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BIDDER REGISTRATION 
Introduction 
The Strategic Sourcing System (ebusiness) is an electronic system which 
enables you to receive email notifications inviting your company to bid on events. 
In the email, you will receive information about events. The main purpose of this 
document is to provide instructions on exactly how to register your company as a 
potential bidder at the Port Authority of Allegheny County electronically. 

Understanding Bidder Registration 

To register, a guest to the site completes and submits the information on the 
Bidder Registration page and agrees to the terms and conditions.  

Once submitted, the Strategic Sourcing System (ebusiness) assigns the 
registrant a password and the appropriate bidder roles for events. The system 
then sends a registration confirmation email to the bidder.  

Registered bidders must log in or register to enter The Strategic Sourcing 
System (ebusiness) to:  

• View events available for public bidding. 

• Bid on any event. 

After logging in, the system displays customized My Sell Events, My Buy Events, 
and My Event Discussions pagelets for registered bidders.  

The information on the bidder registration pages is based on choices made on 
the Bidder Registration setup page. 
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Register as a Sourcing Bidder:   
 

Using this URL link http://ebusiness.portauthority.org, login to The 
Strategic Sourcing System (ebusiness) with the User ID of BIDDER and 
Password of BIDDER1.  User ID and Password are both case sensitive.   
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The Bidder Login page will open: 

  

Bidder Login Page 

 

To register to bid: 

1. Leave the User ID & Password fields blank. 

2. Click on the Register as a Sourcing Bidder link.  
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The Bidder Registration page will open: 

 

Bidder Registration Page – Step 1 
 

Complete the Preliminary Information page, and click Next to follow the 
pages through the entire 8 steps.   
Please note that required profile questions are indicated with an asterisk 
(*). 
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Bidder Registration Page – Step 2 
Complete Company and User Information.   
Email ID:  Please enter valid email address.  This address will be used to 
email the account password, send bidding invitations and other 
correspondence.   
User ID:  Create a unique User ID without spaces and invalid characters.  
This account will be used to log into the eBusiness system.   

Note. All users must have a separate User ID and Password to log into the eBusiness 
system.  When adding another user, please create a different User ID. 
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CATEGORY SUB-CATEGORIES

Bidder Registration Page – Step 7 
Select categories of types of events to which you'd like to receive 
invitations.  You can either select the sub-categories (i.e., BUS – FILTERS 
– Bus Filters) to choose individually or you can select the category (i.e., 
BUS PARTS – Bus Parts) which will select the entire list of sub-categories 
automatically.   
The ability to see events is dependent on what event type was selected on 
the Bidder Registration. 

8/26/10  Page 9 of 21 
 



Strategic Sourcing System Document-Bidder Registration Instructions 

 

Click Next to follow the pages through completing the steps. 

 

Your company has been successfully registered.  An email notification will be 
emailed to the email address entered in Step 2 (see below).   

 
SIGNING INTO THE SYSTEM 

At this point, you may sign into the eBusiness system by clicking on the  
button. 

 

Note. Please keep the User ID and Password for future use.  It is it is recommended that you 
periodically change your password.  See the RESETTING PASSWORDS section in this 
document.  

 
You can also sign into the eBusiness system by clicking on the Login to 
strategic sourcing application link emailed to you or by using this URL link:   
http://ebusiness.portauthority.org. 
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MAINTAINING BIDDER INFORMATION 
 

Introduction 
Existing vendors and customers can add and/or modify registration 
settings. This is necessary to receive event invitations geared towards 
your interests. 
 

Changing Contact Information 
Bidders enter their contact information for their company, and indicate the 
preferred contact. 
 
 

Maintain Sourcing Contact Information Page   

 
To change Bidder Contact Information: 

1. Log in to the Strategic Sourcing System (ebusiness) with your valid 
User ID & password. 

2. On the Menu, click on Manage Events and Place Bids. 

3. On the Submenu, click on Maintain My User Contact. 

 

4. The Maintain Sourcing Contact Information page will open, displaying 
the contact person your company has chosen. 

5. Click on the hour glass to select a different contact person.  If only 1 
contact person has been setup, please see Changing Bidder Profile 
(below). 

6. Click on the Save button to save your changes. 
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Changing Bidder Profile 
Bidders enter their general bidder information, including bidder type, 
status, and minority business information, address information and contact 
information for their company. 
 

Main Bidder Profile Page 

To change Main Bidder Profile Information: 

1. On the Menu, click on Manage Events and Place Bids. 

2. On the Submenu, click on Maintain Bidder Profile. 

 

3. Click on either the Main tab or the Main hyperlink (bottom). 

4. The Main Bidder Profile page will open, displaying the information your 
company has chosen. 

5. Make appropriate changes. 

6. Click on the Save button to save your changes. 
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Address Bidder Profile Page  

To change Address Bidder Profile Information: 

1. On the Menu, click on Manage Events and Place Bids. 

2. On the Submenu, click on Maintain Bidder Profile. 

 

3. Click on either the Addresses tab or the Addresses hyperlink (bottom). 

4. The Address Bidder Profile page will open, displaying the information 
your company has chosen. 

5. Make appropriate changes. 

6. Click on the Save button to save your changes. 
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Contacts Bidder Profile Page 

To change Address Bidder Profile Information: 

1. On the Menu, click on Manage Events and Place Bids. 

2. On the Submenu, click on Maintain Bidder Profile. 

 

3. Click on either the Contacts tab or the Contacts hyperlink (bottom). 

4. The Contacts Bidder Profile page will open, displaying the information 
your company has chosen. 

5. Make appropriate changes. 

6. Click on the Save button to save your changes. 

 

To Add a new contact: 

1. Click on the Add Contact button 

2. Enter the contact’s name, title, email address, phone numbers, 
address type  

3. Enter a new User ID for the new contact.   

4. Click on the Save button to save your changes. 

Note. All contacts must have a separate User ID and Password to log into the eBusiness 
system. 
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Identifications Bidder Profile Page 

To change Address Bidder Profile Information: 

1. On the Menu, click on Manage Events and Place Bids. 

2. On the Submenu, click on Maintain Bidder Profile. 

 

 

3. Click on either the Identifications tab or the Identifications hyperlink 
(bottom). 

4. The Identifications Bidder Profile page will open, displaying the 
information your company has chosen. 

5. Make appropriate changes. 

6. Click on the Save button to save your changes. 
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Changing Bidder Categories 

Registered bidders can select bidding categories when they register to 
personalize the events in which they want to participate. Event creators 
can use these categories to target event invitations to the group of bidders 
that is most interested in those events.  

You can also maintain this list of categories after you are registered and 
after becoming a vendor or customer. 
 

My Categorizations Page  

To change Bidder Sourcing Categories: 

1. Log in to the Strategic Sourcing System (ebusiness) with your valid 
User ID & password. 

2. On the Menu, click on Manage Events and Place Bids. 

3. On the Submenu, click on My Categorizations. 

 

4. The Bidder Categorization Tree will open, displaying the categories 
your company has chosen. 

5. Click on box to the left category to add additional category(ies).  A 
check mark should appear. 

6. Click on any checked boxes to the left category to remove any 
category(ies).  The check mark should then be removed. 

7. Scroll down to the bottom of this page and click on the Save button to 
save your changes. 
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RESETTING PASSWORDS 
This section discusses how to reset passwords. 
Using this URL link http://ebusiness.portauthority.org, login to the Strategic 
Sourcing System (ebusiness) with the User ID of BIDDER and Password 
of BIDDER1.  User ID and Password are both case sensitive.   
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I forgot my password hyperlink   

For bidders that remember their user ID but can't remember their 
password, click on the I forgot my password hyperlink.   
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The Reset and Send Forgotten Password page will open: 

 

Reset and Send Forgotten Password Page 
 
Enter the user ID on the Reset and Send Forgotten Password page then 
click on the Send button. The system resets the password and emails the 
new password to the user.  
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This section discusses how to reset passwords which were generated by 
the system to a password you choose. 
Using this URL link http://ebusiness.portauthority.org, login to the Strategic 
Sourcing System (ebusiness) with your User ID and password. User ID 
and Password are both case sensitive. 

 
 

 
 

Change My Password hyperlink   

To change the system generated password, click on the Change My 
Password hyperlink. 
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The Change Password page will open: 

 
 

Change Password Page   

 
To change the password: 

1. On the Change Password page, enter the current password (system 
generated password) in the Current Password edit box. 

2. In the New Password edit box, enter the new password. 

3. Confirm the new password by entering it again in the Confirm 
Password edit box. 

4. Click Change Password. 

The message, “Your password has successfully been changed” will be 
displayed.  
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