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Registering as a Vendor on BidNet  
 
The City of Rochester has made an improvement to its process for public bids. City bids for 
goods, services and public works contracts are now available through BidNet, a public bidding 
service with hundreds of municipal bid listings.  
 
In order to view public bid listings for the City of Rochester, potential bidders must register as 
Vendors on BidNet, this guide is meant to provide further information to help potential bidders 
register.  
 
There is no charge to view the bid information posted on BidNet.  
 
BidNet does offer a paid subscription which notifies companies of upcoming relevant bids for a 
fee of $89.95 per year. This subscription is not required to view bid information posted by the 
City of Rochester. 
 
Instructions on page 7 of this guide describes how to register for free.  
 
Throughout the registration process BidNet provides registration tips and information on why 
they require certain information on the right hand side of the page.  
 
Vendors may also contact BidNet directly for customer support Monday through Friday 8:00 am 
to 8:00 pm at 800-835-4603. 
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Section 1- Identification 
 
Vendors must enter four categories of information on this page: Organization Information, 
Contact Information, Login Credentials, and Terms and Conditions.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Vendors must complete each field with a red star, as well as the field for “Country”. Once the 
vendor selects a country, they will see an additional drop down menu to select a state, and then 
another new menu to select a county. The vendor may only select one state and one county, 
and should select the state and county of their organization’s location. 
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Within “Terms and Conditions” vendors do not need to select “I would like to receive further 
offers from BidNet”, unless they would like to do so. Vendors must agree to the Terms and 
Conditions. 
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Section 2- Additional Information 

This section provides information about the products and services your organization offers 
directly to buyers, and is used by BidNet to match your organization to relevant bid offerings. 
BidNet matches bids and potential bidders by tagging both bidders and bid offerings with 
relevant NIGP (National Institute of Government Purchasing) commodity codes. 

Vendors must select at least one NIGP code to register. Code numbers can be found by 
searching by keywords or NIGP numbers relevant to the vendor’s business. There is an option 
to browse through NIGP codes, however it is much easier to use the search function. 
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Once a search is returned, selecting a three digit code will select all sub-categories within that 
code. Vendors may also select individual subcategories. Vendors may select any category or 
subcategory of goods and services they provide. 

 

 

 

 

OR 

 

 

 

 

 

 

 

 

If your business plans to bid on Public Works Contracts through the City of Rochester, 
we in the Bureau of Purchasing recommend selecting all of the following three digit 
codes: 909, 912, 913, and 914. 
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3-Subscription 

In this section Vendors must select the purchasing group or groups they are interested in, and 
the type of subscription they would like for bids in that group.  

For access to City of Rochester bids the vendor must select the Empire State Purchasing 
Group, they may register for as many purchasing groups as they wish to do business in.  
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Once the vendor chooses which purchasing groups they would like to access, they will be asked 
to select a Subscription Plan. Vendors have three subscription options: Limited Access (FREE), 
Purchasing Groups ($89.95/year), and Statewide Bids ($299.00). There are discounts based on 
bulk purchases and two-year subscriptions.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Limited Access is free and will give vendors the ability to view and download specifications in 
the purchasing groups selected.  

The Purchasing Group subscription offers registered vendors an e-mail notification service, 
which will notify vendors about bids offered by any of the local government agencies in within 
the group.  

Statewide Bids subscription goes beyond the group subscription to include other statewide bid 
offerings, and the ability to advertise to buyers.  
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Vendors are then asked whether or not they would like to purchase enhanced advertising for 
$49.95 per year.  
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If the vendor chooses to pay for a subscription, or decided to purchase enhanced advertising, 
the next screen will require payment information.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the vendor does not select any paid subscription they will see a screen similar to the one 
below:  

The Basic Subscription must be “renewed” every six months, to do so vendors will need to 
confirm all organization and contact information.   
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4- Confirmation 

All done! Vendors must check their email for confirmation information, and follow any directions 
contained in the email.  

 

Once a vendor is logged into BidNet Direct, they can copy and paste 
http://www.bidnetdirect.com/new-york/city-of-rochester to go directly to the City of Rochester Bid 
Opportunities.  

 

Vendors must already be logged in to view bid listings.  

http://www.bidnetdirect.com/new-york/city-of-rochester

