on
our site. This Agreement may not be otherwize amended except in
writing signed by you and us (BidSync; hereinafter referred to as
"BidSync").

1. Eligibility. The BidSync system is available only to
individuals and entities that can form legally binding contracts under
applicable law. Without limiting the foregoing, our system is not
available to minors (under 21 years of age) or to those suspended from
its use. If you do not gualify, please do not use our system.
Furthermore, you may not assign or transfer your account or user -

I have read the Terms and Conditions

| Decline

10



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

e Welcome |Logout
o— Search Bids . )
B 2 Need assistance?

BIDS YINC = i : ~2 o Contact us
All Regions - Current Bids - @ “JF LA orcall BE0O-990-9339

Alerts Current subscriptions Manage ¥You have no active cards on file
Add credit card
> @ S
e :

You are currently subscribed to:
See all products

Links bids

Addendums Changes My bids About to end Invited bids Bids wvith offers

= Bid # = Title = Agency Region Pre-bid conf = Time left
Mo records found.

Results per page: [10 [~ ]

Links PLUS bids

Recently matched My bids

View all product types -~

Product Type Bid # Title Eod Agency Region Time left

{
L]
4]
1]

Mo records found

Results per page: 10 El

Back to top

Bid Search Orders

11



Company Profile

Click the link Company Profile.

— T

Home

Agvonced Big searcir

Search bids
Bid title or description (3 words or less)

Current Bids :I @

All Regions

NHeed assistance?

~ . Contact us

or call 800-990-9339

e ——

Company profile

Admin
Invoice
Tools

Messages

Help agencies
find you.

Finish filling out your
wendor profile

o e

profile

General Info
Business
Owners
Insurance
Hotifications
Classifications
Qualifications

My account

Company name:
Contact:
Address:

Phone:

Contact email:

Small Business Consultants
Emily Van Atta

707 Third Street
West Sacramento, CA 35605

530-412-3456

ek_jane@yahoo.com

Based on your current profile, you are invited to do business with the following agencies

Register your business with The State of California

Department of

General Services

VGOV Liuomo GREEM - BUYIMG GREEN - WORKING GREEN

. My user info
-

Change password

@ Admin .@ Invoice ./fi, Tools

Users Summary of charges Training
Accts. pavable Itemized charges Fany
Accts. receivable

Supplier ads

Subscriptions

Credit cards
Plan holder list

MNeed Help with your
account setup?

Call BidSync account
support 800-990-9339

(O Messages
L™=

fWiew your messages)

12



Notifications
Click on the box labeled Notifications.
Agency Types: Make sure only the box for State is marked for free bids.
Notification type & frequency: Verify the correct contact methods for each option.
Click Save. When finished click the My Account tab.

iy BCCOUnT Agency fist

Company profile

Comppany profils Compary profie is ingomplete.

My gseT info The information in your company profile is used to match agencies with vendors who meet their meeds. Pease finish flling

cut your profie on each of these tabs 30 agencies may find your Company.
Aasin

Inwgice yi
General nfs Businain CredneT s (LTI aee | Classificabons
To=pis TRt el B £ 3 4! R
| Gualificalons j T 5
i ¥

Maisages
Hatification settings: Agency type:

Chack ime typeia) of agencies with whash you wand 1o work

School Dairict ] Municipay Federa

[T] universeyitotege | Eommunty Cotege ] Brivate

:b-.-"f Slate PortTranat Autharty Mstary
1 Couimiy 1 Cisar

>Hotification type & frequency

Farasa add nolico sfibicleynccom to your pddrass bool B0 prevend spam fllers from bigckng tham
| E e

il Piotrty s of bids Fve Deen nvibed to “
il Send me a confirmation messages every time | submit offers on & bid u

| Péotity e when o bid | participate in & tabulabed 0
I¥] peat fy o wohen o bid | participats n & awsrded
[#] Fiobfy ma a8 scon a8 an Orded @ placed
I¥] Send me o daky sl of BetSyne Linis Bids

Send me a daby sl of BadSyne Links PLUS Duds ﬁ

Sand me excluane specal offers and promabions ﬂ

“:‘ﬂ..;j AN E Bar AR
C T

PP

13



Account Profile Setup

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

My account Agency list Support

Company profils
My user info M}“ account Heed Help with
ur account setup?
Agdln Company name: Big Momma's Sandwiches yo e
Imvaice Contact: Linda Gross Call Bidsyne account
Tools Address: 2768 Catanda Way support 800-990-933%
Sacramento, CA 95826
Meswages Phone: 216-361-0219
Contact email: ms12dzn@gmail.com
“ Based on your current profile, you are invited to do business with the following agencles
Help agencies
7 pag: Register vour business with The State of California
f'!l'l'd yﬂu. [y ——y—]
feow General Services
Finish filling out oty obheipibd ol p—
wour vendor profite
p N =1 A
Lompany My user infa Admin MNEIIARes
i Compan < My user info @ Admin i a Invoice .ji Tools i Messa
profile
Change password sers ry of ch Iraining i oeT M EERgeT]
i lof Accts. pavabie ltemized charges £Q

B g, recelvable

Penrs Supgliar pd

{pianis Sfncriptions

Hotifications Cregit cards

Classificateong Plan helder Bzt

Quiifig Athony

14



The State of California Supplier Profile
|ldentification Number: Select Federal Employer Identification Number or
Social Security Number and enter numbers only (no dashes).

Click Save.

&) BIDSYNC

«s Home | s Search | <= Bids | <= Orders m «s CRM | s Agency List Support “« Logout

My account | My user info

| Admin | Inwoice | Tools | Messages

The State of California Supplier Profile

Suceessfully completing this registration process will enable you to do business through this system as a supplier with the State of California. Onee your profile infarmation is saved, you will ba
.GDV sllowed ta continue with the registration process by submitting your profile to the State of Cabfornia for review,

PROFILE INFORMATION
X Identification Number:

X  UNSPSC Classifications: = 3 a
. FI Mﬂmﬂ _MI F':fu
X The State of Califernia Use Pelicy: a SR ——

Registration Status: 8 BidSync FFPE

hittpsef fwww bidsync.com/ P XBidder&dmintouac= profilefeinssnfiagency=307818

I CERTIFICATIONS

Reaister your business with The State

| PROFILE IDENTIFICATION NUMBER |

Mertification Types  Social Security Number -
= Federal Emplover [dentihicaton Number
estiication Mumbes:

Idertification Number:

+ Small Business

+ Disabled Veteran Business Ente
+ MNon-Profit Veteran Service Agel
+ Mon-Profit 1

When entering your FEIN or Sodal Security Numberplease do not enter a dash or hyphen Yithin the string of numbers.

Example:
123456789 for FEIN or SSH
[ Do NOT eter as 12-3456789 (for FEIN) or 123-45-6789 (for S)
——l

DO NOT INCLUDE DASHES IN YOUR TAX IDENTIFICATION NUMEBER (TIN) OR FEIN OR SSN. o 300-990-3339

Il rights reserved.
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The State of California Supplier Profile
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.

== eiDsvyNeE

mm_
== T ]
E e T —— o o e S 4 b s e b i s
E I D 5 {, N L--u-- o i e ienrt b, Remenan i peivrersd ity st o84 R i S e e, WP Gre 1 1. SH
Povered By RFP Depo e B e IR B i i n-.:-n- .

« Home == Search | =« Bids = Orders o e Help == Log

e | el et . ol B it il 1 1 I G ¥
. =
B LT

Your Info | Admin | Inveice | Tools | Messages

TSR R
i
i

The State of California Supplie . o sbar s o it o e,
e
Succassfully completing this registration proce I St W e i S e Taton is saved, you wil
.GOU sllowed o continue with the reqistration proce e . s
= —r —
[ ——
B L e S e -
rrvirm e fioheen o Permmd rg o WSS 0 fees g el Assers eeries
Pranae aa i mrae S rrtans
PmmomEme —
+  Federal Employer Identsfication Humber: 0000000 | i e
4 UNSPSC Clossifications: C[Edit] 3 e IR
A The State of Califarnia Usa Palicy: Mot Accepted o e
Registration Status: SUbMIL BEQISH 15w o s dooemct Motors orm hemmeerirs ot Bt
e e p -
- ok
e ey -
ot s s mrat e s
CERTIFICATIONS T L

i e L T - — — —
L -

pre. e e

b e e Ay S

Fapme B LA G P

T e e

Reqister your business with The State of California as:

« Small Business

= Disabled Yeteran Business Enterprise
= Mon-Profit Yeteran Service Agency

= HNon-Profit

R e Lrrie AR B miaes
— - aa ¥ - -
v e F e e e A s e Tmmad e e e b

ECENEEC N EE N EEENENEEEESSEEEED
Il
|

ETEmEETE

t Ba e an o e B e o i S e

Barmed rwml Frmrd mep Lt e e bt et S minoe

Lo wemesnom  som s 4 Bt L AREE RS i A devnccom or 1-800-350:
[ amemy | camssssiy < LLC, Al rights resery
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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. Tell the operator your Registration is Pending.
Otherwise, click “Register your business” link.

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”
Renewing Applicants — Click on “Renew Certification”
Returning Applicants — Click on “Complete SB Application”

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 (where available). Select Next.

BIDSYNC

wrad by RFPF Dapot

Hasmee = Bearch == Bids e Orders we Tooks s CRM Help s Logout

mall Business{SEB) and/or Disabled veteran Business Enterprise (DVBE)
CERTIFICATION TYPFES I
[[] Small Business (SE)

] Chisabled vetaran Business Enterprise (DWVBE])
DUSTHESS TYPES

|
] Construction
] Service
] Men-Hanufactursr
[ ] Manufacturar

= Maxt k-
_—

¢Ncn—F‘ rofit Veteran Service Agency (MNVYSA)

CERTIFICATION TYFES
Mon-Profit Veteran Service Agency (NWSA)

BUSINESS TYPES
] Service

[] Manufacturer

= Haxt kF

¢mnn Profit (NP

CERTIFICATION TYPES
HMon-Prof (NP}

= MHaxlkk

Homm  Bid Seprch Bids Orders Tools Privecy Cert, Tooms  Logout

Customar Support = yandonjuoport@bidsvnc com or 1=000-990- 93239
AR 2 - o

Cui peinbe @ RS- IAA0R - R sy, 1N all rinhts sasarvnd
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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 YNNG

Home o= Search

Participation Authorization and Compliance Agreement

BY ACCEPTING THE FOLLOWING TERMS AND CONDITIONS, YOU ARE AGREECING TO THE -
FOLLOWING:

FEMALTY OF FERJURY

any person that willfully provides false information is subject to serious penalties. The submittal of
this online application must be authorized by the applcant firm®s owner (or officer, in the case of &
corporation) and hersby certifies that hefshe has read and understands that the applicant mests the
applicable Small Business andfor DVBE cartfication regueraments under Government Code Section
14835 ot s0g, andfor Military and Veterans Code Section 999 ot seq, and California Code of
Regulations, Title 2, Section 1696 et s8q, and that the foregoing staternent and all informaton
subrmitted herean are truthful and accurate. | declare under penalty of perjury under the laws af the
atate of Cabfornia that the foregomng 11 true and correct,

VERIFICATION OR RE-WERIFICATION OF STATUS

all spplicants are subject to verficaton or re-verfication of statws at any tme, Failure by & business
to provide requested information that supports its aligibality, by the date and time specified by the
FE0E, shall be grounds for denial or decertification. Pleass also note that sanctions may be imposed
for cartification prograrm misuse. (Ses Titls 2, California Code of Regulations, Sections 1896, 14,
189616 and 1B96.70. Ses also Government Code, Sections 14842 and 14842.5; and Military and
Veterans Code, Section 999.9; available at wws leginfo.ca.qoy.)

USE POLICY

The State wants you know about the collection, uee, secenty, and acoess to information that may be
abtained through use of the State's web portal, By visiang this web site, you are acceptng the
policses and practess deserbad in this Notice,

Plaate fote that thes Ude Palicy 19 dubject to change without notice, and that it reflactd the State’s
cyrrant butinedd pracces, Thie palcy i dated Decermber T, 2000,

Alza note that each department within the State may have sddwonal prvacy and use pelicies spechic
to the rmissson and needs of their work. Be sure to review those policies a2 you access sdditional sites
within the State.

FERSOMAL INFORMATION AMND CHOICE

“Personal information” is information sbout & natural person that identifies or describes an individual,
inchuding, but not limited to, his or her name, sooal security number, physical descrnption, homs
address, harme telephone number, sducsation, finsncsl matters, and medical oF emplayment history,
readdy ientifiable to that speeific individusl. A demain name oF Internat Protocol address i nat
canfrdared parsonal information, however, it i considerad "slectranically collectad parsenal
infarmmation”, 2

T L T T I T o PR g e BT FI T e

QL[.,I accept the terms R
< 44 Pravious ﬁm
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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

25



Oowners

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

owners, officers or members 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.
Click Save. Repeat to add additional affiliates. Click Next.

Departmen of ﬁ Generm Services
ooy GeneteSenes GOV
BUILDING GREEN -BUYING GREEN -WORKING GREEN 4 el oo g "M n rlmm aaToaly | e CHM Help =g

oo Hore | oo Seareh | oo Bids oo Purchasing [RACTIM oo Progress Payments | o Tools | o CRH Help +¢ Lagot
Certification Search | Mail Log F T :
S ity k0 B o maan
4 Bath To Profle 0 0 0 0 6 0
To Navigate click on the appropriate section
0 6 0 0 @ @ . !lll TI.—‘.
] 11 ) ) g v Bty oo DFLBNia Tosachisk

Afflites

AFFILLAIE INFORMATION

O B ne Pole Pebvey Dyt

| L ]

19200 - Bl L. Mgkl ousi

BUSINESS NAME LAST NAME FIRST NAME TITLE ER[ENT DELETE

No Affiliates have been specified.
Please click the "Add Affiliate" button to add an affiliate

You rnust dentify each business that applies to vour “Yes" response on the "Affliate Relstionshins” questions.
"Fou only have to lstthe business once if ther are multiple reasons and/or persans that establish the relaionship,

o {{Previous 4 Next b

{ustomer Support - agencysupporthidsyne com or 1-800-930-3333

Copyright @ 1353-2008 - BidSyne, LLC. Al rights resered,
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Taxes

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

BIDSYNLC

Powsrad

s« Home | =« Gearch -« Bids | «s Orders = Tools | -« CRM Help == Logout

To Mavigate click on the sppropriate section

® & O O o

lNaxes

TAX IMFORMATION

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

1f yaur firrm ownershap type is &: Tour gross annual recepts lass returng & allowances are located on:
SOLE PROPRIETORSHIP SCHEDULE € (form 10400, SECTION A, LINE I
PARTHERSHIP OR S-CORPORATION (RENTAL OR LEASING BUSINESS) FORM 8825, TOTAL OF LINE * COMBINED
PARTHERSHIF (ALL OTHER BUSINESS TVPES) FodM 1065, LINE 1<
S-CORPORATION {all other business types) FORM 11205, LINE 1C
C-CORPORATION FORM 1120 O 11204, LINE 1C
LIMITED LIABILITY COMPANY - SINGLE MEMBER/manager FORM 1040, SCHREDULE ©, LINE 3 or FORM 1120 or 11204, Line 1o
LIMITED LIABILITY COMPANY - MULTIPLE MEMBER s/ /managsrs WITH PARTHERSHIP TAX STRUCTURE FORM 1065, LINE 1C
LIMITED LIABILITY COMPANY = MULTIPLE MEMBERS/managers WITH S-CORP 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 FORM 1065, LINE 1C

Enter the Gross Annual Receipts (GARs) for the applicant as reported on the busness’ Federal meooms tax relurmn.
Tou may antor an ostimate for the most recent tax yoar anly if your tax returns have not yet been filed,
: . A

0T CARS | ToTaL | AvERAGE

| D E R CURRCHT GARS QFTIONS =Pl GART ZOLD GARD

Consulting 2L GARS NOT Avaliable $0.00 $0.00
Tolmias £0.00 §0.00
L e

= 44 Provious | = Submit

Heore id Search fHds Ordors Tools Provecy Sert Isoms Logoud

Customar Support - sandonusoorBbldosnc com or 10009909339

Copyright @ 199%%=-2000 BidSymc, LLC. &l nights reservad.
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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 Function questions.
When finished click Submit.

EIDEW’ND

Apmry el whaem vy are slos Corified  aees eaos
£ i s = e B i
e[ e B i i i s et 38 i s

Srwn ik

E‘ m Faa T m il Clmiad it
: D) . [ [ e T — —TTT]

T T e I L L L L S E———
B, BAD Bobiriatd Becari AR IO Yo Burieiit A Ik Lok T BB . Tired Carbioad Bl kit ok (VR Mhietfs g Tinet ryeraris = i

rercmed i 11 aresieTs. Ty 0B St v Rererede m ey e

e ——

UNSPSE CLASSIFICATIONS

2 it ps:horwwr. Bldsync.com - ClassHication Sekectlan - Micr

Zearch hgs

Currant Filters: none

Shoming 1 of 1 results
Search Results

Select Classiticabons  Romoe All Clshications

Ente e edividizol kaweocds {dascripivo tiernd, japaratid b7 o 3
State buyers mn petertal busi s wmm Ta£an yaur bz
Leywords will be truncated 2ss characters, Ty zan ndm wu

DUSINESS SERVICES N.E.C. ARCHITECTORAL, INTERIO!
DESIGH, PLANNING, num.unn' CONSULTING

r you would ko bo search for.

Search by Keyword or UNSPEC Code

Eizar Becuts

sorvices

(o

Answer the following questions as they apply to the spplicant firm

COMMERETALLY UNEFUL
1. when M'Iiwa yaur roke on & Stte
IRt contract or purchacs order

Example: The State contract is for modifying an offics e,

sonchis ba pluenbing,

cantract or purchase ard ﬂm

ﬁ.m

osoft Intarnet ... r;rﬂrzﬂ [
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Enter your Password. Click Submit.

Deparment of

Gov  Zenerallenvices

s#« Home = ««Search =+« Bids |+« Purchasing «# Progress Payments

Certification Search | Mail Log

8 Back To Profile

To Mavigate click on the appropriate sechon

O O O O ¢ O

SMALL BUSINESS(SE)
Service

USER INFORMATION
User Id

- Password |

Home Bid Seaprch  Bids Deders Tools Povady Cerl, Logoait

Custorner Support - agencuiyppom@bidsvne cormn or 1-800-550-3339

Copyright & 1%99-3002 - 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).

—

BIDSYNLC

ws Home  «« Search  ssBide  «= Orders | <= Tools <= CRM Help = Logout

CALIFORMNLA FROFILE

m5' » Ciprpailting Suppler Number
F E— Contultng DBA Butness Name Congulting
AdresE Phone
Fas
Ermasl
Busness Typas Servics
Hanuf sotrer
Service Areas  Alameda Coundy, Alpne County, Amador County, Butte Cownty, Calaveras Cownty, Colusa County, Condra Costs County, Del NMorte County, Bl Dorado County, Fresno County, Glenn Couwnty,
Humboldt Cownty, Irr\'p-ennl Cmml'r Inva Cmnnh- Heam County, Engs County, Lake County, Lassen County, Los Angeles County, Madera Cownty, Marm v.‘_'uur't\r Manposs County, Mendoono

County, Merced Cownty, Modas County, Mond County, Marterey Counly, Napa Couwnly, Huvn-d-n Courty, Orangs Courty, Placer Cwnh' Hurrlu County, Riverisds County, S-a-nrlnqn!u Coundy, San
Barats Courty, Sah Bamarding County, San Diegs County, San Frandsss City & County, San Josduw Counly, S8 Luss Dbuips County, San Matas County, Sanls Barbars County, Sants Clara
County, Sams Crue County, Sheits Counly, Suarms County, Saksyou County, Solans County, Sonams Counly, Stamndlaus County, Sulter Courty, Tehama County, Trndy County, Tulins Counly,
Tuslumne Courty, Venturs County, Yolo County, Yubas County,

Heyeords Sgireis

Classfirations 335555 - Al Other MaceBaneous Marufsciuning
BOLOLS - Business and corporate mansgement consultaton servioes

Wi Opladni A
Edit Optiona Certity With Current Profils | Sactiy With Blank Apolication
Actve Certilications Begister 35 Disabled Yeteran Business Enterprize [DVBEY

S8 (Micra) \ Approved May 5, 000 May §, 3009 May 30, 2010

Certification Histo

STATUS STATUS DATE | FROM

Mome Wi Seaech Bids  Oeders Toobs Powscy Cert. Teoms  Looout

Contomer Suppert - nandeussat@bidicnocam or 1-000-990-323%
Coppeght © 1999-2004 - Bidiync LLC.  All mghts reserved
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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 Registration Certification Manual��Presented by�Department of General Services, Procurement Division�Office of Small Business & DVBE Services
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	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: Keywords�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. Select the appropriate Suggested Keywords that apply to your business. Under Where do you do business select California only. Under Notifications read where to update your notification preferences and de-select the box Include BidSync Links Plus bids (not recommended for Free Registration). Click Next Step. �
	Step 3: Classification Codes�Select the appropriate codes that apply to your business. Click Next Step. �
	Step 4: Complete BidSync Registration�Your information will be saved and your BidSync account is now activated. Click the My Account button to login to your account and complete your State of California Profile and SB/DVBE Application. �
	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 BidSync Links 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 Company Profile.
	Company Profile�Click the link Company Profile.
	Notifications�Click on the box labeled Notifications.�Agency Types: Make sure only the box for State is marked for free bids. �Notification type & frequency: Verify the correct contact methods for each option. Click Save. When finished click the My Account tab.
	Account Profile Setup��Select “The State of California” link to begin the setup of your �California Supplier Profile.
	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�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.
	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. Tell the operator your Registration is Pending.�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”�Renewing Applicants – Click on “Renew Certification”�Returning Applicants – Click on “Complete SB Application”�
	Certification Types and Business Types ��Determine the desired application type then select the appropriate box or �boxes (where available). 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 owners, officers or members when necessary.  ��Click Next when finished. 
	Affiliates �� When required, click Add Affiliate button to enter Affiliate Information.            � 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). �
	What Does My Application Status Mean? 

