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Using BidSync as a Vendor 
This chapter details the major vendor functions of the BidSync System. The sections are written from the vendor 

perspective but included in this agency User Guide so that agency staff can support vendor participation in BidSync.  

 Registering as a Vendor 

 Navigating BidSync as a Vendor 

 Uploading Clearances and Affidavits as a Vendor 

 Managing Company Information as a Vendor 

 Searching for Bids BidSync as a Vendor 

 Placing an Offer as a Vendor 

 Receiving Notifications as a Vendor 

  



Office of Contracting and Procurement - City of Detroit 
BidSync User Guide 

Part 3 
August 2015 

    
 

Using BidSync as a Vendor 3  

Registering as a Vendor  
This section outlines the process of becoming a registered BidSnyc vendor with the City of Detroit. Once registered, 
vendors can verify their contact information, other business information and notification preferences. Vendors can 
also complete the required paperwork for placing an offer with the City of Detroit. 
 
Important Note: Vendors do NOT need to pay to use BidSync. If prompted to select a payment plan, refresh from 
the BidSync homepage and restart the registration. 
 

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

 
2.  Click Sign up now. Sign up page will appear.  

 
 
  

http://www.bidsync.com/
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3.  Fill out all Main Contact and Your Information fields. Click Next Step. “Keywords” page will appear. 
 

 

4. Select the primary industry and at least three (3) keywords to describe the vendor’s business 

products/services. Select where the vendor does business. Make sure that the BidSync Links PLUS box is 

NOT checked. Click Next Step. “Classification Codes” page will appear. 
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5. Based on the keywords submitted, a list of Classifications (Commodity Codes), will be displayed. Select all 
codes that apply. Click Next Step. “Confirmation” page will appear.  

 

 
6. The vendor will receive an email notification and can immediately View Bids. BidSync will process the 

vendor’s registration within the next business day. Once that is done, the vendor will be able to place offers 
on bids. The next step is to log in and get familiar with Vendor Navigation. 

 
 
 
 
 
 
 
 
 
 

Revision History 

Name Date Revision Level Description of Change Effective Date 

Jenny Six 5/22/15 Visuals updates Arrows added to visuals June 2015 

Jenny Six 9/3/15 Language Update Updated step language September 2015 

 

Thank you for registering with BidSync! 

You can now log in and View Bids information. Please allow one business day for 
us to review and confirm your registration. You will have "read only" access and 
will not be able to place offers, ask questions, etc., until we have confirmed your 
account. If you need immediate assistance and would like to have your account 
confirmed immediately, please contact BidSync Support at 800-990-9339. Thank 
you for joining and we hope you enjoy your experience with BidSync! 
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Navigating BidSync as a Vendor  
This section outlines the basic account functions for a registered BidSync vendor. Topics include managing business 
information, searching for bids, and accessing BidSync Support.  
 

1.  Log in using the vendor account email address and password. Click Login. Vendor homepage will appear.  
 

 

2. Click My Account. “My Account” page will appear. 
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3. “My Account” page is where the vendor can update general info, password, users for the vendor’s 

account and other info such as classifications (also known as commodity codes) and qualifications. The 
following subsections explain the qualifications, admin, and search functions. 

 

 

 

Revision History 
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Jenny Six 5/22/15 Section split 
This is now a separate 

section. 
June 2015 
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Submitting Clearances and Affidavits 
Clearances must be submitted prior to placing any offer on any City of Detroit bid within BidSync. Affidavits may 

also be required prior to placing an offer. This requirement is bid specific and will be displayed on the “Bid 

Overview” page in red text. Submission is required prior to placing an offer, not approval. Approval is required prior 

to being awarded a purchase. This section shows how to submit clearances and affidavits. 

NOTE: Vendors may submit clearances to The City of Detroit at any time under the vendor profile in BidSync.  

1. Within the vendor profile, click Qualifications. The “My Account” editing page will appear with the 
Qualifications tab displayed.  

 
2. Select City of Detroit Office of Contracting and Procurement from the drop down menu. Page will refresh 

to display Detroit in My agencies. Then click City of Detroit Office of Contracting and Procurement to view 
qualifications and other forms for that agency. A pop-up window will appear.  
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3. Click any of the plus signs (+) to expand a section and view individual documents.  

 

4. For each required document type, check the box to verify compliance, and check the box to verify that all 
the information provided is true by selecting “I certify this info is true.”  When all relevant documents 
have been uploaded, enter the vendor’s password, and click Submit. The vendor will return to the “My 
Account” edit page. 

 
NOTE: PSC Contractors should not upload their clearances, but should send them via secure email 
directly.  

 

 
  

An empty form can be 

downloaded from this page. 
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5. Under the My qualifications sub tab, the vendor can view the status of the vendor’s submitted 
paperwork.  The vendor can modify other business information, including which notifications the vendor 
receives, using the other tabs in the “My Account” edit page.  

 

 

 
 

 

Revision History 

Name Date Revision Level Description of Change Effective Date 

Jenny Six 5/22/15 Section split 
This is now a separate 

section. 
June 2015 

     

 

  

Additional Notes on Clearances 

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

 The vendor needs to upload the form to BidSync once. After the initial upload, the 
vendor can place an offer without having to re-upload their clearances. 
NOTE: PSC Contractors should not upload their clearances, but should send them via 
secure email directly.  
 

Additional Notes on Affidavits 
 Not all bids required affidavits. The “Bid Overview” page (discussed in the Placing an 

Offer section of this guide) will indicate the requirement of affidavits. 
 

Additional Notes of Certifications 
 The certification approval process will remain separate from the BidSync system and will 

be facilitated by the Human Rights Department. 

 Approved certifications will be uploaded when a vendor places an offer. 
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Changing Company Information 
It is the responsibility of the vendor to register with BidSync and maintain up to date contact information within the 

system.  

1. Within the company profile click Admin. “Admin” page will appear. For business with the City of 
Detroit, the vendor will primarily use the “My User Information” and “Users” functionality.  

 

2. “My User Information” is where the vendor can edit info specific to the vendor’s user account. This is 
more specific than the business info discussed earlier. After changes are made, enter the vendor’s 
password and click Save.   
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3. Click Users.  

 
 

4. This page will list all users linked to the vendor’s business. As an admin, the vendor can search, add, 
edit or delete users from this list.  

 
 

Revision History 

Name Date Revision Level Description of Change Effective Date 

Jenny Six 5/22/15 Section split 
This is now a separate 

section. 
June 2015 

Andrew Bunyard 7/30/15 Steps Further Split 
Individual steps were 

split out to make 
process more clear 

July 2015 

Josh Lachman 8/12/15 Arrow Update Arrow Update in #1  
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Searching for Bids 
In addition to the daily email notifications based on the NIGP codes connected to a vendor profile, vendors can view 

all Detroit bids currently in the system. 

1. From the vendor home page, click any of the arrows in the top section of this page to get a quick 
reference of Alerts or Qualifications. In the bid search section, bids can be searched for by keyword, 
number or filters (classifications, states, distance, or date).  

 
 

2. BidSync automatically filters for “My Settings.” This can be manually changed if the vendor would like to 
expand the vendor’s search to “Search all Bids”. A bid number, or up to three keywords, can be entered 
in the search box to further narrow the search. Results will populate in “Agency In-Network Bids” box. 
Detroit does not currently use the “Premium Bids” function. 
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Contacting BidSync for Help 
BidSync is available by phone for technical support at (800)990-9339. In addition, there are vendor support 

resources in the system. 

1. “Support” can be accessed by clicking Support in the vendor’s toolbar. “Support Center” page will 
appear. 

 
 
 

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

 

 
3. Search through FAQs, system updates, tutorials in the Knowledge Base, or enter keywords to search for 

a solution. When done, click Navigate to return to the vendor’s homepage.  
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Viewing an Open Bid  
This section illustrates the various ways a vendor can navigate to view an open bid published by the City of Detroit. 

This process is most commonly initiated from an email notification, searching for bids, or viewing the City’s website. 

This section explains how to view the Bid Overview page from each of those starting points. Unregistered vendors 

should view the Registering as a Vendor section to complete that process. Once a bid is viewed 

Starting from a bid search: 

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

 

Starting from an email notification: 

1. Within an email notification, click on the bid title. The BidSync login page will appear. 
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2. Login with vendor credentials.  

 

 

 

 

 

 

 

 

3. Once logged in, the “Bid Overview” page will appear. 
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Starting from the City’s website: 

1. All open bids are posted on the City’s website at http://www.detroitmi.gov/How-Do-I/Do-Business-with-

the-City/Open-Bids-for-the-City-of-Detroit 

To view a bid, click on the bid title. A new table will appear and display the public view of the “Bid 

Overview” page. 

 

 

2. Review the public information. If interested in placing and offer, or want to learn more, scroll to the 

bottom and click either log in or register. Once logged in, the full “Bid Overview” page will appear. 

 

 

http://www.detroitmi.gov/How-Do-I/Do-Business-with-the-City/Open-Bids-for-the-City-of-Detroit
http://www.detroitmi.gov/How-Do-I/Do-Business-with-the-City/Open-Bids-for-the-City-of-Detroit
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Viewing Bid Documents: 

1. To review the bid documents, select the Documents tab on the bid information page. 
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2. Vendors may either download the full bid packet or they may choose to download individual documents 

from the document list.  

 
a) Downloading Select Documents 

 

i. Select the document to be downloaded from the document list.  

 

 
 

ii. Once documents have been selected, click Generate zip file. A zip file will download 

where the individual documents can be accessed. 
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b) Downloading Bid Packet 

 

i. To download a PDF of all bid documents, click Download Bid Packet. A PDF documents 

with all the listed bid documents will download.  
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Placing an Offer as a Vendor 
This section starts from the “Bid Overview” page and illustrates the steps a vendor must take to place an offer on 
the bid. Note that if affidavits are required for the bid, they must be submitted before a vendor can submit 
questions. The bid submission process includes: 

 Registering as a vendor – Reference the “Registering as a Vendor” section for guidance on that. 

 Accepting all required documents 

 Submitting affidavits, if required 

 Entering the price offer 

 Uploading offer documentation 
 

1. Information specific to the bid is displayed on the “Bid Overview” page. Once the “Bid Overview” page is 
reviewed, address the documents required for this bid. 

 

 



Office of Contracting and Procurement - City of Detroit 
BidSync User Guide 

Part 3 
August 2015 

    
 

Using BidSync as a Vendor 22  
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2. Clearances are submitted by uploading each document to the vendor’s profile. This can be done any time 
prior to placing an offer, and the City encourages vendors to upload these forms at the time of 
registration. The steps to upload a clearance to the vendor profile are outlined in the “Navigating as a 
Vendor” section.  
 

3. Affidavits are submitted by uploading each document to the “Bid Overview” page. Click View required 
qualifications to submit affidavits for this bid. Affidavits must be submitted with each bid. Pop-up window 
will appear. 

 
 

4. Click any of the plus signs (+) to expand a section and upload individual documents.  
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5. Once all relevant documents are uploaded, check the box to verify compliance, and check the box to 
verify that all the information provided is true.  When all relevant documents have been uploaded, 
enter the vendor’s password, and click Submit. The vendor will be returned to the “Bid Overview” 
page. 

 
 

 

6. On the “Bid Overview” page, click Documents tab. Required documents will be displayed with a 
Pending Acceptance status. To accept each document, click the document title. Do not click download. 
Some documents are read only and only need to be viewed. Documents that are interactive web forms 
should be filled out.  
 
NOTE: Downloading the bid package is not the same as accepting the required documents from this 
tab. 
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7. On interactive web forms, fill out the appropriate fields, enter the vendor’s password, and click the 
appropriate button – for most vendors this is Save. The page will refresh showing an Accepted status 
for that document.  

 

 
 

8. Once all documents have been accepted on the “Bid Overview” page, click Place Offer. “Place Offer” 
page will appear.  

 
a. Note: Alternatively click Place No Bid and indicate why an offer wasn’t placed. 
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9. Enter a total price into the total price field. Upload any required documents by clicking Upload 
Attachments. These documents may include the proposal, bid bond documentation, a price sheet, or 
other bid specific documents. When ready, click Submit.  

 

Revision History 

Name Date Revision Level Description of Change Effective Date 

Jenny Six 6/3/15 Updated visuals 
Arrows added to each 
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June 2015 
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Receiving Notifications as a Vendor  
This section details the types of notifications that a vendor receives once they have placed an offer on a bid. These 
notifications will come from a BidSync email address, not a Detroit email address. It is the vendor’s responsibility to 
make sure their email server is coded to allow emails from @bidsync.com into their inbox. 
 

Here is an example of a bid addendum vendor notification: The vendor may receive notifications for 
several topics while the bid is still open. The vendor will receive an email notification when the vendor 
submits their offer. The vendor will also receive email notifications relating to any addendums, pre-bid 
conferences, and Q&As.  
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