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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.

e Registering as a Vendor

e Navigating BidSync as a Vendor

e Uploading Clearances and Affidavits as a Vendor
e Managing Company Information as a Vendor

e Searching for Bids BidSync as a Vendor

e Placing an Offer as a Vendor

e  Receiving Notifications as a Vendor

Using BidSync as a Vendor 2
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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.

@BIDSYNC ez non:

B¢ | covemam | o —— | | o

Bid Notifications eProcurement Solutions

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

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

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

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

. BID SYN E [inl» ] £ D'{.’f_."iTACTl_ISI ™y pecount.

‘.‘ Bid Motification Py i ‘ R ‘ N ‘ Company

BidSync login

Not registered? Sign up now *
Passwords are case-sensitive

el —

s —

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

3

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

Classification Codes

1. Main Contact 2. Company Information

Company Mama

Lasl Marme | |

Firsil Mame
| | Street Address
Phone Nurnber | |
Ll | | |
Selert job Title Ciy Slae Zip
| Please Select T | | ” Sealact a State L ”
Ernail Errmail Confirm Organization Phone Nurmiser
| | |
Mser Mame Time Zone
Eastern Time [US & Canada) v
' | | i
Passmord Passweord Conlirm
| | | Business ID Number
DUNS FCIM S5M

Hove did you haar abow us?
Choose One v

) A

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.
D S S ———

: -
Beyuared ek

Primary Industry
“Compary primary i"du-.'.l,l:l Administrative, Financial, and Management Sarvices L | *
Keywords

Eepmons Bl 5 Snd bids. Faf ae e best math B s oompany

"Required Please enter alleail 3 keywiords that defing youwr producstenies. Then seleco

relvant MIGP codes thal classily your business, |

HAKAGEMENT OORNSULY

Ak More Keewards

Sugpested Keywords
A% yau enter kepwords for your business in Uhe section aboes, sugpestions will apear here. Supggesied waords ane based onwords
thal olfer Cuslormers using, your keywords haes wsed. Check the bomes o add waords wo your list,

Where do you do business?

® U5A+Canada O USA O Mascathuens Only O Specilic States/Prininces

MNotifications

e your netiication preferences, go 1o "My Account” upon login

« Previous Step | | Mext Step = | ?

Include BidSyrc Links PLUS™ Bids (Recammended)

Using BidSync as a Vendor
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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.

“Beguired el

Classification categories

[ nonderto send ¥ ow Did nodfcations you mustseiec NGF coles . All codes seiechal ans mathed o Ods hatare sieased Trough owr System. You
mnay select wp b W0 codies Bhat appy boyourbusiness

MIGF codes based onKeyword search results

Tese codes wer msiched only Bo B keyveands Bk yow enbeed

ol [Gquan. Up

eal Cleaning

and Accessonies ol Ward Processing Couiprreent), Maintenance arel Repair
e Consulting

s (dbe] and HisLorically Underutifzed Busimess (hab) Consuling Induding Technical

# 31820

Select Mone

| = Prewvious Step | | Mest Step = | ‘

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.

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!

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

BidSync login

Hot registersd? Sian up now

Prsnwards are cose-sensi e

Forgot password?

[tog) <

2. Click My Account. “My Account” page will appear.

Home: My account TS Agency list Admin Support
v Alerts ¥ My Subscriptions v Qualifications
v Orders b Invoices
Search bids
search by keyword, fitle or bid number (limit to 3 words Q Search
® Saarchusingmy seiings O Saarch al bids

Show results for:

Agency In-Network Bids &V LINKS
| - Classifications
| {1} Linka bids ” Addenduma || Changsa || My bids " Aoutto and | imvitad bids || Bidawith offars |
S my classticaton codes SidSyne Linis ™ Thase bids are posted by SdSync Agancy Mambars. Many of ham are fra!
Bl Titis a0 Locstion | Biend | Tab
| - states | 2gency
My Regans |j Sy | OIOMETE g :EF' g'l-ifra:’ra;mwaaom-m-a:ngau Micrigan ﬁ;:ays.s
Alabama
s o ficn] P | os Resuits psr pags:
| ] amerts
D AmEncan Samoa
Arizona
W st T | Premium Bids (Requires BidSync subscription)
Sgectadl | sk
| » Distance | EILINKS

| Allproducttypes ¥

| » Date/Expiration

Using BidSync as a Vendor 6
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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.

My user infy My account Meed Help with
Admin your account
Company name; CarsTech Sauons, Inc setup?

Contact: LisaM=ade

— Address; 901 Wikshire Drive, Suilz 100
Jessages
Troy. M1 £3034

Phone: 2233230500
Contact emall: sumponiSioidsync.oom

Help agencies

find you.

Finish filling cut you

wendor profile

ﬂ Company My user info Invoice lj Tools i Messapes
profile - [ ¥
al e Changes pas sword T -

Revision History
Name Date Revision Level Description of Change Effective Date
This i t
Jenny Six 5/22/15 Section split 1515 NOW @ separate June 2015
section.
7
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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.

ﬂ Company
profile

I
]

]
i.:"
i

0 | i
i
"

1
%]

[
FEa [T
1

-

(%]
)
b

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.

Company profiz I Incomgiste

The kformatian in your comipany profile ks used to maich agancies with vendars wiha meeet thair neads. Piease finksh fling oul your profis
an each of hass 1a0s 50 agancies may ind your company
Ganaral Info Buslnass Crvmiars InEUrancs Hotifications Classifications Qualifications

Qualifications

Agency qualification lookup

* Denagles agancy hal requiras regisiration

Agency: Selact agancy v ‘

My agancias My qualitications

¥

Agency Status =

City of Detrail Offics of Camiracting and Procursmss k Sunmitiad

Standard qualifications

Sebow ara standard qua Toatons,; salant Ay’ Tl ¥ CoOmEany Jua Tas fr
DBE-T 5-31.'3"".3;51 Susiness Smanpriss
MBE - Minartty Busingss Emerprize
SE - SmaN SusnzEs

WEBE - Waman Susiness Emarprise

BN =

Using BidSync as a Vendor 8
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3. Click any of the plus signs (+) to expand a section and view individual documents.

City of Detroit Office of Contracting and Procurement qualifications

B REQUIRED AFFIDAVITS Required Documents fo do business with the City of Detroit

B Detroit Business Ceriifications

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.
B Affidavits

B REQUIRED AFFIDAVITS Required Documents to do business with the City of Defroit
The bel, ts are required in order to do business with the City of Detroit.

# | comply with this qualification

REQUIRED AFFIDAVITS Certifications

Please fill out and uplead each of the required documents below. These documents are required in order to do business with the
City of Detroit.

Slavery Affidavit Fesse downioag W out ang upiosd ihe filowing decument

Agency document for this certification: Slavery Era Records and Insurance Disclosure
Affadavit.docx  Download

Upload certification document
Human Rights Affidavit Fesse sownioss 0 out andupiosa the tallowing gocument
Agency document for this certification: Human Rights Affidavit - Covenant of Equal
Oppertunity. decx  Download
Upload certification document (
Hiring Compliance rFesse sownioss 0 ot and ypsiosd e Ing document
Affidavit Agency document for this certification: Hiring Policy Compliance Affidavit. dgfex owinload

Upload certification document

Please enter your password below and click Submit to send your response.

I certify this info is true An empty form can be
Username: detroitvendor2 downloaded from this page.
Password:

m Rezet | | Cancel

Using BidSync as a Vendor 9
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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.

My agencies My qualifications

Agency Abbreviation GQualification < Status =
City of Detroit Office of RECQUIRED Required Documents to do Submitted
Contracting and Procurement AFFIDAVITS business with the City of Detroit

Additional Notes on Clearances
e Approval Status is maintained in BidSync. The vendor will receive a notification when a
clearance is near the expiration date.
e 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
e 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
e The certification approval process will remain separate from the BidSync system and will
be facilitated by the Human Rights Department.
e Approved certifications will be uploaded when a vendor places an offer.

Revision History

Name Date Revision Level Description of Change Effective Date
This i t
Jenny Six 5/22/15 Section split 1515 NOW a separate June 2015
section.
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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.

Manage Subsiriplions
First Name

Manage Credil Cards Last Mame

Purchaced Plariwlder

Fax Mumber

Cell Phone
Mumber

Manage Print Verdars

Ulsars,
Arcls Payabile

Username
Acdls Becaivalbie Email Address

Email Preference

Job Title/Pasition | Saies

Lits Phone Mumber

Orders

detraftwendar? w

|:J:|:|D_..E hidsync.cam |+
o HTWL 2 Taxl
E— T -

|Heade

[248-823-0800 : ke 555- 1234

248-823-0992

Ault. Phone Mumbser Coampke: 555 1234557

Admin

My User Information
Users

Accts. Payable

Accts. Receivable
Supplier Ads
Subscriptions
Credit Cards

Planholder Lists

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.

s e

Arcls Panable
Arcls Pecerealble
Pl e Sulbsrip ors

M anage Cradil Cands

Purchased Planiwider
ics

Pl Priv Wendors

Username [detramtwendarz |*

Email fddress IJJ::G_..E bikd s wnc. oom |+
Email Preference W HTML & Teaxl

First Mame El‘ Wikddle Initial :I
Lase Mams: [Hemad=

Job Title/Pasition | Sales

Phome Mumber [228-823-0800  |* «

Fax Mumber 248-923-0992 s 1234557

cellphone [

Mumber

O

hddress [201 Wishire Driva, Suike 100 |*

City [Tray *  Suate | Muechigan
-

Zip Code 25082 =

Username  detroitwendor2

T
| save |

Using BidSync as a Vendor
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3. Click Usersk

Users

Arcls Pavabile

Aol Beraivalble
RManase Subsoriplions

PMarage Credil Cards

Purchased Planiwlders
J5lS

Pdanage Prinl Yerkliors

Usernarme [detramvendarz |*

Email Address I:JJJQ_..E bidsync. com |+
Email Preference W HTAML O Tesl

First Nam= IE' * Wiiddle Iriial I:I
Last Mame |"-"m:m

IE-:.'.:\-_.'

Job Title/Paosition

Phome Mumber

|228-823-0%00

Fax Humber 248-323-09392

Cell Phorse

Mumber

At Phvone Number [ Joarpess1z
Address [301 wishire Drive, S

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.

Users

Argls Payalile

Acgls Revetealie
Manase Subsoriplions

Manage Credil Cards

Purchased Plarifwolkder
Bl

Mlianage Print Werdors

Username |

Ermail [

First Marme |
Last Mame |

SdminkTor -k At ' Ssponded ' Fending '.r

[ETES SN ST iy iy p—" -y

ITI':’:'.F' dletromvendar 2 L1 pror L@ iy corm ' * [Ldit D E
ARCCY TS HIGF Jrzificrons UNSFSC Classhicaions 9 Ormiticrions
Revision History
Name Date Revision Level Description of Change Effective Date
. . . This i t
Jenny Six 5/22/15 Section split B 18 now_a Separate June 2015
section.
Individual steps were
Andrew Bunyard 7/30/15 Steps Further Split split out to make July 2015
process more clear
Josh Lachman 8/12/15 Arrow Update Arrow Update in #1

Using BidSync as a Vendor

12



Detroit

Office of Contracting and Procurement - City of Detroit

BidSync User Guide

Part3
August 2015

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).

b Alerts

v Orders
Search bids
Saanch using m

» States

» Distance

» Datef/Expiration

» My Subscriptions

» Invoices
{1)Linkebiga || Addendums || Changss Mybis || Abouttoend Inwited bida
Bide with offars
SedSync Links ™: These ids are posted by SdSync Agency Members. Many of them are fras!

Bid Titls Lgeancy Location Bid
numbsar and
1503 Compulars g; )
7 RFP g3 ¥E,
a1 =3 s

» Qualifications

Tab

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.

Computers

® Saarch using my

2ngE

Search a3l mids k

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

Using BidSync as a Vendor
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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.

My account

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.

HOME SOLUTIONS CENTER SUBMIT A REQUEST CHECK EXISTING REQUESTS NAVIGATE TO

Stay updatd with announcements, and get answers in the Selutions Center from the FAQ's and our Knowledge Base.
You can alse submit a request or send us an email at support@bidsync.com.

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

BidSync Customer Solutions

Fahriiarns Ralassa

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.

m SOLUTIONS CENTER SUBMIT A REQUEST CHECK EXISTING REQUESTS MNAVIGATE TO

Solutions Center

Owerview | Recent
Announcements (13) »
February Release
Hovember Release
August Release
FAQs »
Top 10 Vendor FAQs (10) » Top 10 Agency FAQs (10} »
How do | accept documents? How do | create an addendum?
Revision History
Name Date Revision Level Description of Change Effective Date
. . . This is now a separate
Jenny Six 5/22/15 Section split section P June 2015

Using BidSync as a Vendor 14
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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.

Show results for

Agency In-Network Bids LINKS
« Classifications
NIGF v {1} Links bida Addanduma Changas My bida About te end Invited bida
_ Bide with oTfars

Adminisirative, Financial, ... -~

Agriculiural Squipmsant and ... SdSync Links™: These bids are pasted by SdSync Agency Mamibars. Many of them are fraa!

Arts, Cras, Erertammen - Bl Titie Agency Location | Bw | Tap

Autamatve Products, Vel numiber and

Sutding Squipmant, Supgie... B Puinils Warks Maimenancs | Cry of Detrort O of e i;

Clafing, Texfies, Laundry.. ™ = s RFPgg Camracting and Procuramsn Micnigan : 1“-'
1 r 1 Resulte parpags: | 10 ¥

Seiectal | Cisara

Starting from an email notification:

1. Within an email notification, click on the bid title. The BidSync login page will appear.

BidSync Links TM Bid Notification
BidSync [notices@bidsync.com]

BidSync Links™ Bid Notifications for PCG PCG

T e T [ ageney | State | End Date |

ORD19871-1 - AmeriCorps VISTA Program Expedited REP
2 Salt Lake C uT 00/01/2015
Expedited RFP &b alt Lake County

Generated on 08/25/2015
You are receiving this notification because this solicitation matches the regions, agency types and classifications selected in the company profile section of your
BidSyne account.
NOTE: Currently you will NOT receive Addendum notifications, Question and Answer notifications, or PreBid Conference notifications for these bids. If you would like
to change your Notification Preferences for any of these bids then you must login into BidSync, view the bid, and there you may change your notification preferences.
STOP THIS NOTIFICATICN
Unsubscribe

@2015 Bidsync. All rights reserved

Click here to report this email as spam.

Using BidSync as a Vendor 15
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2. Login with vendor credentials.

BidSync login

Forgot password?

Lagin

3. Once logged in, the “Bid Overview” page will appear.

Bid #1555097 - Automotive Lifts PM

City of Detroit Office of Contracting and Procurement, M
Time left: 5days, 2 hrs

Bid started:  Sep 01, 2015 11:30:5% AM EDT

Bid ends:  Sep 09, 2015 3:00:00 PM EDT

Register now for free!

Register for free to access Bid
infermaticn and place offers on
Bids released by cur agency
clients.

Download Bid Packet Add to My bids
Details Documents Line items Vendor ads

Bid #1555097 - Automotive Lifts PM ® RFO @) ‘3

Bid contact: Please log in to view Bid contact information
[T ——— Ce g g A —— 4 Bl Cnn athor Dide

Using BidSync as a Vendor 16
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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.

OPEN BIDS FOR THE CITY OF DETROIT # HowDol.. > DoBusiness with the City > Open Bids for the City of Detroit

b Appeal “Use the search tool below to find current bids issued by the City of Detroit

The Office of Contracting and Procurement for the City of Detroit utilizes BidSync, a very well-known and extremely easy to use
¥ Apply For Permits electronic purchasing tool to manage open bids for the City. There is no charge for vendors to use the BidSync system, but

vendors do need to register. For further information on how to register for BidSyne, you can access the City's Vendor Information
» Apply For Licenses

b Do Business With The City

¥ File

Page by clicking here.

To access BidSync directly, please click here or type www.bidsync.com/the-city-of-detroit into your browser."

» Find A4 STl .

» Find Community Services Bid Title gency Location End Bid Tab
Show results for : number date end

Automotive Lifts PM ¢

» Find Detroit Archives N R r
Filter by bid end date 1ssso7 | RO O Cityof Detroit | Michigan | Sep09, | 5
Office of 2015 days,
ind Youth Programs Search by bid end date Contracting 00:00 2hrs
¥ Find Youth Programs Y e PMEDT
Sep 04, 2015 o] Procurement
» Locate Transportation o] Interior Bus Cards e
15ss0e0 | RFO G Cityof Detrot | Michigan | Sep09, | 5
v Classifications Office of 2015 days

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.

Bid #1555097 - Automotive Lifts PM

City of Detroit Office of Contracting and Procurement, Ml
Time left: 5days, 2 hrs

Bid started:  Sep 01, 2015 11:30:58 AM EDT

Bid ends:  Sep 09, 2015 3:00:00 PM EDT

Reaqister now for free!
Register for free to access Bid
information and place offers on

Bids released by our agency
clients.

Download Bid Packet Add to My bids

Details | Documents Line items | Vendor ads

Bid #155 5097 - Automotive Lifts PM ® RFO G &

Bid contact: Please log in to view Bid contact information
; =

the of Dbt PFRnn of 0 ombeemdine —md Do e n o 4 M T abher Dide
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B L L LT L LT Ty P

Contract renewal: Mot Applicable
Prices good for: 90 days

Regions: ‘iew regicns
Standard disclaimer

Pleasze leg in to see Bid details or to add this to My Bids. If you are not registered, please register for free.

Login

Viewing Bid Documents:

1. To review the bid documents, select the Documents tab on the bid information page.

Bid #1555097 - Automotive Lifts PM
City of Detrodt Office of Contracting and Procursmant, M
Thmes laft:  Sdaws, 10

Bid started:  Sep 01, 2015 8:30:59 AM POT

B ende: Sap 03, 2015 12:00:00 P POT

) How do ) placs an offer?

Hotifications are OFF u

W Rodcations Damed off you willl Rok e
reotifed of the dollowing Indormrmation for this
Edd- Addendems. QLA and Fre-bid
confenerces

Download Bid Packet

endars must possacs he fallowing qualiicaiions bafore ey can paricipaie In s bid: REQUIRED AFFIDAMTS  \Wiow
requirad qualifications

I Diatalls ” Documants | fteme || @84 ” Wandor ade ” Planhoidars et |

Bid #1555097 - Automotive Lifts PM  ® "fogh &
You st visw/ascant 3l documsis befons WU &3n placa an offar an fhis bid.

Tao accapl or wiaw 3 panding documean, Slici an the namse of he documant, NOT on [downlkoad). Clck on downiaad
anly I y0U Wam 10 53ve e JOCUMEETL 10 Yo COEMpUiar andior prm i oul.

\ihen wariing 'with a documsn fram Tis seclian, be sure 10 save your wark 31 kaast every 30 mimuies 1o avaid
eEing any data hat you have emarad.

Salact the documsasis you wam 1o visw:

1555007-Auromative LIt PM-Fider 1—0-2-15.pdl jdoamniaad] g Mot vewed

1555007-Autamative LI Tanms and Condiions-Revisad-5-25-15.001 jdowniaad] @ Mot vewed

1555097-Halst Insp. P Repairs Spec. 7-30-15 PMC-v—3-25-15.pdf jdownioad] g Mot wewed

Siandard for Aulometive Lifs AMSIALL ALOIM 2003-Spoc Atiachment 108! [downlaad] @ Mot vewsd

MIDSHA Parl 72-Spac Attachmem 2.odf fdowniaad] @i Meet dewed
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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.

| Diatalle || Do-cumanta ” Lina Hama || Qa4 || andor ada || Planhoidars list |

Bid #1555097 - Automotive Lifts PM  * "2ap O
You mast view/'acoapt all documsents before you can placs an offer on this bid.

Ta aceapl or wigw 3 panding documsan, clici an e name of the documsant, NOT an [doanioad]. CBck on downiaad
anly H'you wan 1 save e documsn 10 your Comipuiar andior prim 7 oul.

Vhen wiaridng with 3 documsant fram Tis seclion, be SUre 10 S3ve your Wark 31 bkeast every 30 mimss 12 vaid
02ing any data ial you ave emensd.

Salan] the documsants ywiu wam 10 view:

1585097-Automative LI PM-Rider 1—3-2-15.0d] jdownload] g Mot vewed

1555097-Automative LN Terms and Condilans-Revisad-3-23-15.0d1 [downioad] @ Mot wewed

1555097-Hais! Insp. PM Repairs Spec. 7-30-15 PMC-Iv—8-28-15.pd1 [doaniaad] g M8 vewed

Siandard for Auiomeotive Lifis ANSIALLALOIM 2003-Spac Aflachmeant-1.pd0 jdoamnioad] @a Mot vewsd

MIDSHA Parl 72-Gpac Aftachmem 2.odl  jdownioad] @i Peet dewed

ii. Once documents have been selected, click Generate zip file. A zip file will download
where the individual documents can be accessed.

Dowrnload Bid Packet

i ek 8 o . M el inciboien sl cbcormend's s S ol
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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.

Genaraie Zip lis - | Send fa Prim \endar

Revision History
Name Date Revision Level Description of Change Effective Date
9/3/2015 Section Added Section Added September 2015

Jenny Six
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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:

e  Registering as a vendor — Reference the “Registering as a Vendor” section for guidance on that.

e Accepting all required documents

e Submitting affidavits, if required

e Entering the price offer

e 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.

Bid #15J5082 - Public Works Maintenance
City of Detroit Offics of Contracting and Procursmant, M1

Tima laft: 3 days, 10

Bid wtarted: Mar 12, 2115 1:33:36 PM EDT

Bid ende:  Agr 12, 2015 2:45:00 PM ECT
Hotifications ara OFF a
W mod s Bameedl off you willl mok e
reoiifed o e dodloading [rdo s
bid- Adderderres. Q84 and Fre-old
CoRfeperCes

Moty me aboul This bid
Add ia My bids

WEnaars must possess e ollowing qualicaions befone ey can paricpaie in s bid: REQUIRED AFFIDAVTTE  \Sew
requirad qualificaiions

Datalls Lina heme DEL iandor ade Planhokders lst

» RFP g

Documeants

Bid #15J 5082 - Public Works Maintenance

Time started:
Bid contact:

lsBuing agency:

Dascription:
Classification codes:
Contract duration:
Contract renewal:
Prices good o
Raglons:

‘andor viewed rapor

Mar 12, 2115 1:33:36 PM EDT

Sea cortact irformation

City of Crairoil e of Caniracing and Procurement, M
s agency

Test ine fam

Wisw classiioaiion codes

a0 days

Mol Appilcabie

30 days

WIS ragions

s = =

Sas glnar bids v

Fll oul e qualiicaiions for \is agancy. Clck hara
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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.

.

endors must pessess e following quallificaiions Defore ey Can paricipaie In ils bid: REQUIRED AFFIDAVTTS  \Wiew
raquired qualificatkans

4. Click any of the plus signs (+) to expand a section and upload individual documents.

B Amdavits

B REQUNRED AFFIDATS Fequired Dacuments o oo business wilh ihe Cily of Detnail

The below documents are required In ander 10 do Business with the City of Defrail.

| comgiy 'wiih fils qualiication

REQUIRED AFFIDAVITS Certifications
l Sizase I oul and upioad 2ach of e required documents beiow. These documeants ars required In andar 10 da business wilh e
Gty of Detroil.
IENSTEN | I E N ——

A cd, s ko’ B Acliowangg oo
Agency document for thie certification:  Slavery Sra Rscords and Insurancs Disciosurs
Affadaviidocx  Downboad

Lipiaad carifcatiaon
Human Rights =
A tnidavit

am

. Buman® gits Affdavil - Sowenant of Squal

Hiring Compliance s :
Affidavit Agen :  Hiring Policy Compilanca Afidavitdocx  Daamioad

Upioad ceriificaiion documsm

Plagse amar your passwand Dasow and click Submii 10 S2nd your respanse.

I cartity tris Infa is frue

U sarnama: detraitvandorl

Pasmword: [
| swmi  EIEEE Cancsl
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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.

Phagse amar your passwond below and click Submit 10 s2nd your responss

cariify this ko ks true

l U sarname:; detnaiteandard

Papgwond:

4

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.

Detslls || Documents | Lineitems || @84 || Vendorade || Planhokders st

Bid #15J 5082 - Public Works Maintenance * "7 @

W/acoapt 3l documeants DEfane |

QU SN p3C2 3N offar on s i,

a panding Jocumant
s3ve T docum:

nams af e documean, NOT on jdowniaad]. Clck on downioad

Conporaia ACKnow

cial Conditions - FORM C1 Buy America (siesd iron manutactured oroducts)  fdownikaad] P=narg

Sand fa Prim vandar

Fll oul he qualificadions for fis agancy. Click hara
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7. Oninteractive 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.
Please enteryour password belowandclick Save tosave yourresponse.

aware that fyping in your passwend acts 35 your electonicsignature, which & just aslegal and binding asa

S22 Electroniz Sgnauresin Goba snd Natonsl Commercs Actfor mar informaton )

giina

Totake exception:

1) Click Take Exception.

2y Create a Word document detailing your sxcepions

3 Uplbad excepions asan sachmentio yourofieron BidSynd ssysem.
By o ng Tis form, your Bid has not pet besn submithed.  Aesse cic

no k=g u k ain the S0 O DUt

Uszrnane detrobvendor2
Pasword

+ Save « Toke Exception « Close

~

’

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.

AW

\fzndars mist possess the fallowing qualifications betore ey can pariicipate In tis bid: REQUIRED AFFIDAVITS

requirad qualifcations

Dstalls || Documents || Lineltems || @&A || Wendorads | Planholders et

Bid #1515082 - Public Works Maintenance = P&
fou musi view/aceapt all documeants before you ¢an place an offer an fnis Did.

Toacoapt Or View 3 panding documeam, Sick on the name of the documsnt, NOT an [downioad]. CRcE an downiaad
Ny I WU Wam 1 53ve he JoCUmEan 10 wour Comipuiar and'ar prim i oul.

WWhen wariing with a documsnt fram this s2cBion, be sure 10 s3ve your wark a1 besst every 30 minutes o avaid
08ing amy data hat you have emered.

Sebact tha documants you want to visw:

Corporaie Acknoaiedgement jdownlaag] Accemied

- D-OT Spacial Condiians - FORM ©1 Suv Amenica (siesl ron manufaciurad products)  aownikaad
Accephed

Sand fo Print \endar

FIll out fthe qualiications far this 3ganc)

Plans offs Pace "Na bid”
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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.

15{=021-01 01 Default Lot Supplies
Produiot Code Uiz Fri Qryflnic  Tocal Price m
Moes o Euyer Atachments  [Unicad frtacmen f
o
| Aliermate Cilar | | Parmos
Grand Total Price: ﬁl’:lndan.:anct
Bid Notes: These notes apply Lo the bid 25 8 whole
A
=
Revision History
Name Date Revision Level Description of Change Effective Date
. . A dded t h
Jenny Six 6/3/15 Updated visuals frows addec to eac June 2015
screenshot
Josh Lachman 8/12/15 Updated arrows Updated arrows to #4
and #8
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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.

Viendnr Qervires

City of Detroit, Ml ¢ isseq an addendum for Bid #RFP-00152 - Development a the Acrienne Arsht Mefromover Station and Omni

Bus Teminal. Please make sure you review all of the changes listed below. If any addenda are released after you have submitted an offer,
you must reconfirm your offer in order to acknowledge the addenda.

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

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

Description/Bid Comments (Information was added)

Previous Title

Click on the link below or enter the link information into your web browser address bar to view the bid.
htp:fwaw bidsync com/DPX?ac=viewg&auc=1966734

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

800-990-9339

801-765-9245

vendorsupport@bidsync.com

BidSync
WWW,DUSy cC.COm

Revision History

Name

Date Revision Level Description of Change Effective Date

Jenny Six

6/3/15 Updated narrative June 2015
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