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Bidder Reqistration

Introduction

The Strategic Sourcing System (eBusiness) is an electronic system which enableggeieécemail notifications

inviting your company to bid on events. In the email, you will receive information about events. The main purpose of thi
document is to provide instructions on exactly how to register your company as a potential biddesratthngrity 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 th
terms and conditions.

Once submitted, the Strate@ourcing System (eBusinesss&ns the registrant a useradbd 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 Sourctegn$gBusiness) to:

9 View events available for public bidding
1 Bid on any event

The information on the bidder registration pages is based on choices made on the Bidder Registration setup page.

Page |3



Register

To begin registering as a bidder click on this link or copy and paste the URL into the address bar of your web browser.
www.portauthority.orgThens cr ol I t o t he bottom Btusthespawetantsol uc

Center

Downtown Service Center Contact Us

623 Smithfield Street
Pittburgh, PA 15222

Feedback Forms

Twitter
Weekdays Instagram
7:30AM - 5PM )

Youtube
Closed Weekends Facebook

Customer Service
Customer Feedback
412.442.2000

Weekdays
BAM - 7PM

Weekends and holidays
8AM - 4:30PM

Then click the Procurement link.

Business Center

Doing Business with Us

Advertise With Us

Web Developer Resources

Right to Know

Inside Port Authority Administrative Offices

Heinz 57 Center
345 Sixth Ave, Third Floor
Pittsburgh, PA 15222

About Us
Board

Public Meetings
Leadership 412.556.5500
Transparency

Budget and Finances

Media Center

Community Involvement

Projects

Careers

Business Center

Procurement

Port Authority is always in need of
services from various businesses and
skilled individuals.

Disadvantage Business
Enterprise (DBE)

Port Authority's Disadvantaged Business
Enterprise program removes barriers and
assists in the development of minority-
owned businesses.

N
o“"

Advertise With Us

Reach your customers in a whole new
way with transit advertising.

Real Estate Opportunities

Port Authority sometimes has property
available for lease or purchase.

Web Developer
Resources

We welcome and encourage third-party
developers to use our open data for first-

class ideas.
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http://www.portauthority.org/

Next, click the Bidder Registration link

Q TRIPTOOLS Q SEARCH

PROCUREMENT

e > Procurement

Home > Business (

From purchasing rock salt to constructing transportation projects, Port Authority is always in need of
services from various businesses and skilled individuals.

& e eBusiness Portal
~ You must register before submitting a Get started here.
bid.
I:'f Open Purchasing Events g Purchasing Information

Port Authority publicly solicits proposals

A list of purchasing events currently
on purchases for equipment

advertised.

9 Help and FAQs

We're happy to help answer your
asked questions.

frequently

Next, click Register Here

BIDDER REGISTRATION

Home > Business Center Home > Procurement > Bidder Registration

Register with Port Authority to receive bid documents or solicitation
notices for publicly advertised and awarded contracts. p rocureme nt

You may find it helpful to review these documents before registering: Bidder Registration 4 |

Bidder's Quick Guide Purchasing Information

Bid Protest Procedures eBusiness Help

Register Here

Bids and RFPs

To register, please Contact Procurement

eBusiness Portal
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Welcome

Select the radio buttons next to the appropriate responses below and then click Next.

Favorites ¥ Main Menu ¥ > Manage Events and Place Bids ¥ > Register Bidder Sign out

PortAuthority

D Im 1 I I 1
L T = L T
Welcome Identifying Information Addresses Contacts Payment Information Categorization
Exit | |4 Previous Next p

Welcome - Step 1 of 7

Select an activity below: (2

® Start a new registration form
What type of entity do you represent?

® Business
Individual
What type of bidding activities you are interested in?

Buying goods/Services
Selling goods/Services
® Both

Continue from where you left

Exit | |4 Previous Next )
* Required field

Identifying Information

Complete the Unique ID & Company Profile fields with your company information.

Favorites ¥ Main Menu ¥ Manage Events and Place Bids ¥ > Register Bidder
PortAuthority
Help
= ]| m! | 1 1 3
| = = = —_ _J
Welcome Identifying Information Addresses Contacts Payment Information Categorization
Exit Save for Later | | | ¢ Previous Next p

Identifying Information - Step 2 of 7

Unique ID & Company Profile (¢

* Tax ldentification Number  |867530955

* Entity Mame  |Parts & Materials Inc Add Attachment

Additional Name

http://URL  www.partsandmaterizals.com Cpen URL
Profile Questions (7

* Are you a Disadvantaged Business (Ed] Mo v
Enterprise .
(DBE) certified by the PA UCP?

P
* How long has your corporation been in your @| a
current business?

2
* \What is your corperation’s annual sales ]

amount(in USD)?
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Complete the Profile @estions using the drop down menus and search fields where re@liickohg on the magnifying
glass will give you options to select from the searchable fields.

Look Up List
Help
CQuestion ID 2
List Line Number| = v |
List Item| begins with »

Look Up Clear Cancel | Basic Lookup

Search Results

View 100 First ‘& 150r5 B Last
List Line Number List ltem

Oto 3 years

3to 5 years

5to 10 years

1010 15 years
over 15 years

N o L3 ) =

Click Nextto continue

Favorites ¥ Main Menu ¥ » Manage Events and Place Bids * > Register Bidder

PortAuthority

* If your business entity is a corporation, 2 No v
does any person currently employed by
the Port Authority of Allegheny County

own or otherwise hold more than 5% of 4

* If your business entity is a partnership, [E2rers v
association or joint venture, does any

person currently employed by the Port

Autharity of Allegheny County hold any P

* Are any of your business entity's officers ~ 109y v
or directors immediate family members of

any person currently employed by the Port

Authority of Allegheny County? For P

* Are any of the persons holding more [ EXrers v
than a 5% ownership interest in your -

business entity immediate family members

of any person curently employed by the | .+

Are you a Small Business Enterprise @ENO vi
(SBE)? : ’

Comments (7

g

Exit Save for Later | | |4 Previous Next )
* Required field
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Addresses

Complete the Primary Address fields

Favorites ¥ Main Menu ¥ > Manage Events and Place Bids ¥ >  Register Bidder

PortAuthority

™, ™, = O O

Welcome Identifying Information Addresses Contacts Payment Information Categorization

Exit Save for Later

Addresses - Step 3 of 7

Primary Address (2
* Country USA |Q United States
Address 11234 Sunny Slopes Lane
Address 2
Address 3
City (Somewhere

County Postal

o
n
o
m

State [PA Q
Email ID salesandservice@partsandmaterials.com|
Other Addresses (7

Check boxes below to indicate addresses that are different from your Primay Addrass above:

Bill To Address.
Address for remitting payment

Ship To Customer
Address for shipping geods/service

Invoice Address
Address from which you send invoice

| [4 Previous Next

3

Exit Save for Later

| [4 Previous Next »

If your primary address is different from one or more of the QMdelresses listed below check the box next to that

address and complete the fields for that address.
Other Addresses (7
Check boxes below to indicate addresses that are different from your Primay Address above:

Bill To Address
Address for remitting payment

Ship To Customer
Address for shipping goodsfservice

Invoice Address
Address from which you send invoice

* Country USA United States
Address 1
Address 2
Address 3
City
County Postal
State a,

Email ID

Exit

Save for Later

| |4 Previous

Mext

b
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Click Next to continue or Save for Later and eBusiness will send you a confirmation email with unique ID and a link to
come back and finish registration.

Contacts

The Contacts page allows you to add company contacts. Click Add Contact.

Favorites ¥ Main Menu ¥ > Manage Events and Place Bids ¥ > Register Bidder

PortAuthority

(™= = = = O O ®
Welcome Identifying Information Addresses Contacts Payment Information Categorization
Exit Save for Later | 4 Previous Next p

Contacts - Step 4 of 7

Company Contacts (2

You have not added any contact information to your application. Click "Add Contact” button to add new contact information.

Add Contact

Exit Save for Later | 4 Previous Next p
* Required field

It is recommendethat you add more than one contact. The more contacts you create the more people within your
organization that will receive the invitation to bid wheneaent posts to the website.

Add Contacts
Help
Contact Information (2
* First Name Joe Primary Contact

*Last Name  [Eidder
Title Director of Sales
* Email ID ibidder@partsandmaterials.com
* Telephone 4125553455 Ext
Fax Number (41253553457
Contact Type | Sales Contact -

User Profile Information (2

* Requested User ID  |partsandmaterialssales
password SEssERssEERREARRES

Confirm Password  |*essssssssassan

Description |
Language Code | English v
Time Zone v
Currency Code | US Dallar v
CK Cancel
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When finished click OK. Click Add Contact and complete the Contact Information for each additional user.
Click Next to continue.

Favorites ¥ Main Menu ¥ > Manage Events and Place Bids ¥ > Register Bidder

PortAuthority

= = = = O O 0

Welcome Identifying Information Addresses Contacts Payment Information Categorization
Exit Save for Later | 4 Previous Mext p
Contacts - Step 4 of 7
Company Contacts (2

Primary Name Phone Designate Address

Joe Bidder 412/555-3456 Primary Address v
Betty Bidder 412/555-3453 Primary Address v
Add Contact
Exit Save for Later | 4 Previous Next

* Required field

Payment Information

Use the payment information page to enter paymeierences, and supplier banking informatiolick Next to
continue.

Favorites ¥ Main Menu ¥ » Manage Events and Place Bids ¥ > Register Bidder
PortAuthority
o il il il O B
Welcome Identifying Information Addresses Contacts Payment Information Categorization
Exit Save for Later | 4 Previous Next p

Payment Information - Step 5 of 7

Payment Preferences (2

Requested Payment Terms Q.
Invoice Address ¥ =
Remit Address v

Withholding Required
Supplier Banking Information (2

Country Q
Bank Name &
Branch Name &
Bank ID Qualifier aQ Account Type v
Bank ID
Branch ID
Bank Account Number Check Digit
DFI Qualifier Q DFIID
IBAN
Bank Address
* Country Q
Address 1
Address 2
Address 3
City
County Postal
State Q
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Categorization

You have the option

to select

one or more categories

specific categories may qualify you to receive notifications for future events that match your interests. There is no
obligation to chek any boxes, but doing so could result in more invitations to bid on events. By selecting no categories,
you remain eligible to participate in all public events posted on this website, but you will not receive invitation

notifications.

Favorites ¥ Main Menu ¥

PortAuthority

© = il "~

Manage Events and Place Bids ¥

Reqgister Bidder

Identifying Information Addresses Contacts

Categorization - Step 6 of 7
Select to add or de-select o remove categories applicable fo your business

Bidder Categorization Tree
=
‘9? Buy Categories
[ sell Categories
[ BUS PARTS -
¥ "o BUS - ENGINE PARTS -
¥ %o BUS - FILTERS -
¥ "of BRAKE -
¥ o GLASSE -
¥ o axLeR -
¥ "o chass -
"o cHass -
4o Hac -
4 %of aces -
4 o puRrca -
4 o seats -
4" BUS MAINT EQUIP -
4 "] DRIVER VISION SAFE -
¢ % erect-
¥ "o TRMSNE -
@ %F cooL -

Payment Information

Exit

Once you have nie your selections click Next to continue.

(0] O

Categorization Submit

Save for Later | 4 Previous Next p

My Categories

Category Description
BUS PARTS
BUS - ENGINE
PARTS

BUS - FILTERS
BRAKE
GLASSB
AXLEB

CHASS

CHASS

HWVAC

ACPB

FURCB

SEATB

BUS MAINT EQUIP
DRIVER WISION
SAFE

ELECT
TRMSNB
COoOoL

ENGINE PARTS -
FILTERS -
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Submit

Use the submit page to review the registration information, terms and conditions, and submit registration information.

Favorites ~ Main Menu ¥ Manage Events and Place Bids ¥ > Register Bidder

PortAuthority

I ! = = o ]

Identifying Information Addresses Contacts Payment Information Categorization Submit
Exit Save for Later | 4 Previous Next
Submit - Step 7 of 7
Click the "Review” button to review the registration information.
Click the "Submit" bution fo submit your registration after reviewing and accepting following Terms of Agreement
Email communication regarding this registration will be sent to:
ibidder@partsandmaterials.com
Flease provide password for re-access in case we should need more information from you to complete the registration process
*Password [reeeveee
Terms and Conditions (2
IMake sure you read terms of agreement fully before submitting your registration.
Terms of Agreement
Review Submit
Exit Save for Later | 4 Previous Next p

To review the information you have entered during the registration jgroliels the Review button.

The Review Page will also allow you to edit the information if something was entered incorrectly.

Once you are satisfied with the information you have
Agr e e me nand dick Bubmito

The Registration Submit Details page confirms successful registration.

prites ¥ Main Menu ¥ Manage Events and Place Bids ¥ Register Bidder

PortAuthority

Registration Submit Details
Submitted

V You have successfully submitted your registration

Your registration ID
0000000001
Any email regarding the reaistration status will be sent to;

jbidder@partsandmaterials.com

Choose the desired user from the grid below and signin to Stratergic Sourcing.

Joe Bidder Sign In
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eBusiness Login

From the Procurement page of the Port Authority website, click the link for the eBusiness Portal

Q@ TRIPTOOLS Q_ SEARCH

PROCUREMENT

Home > Business Center Home > Procurement

From purchasing rock salt to constructing transportation projects, Port Authority is always in need of
services from various businesses and skilled individuals.

s  Bidder Registration eBusiness Portal

N
= You must register before submitting a Get started here.
bid.
B Open Purchasing Events B" Purchasing Information

Port Authority publicly solicits proposals

A list of purchasing events currently
on purchases for equipment

advertised.

n Help and FAQs

We're happy to help answer your
frequently asked questions.

From the eBusiness homepage, enter the UsantDpassword that you created when you registered as a new bidder.
Then click Sign In.

PortAuthority

User ID New Bidder Help
Bidder's Quick Guide to eBusiness (PDF)

ABCBUS
Click the link below to register as a new Bidder.

Password
Bidder Registration
Change Password

Select a Language If you have already registered as a Bidder, please use the User ID and
ik Password you have received through the Registration Approval email.

English

nstructions (PDE)
ing REP E s (PDF)
age Quotes, Bids (RFB's), and Price

Frequently Asked Questi
B Enable Accessibility Mode

Copyright © 2000, 2015, Oracle andfor its affiliates. All rights reserved.
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Forgotten Password

To change the account passwolikcon Change Password. Then enterltiserID in the open field and clickehd.

Favarites Main Menu *

PortAuthority

Supplier Login
Reset and Send Forgotten Password

Enter vour UserlD and click send to resat your password and have it sent fo
you via email.

*User ID ABCBUS

Send

This will send an email to the address associated with the account.

Main Menu ~

PortAuthority

Supplier Login
Password reset successful.

V Your password has been reset and sent to your E-mail address.

Click the "OK" button to return to the homepage

Follow the instructions irhie email to finish changing the accopassword.
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Searching for 8urcing Events

After successfully logginin, the Main Menu will be on the left haside of the screeif.o navigate back to this screen
click the Home icon in the top right hand corner of the screen.

NOTE: The Main Menu screen may | ook differently if
eBusisness r dtileardo t(hmesn sahofivdiuppppove) that have held

Supplier Portal Main Menu Screen

Favorites ~ Main Menu ¥

#A Home | Sign out

PortAuthority

¥

Main Menu L B

View Terms & Conditions
E “iew terms and conditions for events.

ﬁ Maintain Supplier Information folder
Maintain and update supplier information
=] Addresses
iF] Contacts
ﬁ Manage Events and Place Bids folder
Strategic Sourcing Events
=] Bidding Homepage
=] Wiew Events and Place Bids
=] My Event Activity
=] My Categorizations

ﬁ Manage Orders folder

“iew and download purchase orders, enter acknowledgements and create
advance shipment notices for customer orders.
= Wiew Receipts

ﬁ Review Payment Information folder

“iew invoices, check payments. and open balances.
iF Invoices
=] Payments
=] Account Balances

Change My Password
E Creats a new password.

My System Profile
E Set up personal preferences, such as email and language preferences.
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Bidder Portal Main Menu Screen

Main Menu
View Terms & Conditions
E “iew terms and conditions for events.

ﬁ Manage Events and Place Bids

L# ]

&

Galyiew Events and Place Bigs
i=] My Event Activity
3 More._..

Change My Password
E Cresate a new password.

My System Profile
E Set up personal preferences, such asz email and language preferences.

To view Sourcing Events click on View Events and Place Hitis will list all of the events fowhich the
Bidder/Supplier was invitedf there areno events listedype RFB in he first Event ID fieldand click Search.

View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids.

= Search Criteria

Use Saved Search | NI V|

Results Should Include:
Event ID

& Sell Event
Ewvent Name & Purchaze Event
Event Type ¥ Request For Information
Event Status
Include Declined Invitations?
Search ] | Clear Criteria |
Manage Saved Searches Save Search Crteria Advanced Search Criteria

This process may take a few minutes and shoulddtadtive solicitations.
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View Events and Place Bids

Enter search criteria to lecate an event for viewing or placing bids.

+ Search Criteria

Use Saved Search

Event ID
Event Name
Event Type

Event Status

Include Declined Invitations?

Manage Saved Searches

Clear Criteria

Save Search Criferia

Search Results

=
Event ID Event Name
OPERN-0000001129 BUS PARTS QUOTE
OPERN-0000001132 BUS PARTS QUOTE

Welcome, Creative Cupcakes

User: cupcake
Results Should Include:
I Sell Event
I Purchase Event
I Request For Information
Advanced Search Criteria

Format Type End Date

Sell RFx Awarded

Sell RFx Awarded

Click on the Event ID to view the solicitation

Status

1-2069 of 2069

Discuss A

Discuss
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Favoriles ~ Mladn Meris

PortAuthority

nfarerdon On Inguety Optons Bidding Shomouts:
ACcapt Imdtaton ViewiBid on Eveni
Wierw Event Aty

Evand Mame Foss Darage Wing Tuking
Event ID RF
Event FormanType Sed Event &
Eveni Roumd 1

Event Version 1

Event Stan Date 0027
Event Erd Dabe:
1072017 11:00 A EDT

Ewent Description:
Contset
Phaone
Email
Onlineg Descizsason: Discigs Event in Forum

Ll L iy

Live Chal Halg: Paymen] Terms: 300
My Bags: ) Edits 1o Subemitted Bids Allws:d
Mhotliple Bidis Alowed

* B -] CSrling Chrmanint® e
Lings
Personaize | Fing | view an | K€ Frst A 1087 ' Last
| Erquesied | -
Line: | Do Uni (o rry | states
[ [Frowde regun Doiver insk [ [ [
* o @ DR DR AT man o7
Rt il Saanch

The Event Details page provides@rerview of the event.
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Accept or Deline the Invitation

To accept click on Accept Invitation

Information Qn Inguiry Cptions Bidding Shortcuts:
Accept Invitation Wiew/Bid on Event

Wiew Event Activity

Event Name AMKTESTO4

Event ID RFB-AMKTESTO4

Event FormatType Sell Event RFx

Event Round 1

Event Version 1

Event Start Date 12/05/2017 11:08AM EST
Event End Date:

12M19/2017 11:08 AM EST

To decline click Accept Invitation and théecline Invitation on the followingage

Information On Inquiry Cptions Bidding Shortcuts:
Decline Invitation
View/Bid on Event

Wiew Event Activity

Event Name AMKTESTO4

Event ID RFE-AMKTESTO4

Event FormatType Sell Event RFx

Event Round 1

Event Version 1

Event Start Date 12/05/2017 11.08AM EST
Event End Date:

121182017 11:08 AM EST
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Please fill out the appropriate informaticegarding the declined informati@and click Submit at the bottom of the page.

Decline Event Invitation
Event ID: AMKTESTO4 Name: AMKBTESTOL

— Please select a reason for declining this event invitation:

We are not seeking new orders at this time.
We could not quote competitively.

We could not meet the delivery requirements.
We could not meet the specification.

We did not receive the bid in time.

We do not offer the type of service or material.

— Please enter any additional comments:

— You may remove our name from the bidders list for:

' All Bids
‘' This Type of Service/Product

— Please enter the following contact information:

Company Name:

Company Address:

Company City: State: Fip:
Contact Person:

Contact Phone:

Contact Fax:
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— How did you hear about this bid solicitation?

Submit
Feturn to Event Search

View Bid Documents

This includeghe SpecificationConditions and Instructions to Biddeesd the Bider Information Sheet that will need
completel and uploadd with thebid

Click on View/Bid on Event

Information Qn Inguiry Cptions Bidding Shortcuts:
Accept Invitation Wiew/Bid on Event

Wiew Event Activity

Event Name AMKTESTO4

Event ID RFB-AMKTESTO4

Event FormatType Sell Event RFx

Event Round 1

Event Version 1

Event Start Date 12/05/2017 11:08AM EST
Event End Date:

12M19/2017 11:08 AM EST
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Scroll to the bottom of the page and click on Event Comments and Attachments

>

Click on View to view the document
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