BidNet Registration Guide for City of Rochester Vendors

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 how 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.

BidNEt@ @ Hesd Hep: B00-835-1603

DIRECT

ﬁ OpenBids Closed Bids  Vendor Services  Buyer Services  Purchasing Groups ~ Company

REGISTRATION

PRI, 7. Additional Information  3- Subscription  4- Confirmation Have registration questions?
Vendor Suppert is here to help

s 200 am to 8:00 prm EST
Organization Hame* J 800 am to 8:00 pm £E5

Address®
City*
Country -

Zip/Postal Code*

Job Title
Greetings* -
First Hame* Initia
Last Hama*

Phona* ext.

Fax
Email*
Emiil Confirmation*

Time Zone* -

Desired Usernama*
Desired Password®

Password Confirmation®

|'want to receive further offers from BidMet Direct

| agree ta the Terms & Conditions stated hersin.
| am an autherized representative of the above-named organization.

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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ﬂ- Open Bids Closed Bids ~ Vendor Services  Buyer Services  Purchasing Groups Company

REGISTRATION

PRI Y 2. additional Information  3- Subscription  4- Confirmation Have registration questions?

e i Vendor Support is here to help

ga
Organization Name* | City of Rochester Viendor Example Manday-Fridsy from 8:00 am to 8:00 pm E5T

Address* |30 Church Street g
City* | Rochester|
Registration Tip:
Country [Unfied S5tes r
Cioubls check the aco
State/Province® | New York r
County/Region* | Monrcs County r

Zip/Postal Code* 14514

Within “Terms and Conditions” vendors do not need to select “| 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 humbers 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.

BidNEtg @ Mesd Hep: B00-835-4603 Logn

DIRECT

ﬂl Open Bids Closed Bids ~ Vendor Services  Buyer Services Purchasing Groups  Company

REGISTRATION

1- Identification ML Ll ) 3 Subscription  4- Confirmation 25:‘2':gi“""“"“ﬂ““‘i"“”b“'-"“'GP
Oaes’

Vendor Support is here to help

——

8:00 pm ES

Plzase specify your organization's working categories

NIGF CATEGORY

Search | Browse Select your relevant NIGP Codes by
Categories to begin:
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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.

BidNet® e - BidNet®

DIRECT DIRECT

A OpenBids ClosedBids VendorServices BuyerSewices  Purchasing Groups  Gompany A OpenBids ChosedBids  VendorServicss  BuyerSevicss  Purchasing Groups  Company

REGISTRATION REGISTRATION
e - Suprprin - Conerston 1 etiesion

iave registration questions sbout NIGP

v Support s here to help

NIGP (42 selected) )

OR

NIGP CATEGORY

levant NIGP Codes by

publicworks
v @ 968 PUBLIC WORKS &
v ese PUBLIC WORKS 4110
« 96300 P
# 96300 PUBLIC WORKS 4112

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.

A ComBin  ClosedBcs  VodorSovices  Buper Servioss  Puchesng Grops  Compasy

REGISTRATION

1 Mantfcation 2 Addtional idommation JERLNSRISIR 4. Confiemtion

What s 2 Purchasing Geoup? Dy state or seghon Dxpanded bud apporanries for wades

VENOOR REGISTRATION
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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.

BidNet®

DIRECT

]
§

* OpenBids ClosedBids  Vendor Services  Buyer Services  Purchasing Groups  Company

REGISTRATION
1- ificati 2- Additional i 4—Conf|rma|ion

Select a plan for each state

Lim o E Purchasing Groups Statewide Bids
SO 389 / Year 3299 [ Year
) Discount for 3+ groups. ) Discount for 3+ states
Access Bids from Purchasing Group Agencies v v L%
Receive matching bid & addenda notifications v v
Filter bids through advanced search v L%
Access a dashboard of your bid history (>4 (%4
Receive expifing 187m contract oppertunities v v
Access more bids through the entire State v
Filter statewide bids through advanced search v
Receive natice of additional State & Local bids L4
GROUPS
12 agen 43 ager
€ Empire State Purchasing Group SELECT SELECT SELECT

PREVIOUS m

OPEN BIDS VENDOR REGISTRATION BIDNETDIRECT ON GOOGLE+
CLOSED BIDS BUYER DEMO REQUEST

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.

BidNet® y—— - o

DIRECTY

REGISTRATION

1 Mwafcanon 2 Addvonsd o JLSSSg & Contemation nhunced Advertsing Protie Tp:

Get the Competitive Advantage &

T
o
O Nethow = Add S Profie: 549,95 Sy
“ Tavwt may asoly ‘
s § larveen g
Sov e
| meeemmame |

VOROR RIGSTRATION
SUYER DEMO REQUEST
PRIVACY POUCY
TEIAES & CONDITIONS.
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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.

BidNEt@ @ Mesd Help: B00-835-46C3

DIRECT

ﬁ OpenBids  Closed Bids  Vendor Services  Buyer Services  Purchasing Groups ~ Company

REGISTRATION
1- Identification  2- Additional Information 4_ Confirmation Have 2 question?

Vendor Suppert is here to help

295900

Sales Tax 32302
Total 432292
Credit Card Type* | VISA | 82 ﬁ
Card Numbar®
Expiration Date* [— Month— v |[=Year— T

Card Holder's Name*

Security Code* e

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

BidNet® @ NeedHep 8005352608

DIRECT

ﬂl Open Bids Closed Bids  Vendor Services Buyer Services Purchesing Groups  Company

REGISTRATION
1- Identification 2- Additional Information 4- Confirmation

Subscription Details

Blzase review the following registration cets

Subscription Termc

Group(s): Mizsiss

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

9
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4- Confirmation

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

BidNEtg @ Need Help: 3008354503 Legin

DIRECT

ﬂl Open Bids Closed Bids  Vendor Services Buyer Services Purchasing Groups  Company

1-ldentification  2- Additional Information  3- Subscription Welcome to BidNet Direct’s bid system!
P Cur Vendor Support Team is here to help with any
N 5 that you may have
Check your email to complete your registration Yenday-Fricsy from B00 a7 10 500 v E57

& B00-B35-4603

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

