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Introduction

BC Bid is an online marketplace where public sector organizations (including municipalities, school districts, health authorities,
Crown corporations and the B.C. government) advertise opportunities for a wide range of goods and services contracts.

The BC Bid application is a key tool, supporting B.C.'s Procurement Strategy transformation goals. This application provides a
modern platform for government sourcing projects, increases transparency, and makes it easier for businesses of all sizes to do
business with the public sector entities.

The application is easy to navigate and allows users to complete many tasks online:

e Buyers can set up opportunities, communicate with team members and suppliers, and post and award contracts.

e Suppliers can subscribe to or renew e-Bidding accounts and opportunity subscriptions, view and respond to opportunities
(some via e-Bids), manage a dashboard of their opportunities and communicate with buyers.

This guide provides information to suppliers on how to manage accounts in the BC Bid application.

How to Use this Guide

Hyperlinks throughout this guide take you to the appropriate sections, as well as to short video clips demonstrating key
functions.

Opening the Navigation Pane on the left of your screen allows you to quickly move between sections of the document - click
any heading to jump directly to that section. To open the Navigation Pane, click the View tab in the ribbon at the top of your

screen, select the check box beside Navigation Pane.

Condensed Quick Reference Guides (QRG) are available on the BC Procurement Resources site. For suppliers there are two
QRGs, one for registration and one for submissions.
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Information Icons

Information icons are included throughout this document and other BC Bid Guides to provide additional context and navigation
support.

This icon indicates important information such as instructions that will have impact further ahead in the
process or provides additional information or context for a process.

o This icon indicates additional information about or related to a process.

»e-?.‘ This icon indicates a link to a video clip demonstrating a function.
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Getting Started

Introduction

BC Bid suppliers can use their own Supplier Dashboards to manage their accounts and be able to:
e Create a short list of proposals
e Manage proposals
e Update company information
e Have multiple users within the business collaborate on proposals
e Receive notifications on amendments and addenda on opportunities of interest by clicking the Start Submission button
e Draft a submission online with the BC Bid application (some opportunity types)
e Submit response via e-Bidding (subscription required)

To register for BC Bid, a Business BCelD is required. Suppliers without a BCeID can visit www.bceid.ca.

The first user to register a business will be assigned the Supplier Admin role for the company. Once additional users are
registered, this role can be reassigned. The Supplier admin is responsible for activating additional users for the company in BC
Bid. See Appendix 3, Appendix 4, and Appendix 5 for more information on the role responsibilities.

An additional user must have a BCelD created by the company’s Business Profile Manager in BCelD before registering with BC
Bid. The new user will go through the registration process and will then need the Supplier Admin to activate their account in BC
Bid.

The Supplier admin can create multiple sites for their legal entity. This is useful when different sites for the same legal entity
want to submit competing bids for the same opportunity. Different legal entities will need their own BCelD accounts. To

navigate between supplier sites, click the arrow beside the company name in the upper right-hand corner.

The person with the Supplier Admin role can be the same person as the BCeID Business Profile Manager, but it can be a
different person.
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Subscription Expiry Dates

When users are subscribed to e-Bidding or Notification subscriptions, the expiry date listed is the date that the subscription is
expired. Eg: expiry date June 1, 2022, the service is expired, and the user cannot use their subscription. The last date of the
subscription is May 30, 2022.
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General Interface

This section describes some general functionality of BC Bid.

Browser Types

BC Bid will work with all modern web browsers. Microsoft Edge or Google Chrome are recommended. BC Bid is not
compatible with Internet Explorer.

If using Firefox, ensure that popups are allowed. Do not click the “Don't allow env.ivalua.ca to prompt you again” message.

—_—

Expand/Collapse Menu and Expand/Collapse Filters
. The left-hand menu can be expanded or

Home Home Suppliers EGIGEUEE Home  Home Suppliers JELITT T
collapsed by selecting the double arrow. When

{ 9 4 )%7 50';“' collapsed the icon related to each step is
2 visible, hover over the icon to see the name.
i> - X Y Reset oy . Expanded.
- AP e 3 ‘3. Filters on tables can be expanded by clicking
82 Catin Toam the funnel icon.
4. Expanded.
5. Click pinicon to keep open.

N

ié
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Search Commodity Codes

In the Commodity Code search dialog box (only), the search is first match not best match. First match relates to close spelling as
you progress down the alphanumeric tree, whereas best match considers context. Alternatively, searching in the Commodities
drop-down produces a best match result.

Note that when there is an active search, the commodity code selector sticks to the search results. Be sure to reset the search
to allow you to expand the selection you want. You can also update your search to include results with terms in that specific
tree.

For more details, please see the Commodity Codes video.

Adding files

i. Select the document to upload.

ii. Click Open.

iii. Alternatively, open Windows Explorer and drag the
file to the Click or Drag to add files button.

Document ®

Summary Click or Drag t

Click or Drag to a.ddrf;lﬁsr ml - -

Search by keyword +c
Il
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File Size and File Formats

File uploads are limited to 500 MB per file. File types include common business application file types. There are an unlimited
number of attachments.

Text Fields Editing Toolbar

Most text fields in the application allow for the entry of rich text using the editor or What You See Is What You Get (WYSIWYG)
toolbar. Only some of the buttons on this toolbar are operational.

Copy/Paste: Use CTRL+C for copy and CTRL+V for paste instead of mouse-click (right-click).

Also note that pasting in a bulleted list from an external document may not work as expected. Copy in an un-bulleted list of
text, select these rows of text, and then click the Bulleted List icon in the toolbar.

Rewe: N R @ R X RBE - Al Er e o=@

FsJ'USn,:-:'.t"lr_,':;I'.é E|y» 8 k=2 A 6|9 E-|= ™ om=Ga0s9

Styles = | Mamal - Fanl Insert/Remove Bulleted List (= 1 | 2

List item 1
List item 2
List item 3

Close to Save Using “X”

In many instances throughout BC Bid, you will make selections in a dialog box. In cases where you do not see a Save & Close
button, click the “X" at the top-right of the dialog box, the application saves your entry.

Excel Response Form (Invitation to Quote, Timber Auction and Invitation to Tender only)

If completing the Excel response form outside BC Bid, some fields may have long instructions. Turning on text wrapping in
Excel will make viewing content easier.

If completing the Excel response form outside BC Bid, answers to questions are case sensitive (eg: yes/Yes). Refer to the
response form in BC Bid for how to complete the fields.
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Prepare & Register

See the Supplier Registration guide for information on how to prepare and register for BC Bid.
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Supplier Dashboard

» © riwstcomnt A O veaaedl 1. Login to BC Bid.

S, BCBid ;
: : 2. Navigate to the Home tab to see the
Home p-Gs eral Info.  Sourcing .
Supplier Dashboard.
< 2 Supplier Dashboard . . . .
| a. Click the Submissions in Progress
@ Welcome Suppliers! ® My Subscriptions ® b ks Performance ® to review all In Progress
3 ..
R C\;} ljildsh?f c!:cin'n‘f’,’th[;:starc happening and coming up! Ebidding Expiry Notifications Expiry b Emelsstlhoni)l s b . t' t
Progress ECN TIS space for updates. . Review the Vly supscriptions to
see the e-Bidding and Notifications
i Supplier Resources d Closing Soon ® e eXpiry dates.
Company Profile Intended to provide a list of information resources for Suppliers c‘ Click a Quick Access button to
Q <) Informacion for coniacting hlpdesk navigate quickly to a particular
iy area of BC Bid.
$ d. Check the Supplier Resources for

My Subscriptions

important information
e. Review the Closing Soon list to

Supplier Status @ Recently Amended ® view the Opportunities you are
Registration ; interested in that are closing the
Qoo soonest.
rati There is no item requiring your
(¥4 E;E;Zf;.on attention at the moment.

- -
M Exploring the Supplier
Dashboard

[Site map] [Legal mentions] BCBidv12 ©

o Closing Soon and Recently Amended lists are based on selecting showing interest in an opportunity by
selecting the “Start Submission” button. They are unique to each user.
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f. Check the Supplier Status area to
# | BCBid i review any items that may require
attention.

g. Review the Recently Amended list
to view opportunities of interest

_ o _ _ that have been recently amended.

o " e ebidding Bxpity Notiheations Bxpiy h. Optional: Click Adjust Contrast to

change the theme for accessibility.

GUIGE General Info.  Sourcing

< Supplier Dashboard

@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @

i Supplier Resources Closing Soon @
Company Profile . e . . :
s Intended to provide a list of information resources for Suppliers
« Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ f Recently Amended @ g

Registration &
nbgard
v o

Preparation There is Ijlo item requiring your
Gather attention at the moment.

Information

[Site map] [Legal mentions] BCBidvi2 ©
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Company Profile

The person with the Supplier Admin role is responsible for keeping the company information up to date. Updates to the
Company Information can be done through the Company Profile.

Company Information

Acceptance . . .
e © Adustcontast A @) Areda 1. Log in to BC Bid as the account with
A 14 C
the Supplier Admin privileges.
Company Profile ® H H .
. Supplier Dashboard T 2. On the main menu, either click
~ General Info and then select
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance ® Company Profile, or click company
1 i iting things are happening and coming up i i
imensin | M ints of excitio ings s happerig nd camin o Ebiding Expiy. Notifcations Expiy Profile from the left side of the
prosress Supplier Dashboard.
. Supplier Resources Closing Soon @

Company Profile

00
How to Manage the Supplier
Profile

Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ Recently Amended ®

Registration 0
nboard
v i

Preparation There is no item requiring your

Gather _ attention at the moment.
Information

[Site map] [Legal mentions] BCBidvi2©
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© riscos 0 O o 3. Ifan upd.ate jco the Comp.a\ny
Information is needed, click Create a
change request.

®
< Company Info B8
&«
B Save Create a change request
Company Address 3
Legal Name (@
B Documents & Certs, Alligator, Alfred
¢y Additional Information Doing Business as Name @)
Sample Company A
& Change Log

Website

Legal Structure

Address Label @
Year Founded

Office Street Address

Company Size ©

Mailing Address (if different)

City

Postal / Zip Code

State/Province Country

CANADA
[Site map] [Legal mentions] BCBidvi2©

If Create a change request is not visible, there may be a change request already in progress that has not
been reviewed by the BC Bid Help Desk. If your Supplier Registration isn't complete (see the Supplier Status
on the Supplier Dashboard) the Create a change request will be visible.
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Sy BCBid

LLLUEE General Info.

< Company Change Request -
s
i Company Information
[@ Changes Requested Change request 4 7
Reason for change request”
update company info and add address
Company 5 Address
Legal Name ®* Z s < n
2 ra
Alligator, Alfred Map Satellite B
: : Miniat Wi ldﬁ Ct Victor
Doing Business as Name ®* B Iniature Wor ' @[,‘.1‘5!- Victoria
Hotel &
Sample Company A
2]
Website +
Royal BC Museume 3
o —
2
(onnmla & 2 LY ey H &
Legal Structure Keyboard shorfcuts  Map date ©2022 Google | Terma of Use  Report & map eror
Proprietorship (SP) [x
o Address Label ®
Year Founded
2022
Office Street Address
Company Size ©® 720 Douglas St
Small (Less than 50 employees) © ~
Mailing Address (if different)
[Site map] [Legal mentions] BCBidv12®

Acceptance

Ja} 9 Alfred A. v

6 Adjust Contrast

In the Reason for change request
text box, enter the reason for the
change.

Update the related company
information in the boxes below.
Click Save.

Click Submit for Approval once
complete.

The BC Bid Help Desk will review and
approve any change requests.

0 If a Change Request is saved and not submitted, it can be retrieved from the Change Log. From the Change
Log, it can be submitted or cancelled.

Last Update: February 26, 2024
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@ Adjust Contrast

BCBid

®

¢ Company Info 8
<«
Create a change request
i Company Information
i8¢ Contacts Created on Requester Reason Status Modified on  Approver @
S Subscriptions # 2022-03-09 Alfred Alligator update company info and add address ~ Approvedg 2022-03-10 Lauren Pinkerton

B Documents & Certs. # 2022-03-09 Alfred Alligator update company info and office address Cancelled | 2022-03-09 Alfred Alligator

2 Result(s) Result(s) e

9

O Additional Information
& Change Log

0D Sites

[Site map] [Legal mentions] BCBidvi.2 @
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9. Once approved, the change log will
update to a status of Approved.
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Contacts
Add Additional Users to your BC Bid Account

Adding additional users as a contact allow for multiple users within the same organization’s site to collaborate on submissions
in BC Bid by using the Manage Team menu when responding to an opportunity. Each user will use their own BCelD to access
BC Bid.

1. To create additional users, log in to the BcelD system as the Business Profile Manager or Business Accounts Manager.
2. Create new BcelD user account(s).
a. Assign a user ID(s) and create password(s).
3. When the new user(s) logs in to BC Bid, they will follow the steps for First Log in for Additional Users.
4. The Supplier Admin will Approve the Additional User in BC Bid.

If a company has multiple Supplier sites, all contacts belong to the main site and the Supplier Admin will add contacts to the
other sites.

Last Update: February 26, 2024 Page 18 of 79



Supplier Guide

© riscons O O ileaasedl 1 LoOg in to BC Bid as the account with

iR, | BCBid the Supplier Admin role.
o 1 2. On the Supplier Dashboard, click
¢ Supplier Dashboard . . .
2 A Company Profile or on the main
‘ - menu, click General Info, then
Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @
. —_— . . Company Profile.
o . All kinds of exciting things are happening and coming up! Ebidding Expiry Notifications Expir
smg:‘:;r':;s n Watch this space for updates. & Expy atd
.
-l How to Manage Additional
i Supplier Resources Closing Soon @ Conta cts
Company Profile Intended to provide a list of information resources for Suppliers
Q - Infommation for contacing hepdesk T
Opportunities
$
My Subscriptions
Supplier Status @ Recently Amended

Registration o
nboard
Y gy

Preparation There is Ijlo item requiring your
v Gather attention at the moment.

Information

BCBidvi2®

[Site map] [Legal mentions]

This process needs to be completed by the person with Supplier Admin privileges after the additional user
has completed the Register - Additional Users section.
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[Y— 3. Inthe left-hand menu, click
@ Adjust Contrast fa 9 Alfred A. v . i
Subscriptions.

®
< Company Info =

<«
B Save Create a change request

1 Company Information

Company Address
Subscriptions 3 L Miniature World \g Chates
egal Name (@ - Y QI...tf.IL(
. ra S
B Documents & Certs. Alligator, Alfred - Map Satellite r
Doing Busi Name ® .' =
A Nfrrm " INg Business as Name
tional Information : : 4 Royal Bc,sequ
Sample Company A X & @ -
@& Change Log e ¢
Website E g §t
D Sites F Y A
3 guperior & S, | = C
2 £

.

~annle :
Legal Structure Kayboard shortcuts  Map data $2022 Google  Termaof Use  Report a map eerer

Proprietorship (SP)

Address Label ®
Year Founded
L Office Street Address
Company Size ® 720 Douglas St

Small (Less than 50 employees) = o
Mailing Address (if different)

City
Victoria
Postal / Zip Code
VEBW 3M7
State/Province Country

British Columbia CANADA

[Site map] [Legal mentions]

BCBidvi2®©
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4. In the Account Activated column,
select the appropriate checkbox to
activate the account.

@ Adjust Contrast

®
‘ Company Info o | 8 5. Optional: To prevent a user from

« 6 @ Save purchasing an e-Bidding subscription,
e-Bidding subscription not allowed

& Contacts Manage Subscriptions

checkbox.

$ Subscriptions

8 Documents & Certs Use the pencil in the grid below to purchase, review and update subscriptions,
documents & Certs.

¢y Additional Information As a Supplier Admin, you will need to complete the initial activation of a new contact for your organization by using the "Account Activated” Note: Notification Su bscriptions may
checkbox and clicking on the Save button. You can also choose to prevent one of your contacts from purchasing an “e-bidding”
@ Change Log Subscription. Simply use the checkbox below and click on the Save button stl” be purchased by the user.
0D Sites
E-bidding E-bidding  Notifications
Contact Contact . Account  Subscription Subscription Subscription . .
First Name  Last Name Email Activated not allowed Expiry Expiry Commodities 6. CI |Ck SaVE.
# Alfred Alligator alfred@sampleA.com
# Al Alligator ali@sampleA.com v o 5
# Anita Antelope anita@sampleA.com v
3 Result(s) Result(s) O

[Site map] [Legal mentions] BCBidvi2©
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Assign the Supplier Admin Role

The Supplier Admin manages administration, including creating/ managing supplier (BCeID and BC Bid accounts), activating
new users and allowing e-Bidding privileges.

Acceptance 1. Log in to BC Bid as the account with
@ Adustcontast A @) Afredd o ] R
the Supplier Admin privileges.

2. On the Supplier Dashboard, click

. @
2 f Supphier Dashboard : Company Profile or on the main

menu, select General Info, then

Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @ .
Company Profile.
All kinds of exciting things are happening and coming up! T . N . .
Submissions in Watch this space for updates. Ebidding Expiry Notifications Expiry
Progress
See Appendix 3 and Appendix 4 for
i Suppﬁcr Resources C|o§ing Soon@ Informatlon on SUppller admln and
Company Profile Intended to provide a list of information resources for Suppliers Additional User responSibiIitieS°
« Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk
Opportunities
My Subscriptions
Supplier Status & Recently Amended ®

Registration
Onboard
‘-"e'ucll-';{:.f

Preparation There is IjIO item requiring your
v g Gather attention at the moment.

BCBidvi2®

[Site map] [Legal mentions]
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Acceptance

@ Adjust Contrast fa 9 Alfred A. v

6]
¢ Company Info 8
<«

6 B Save Create a change request
1 Company Informatior
*& Contacts 3 Internal Contacts
S Subscriptions Click on Subscriptions tab to activate additional Supplier Contacts
B Documents & Certs ) ) . . . L . . .

Supplier Admin role is applied to all sites. Return to the main site to change assignment of the Supplier Admin role.

O Additional Information
&' Change Log Contact  Position Role Email

0D Sites

Y ﬂ::ﬁé‘écr General Manager v Supplier admin alfred@sampleA.com
Allieat ) .

P R: 13107 Accounting Supplier admin ali@sampleA.com

p ﬁr_{clopc Sales Supplier admin anita@sampleA.com
nita

[Site map] [Legal mentions] BCBidvi2®

0 There can only be one contact assigned the Supplier Admin role.

Last Update: February 26, 2024

In the left-hand menu, click Contacts.
In the Role column, select Supplier
admin checkbox for the contact to
receive the role.

To remove the Supplier Admin role
from a contact, uncheck the
checkbox.

Click Save.
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General Info.  Sourcing

1 ¥ Supplier Dashboard

Welcome Suppliers! ®

All kinds of exciting things are happening and coming up!
Submissions in Watch this space for updates.

Progress

. Supplier Resources

Company Profile . R . .
Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.

Q « Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @

Registration 0

Onboard

‘-‘e'uLlIJ}J‘.:.f

There is no item requiring your

Preparation X
attention at the moment.

v Gather
Information

Acceptance

© adustcontast A @) Areda o

My Subscriptions & 1 Results Performance @

Ebidding Expiry Notifications Expiry

Closing Soon ®

Recently Amended @

BCBidvi2®©

[Site map] [Legal mentions]

o

Last Update: February 26, 2024

for all users.

1.

On the Supplier Dashboard, click
Company Profile or on the main
menu, select General Info, then
Company Profile.

Users can edit their own information and the person with the Supplier Admin role can edit the information
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Acceptance

fa 9 Alfred A. v

@ Adjust Contrast

®
¢ Company Info S =

«
B Save Create a change request

Internal Contacts

i Company Information

i& Contacts 2

Click on Subscriptions tab to activate additional Supplier Contacts

B Documents & Certs. ) . . : . L . . .
Supplier Admin role is applied to all sites. Return to the main site to change assignment of the Supplier Admin role.

Additional Information

@' Change Log Contact  Position Role Email
0D sites .
# Aligator  Geners| Manager «  Supplier admin alfred@sampleA.com
Alfred
P ﬁ:-_if-'.-‘fcr Accounting Supplier admin ali@sampleA.com
P Ar_mlope Sales Supplier admin anita@sampleA.com

Anita

[Site map] [Legal mentions]

BCBidvi2©

Last Update: February 26, 2024

2. In the left-hand menu, click Contacts.
3. Click the pencil icon beside the
contact name.
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© romcos 0 O s S 4, qut any of the fields as required.
5. Click Save.

Home General Info.

< Supplier contact management : Anita ANTELOPE =
:
Identity
Contact Contact
First Name * Last Name "
Anita Antelope
Email* Position @
anita@sampleA.com Sales
Supplier Legal Name Supplier DBA
Alligator, Alfred
Phone Last Connection
Phone Last Connection
2022-03-09 at 1:21 PM with IP address:
Cell Phone
Fax
. EUROPE o
Map  Satellite .
[Site map] [Legal mentions] BCBidv12 ©
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Acceptance 1. Log in to BC Bid as the account with

| @ Aadustcontat A € Alfreda v ] ) o

dtii, | BCBid the Supplier Admin privileges.

- = a 1 2. On the Supplier Dashboard, click

Suppli hboard N . .
2 f Wppiier Dashboar 2 Company Profile or on the main
menu, select General Info, then
Welcome Suppliers! @ My Subscriptions @  1Results Performance @ .
_ o _ _ Company Profile.
e ijulalflcl:\c.j.érc:im}ﬂ :h:;s:_m happening and coming up! Ebidding Expiry Notifications Expiry
PrOBrESS tcih this space ror upaates.
i Supplier Resources Closing Soon @

Company Profile . P . . .
Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ Recently Amended @

Registration
Onboard

Preparation There is IjIO item requiring your
v Gather attention at the moment.

Information

BCBidv1.2©

[Site map] [Legal mentions]
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© e 0 O At 3. Inthe left-hand menu, click
Subscriptions.

® 4. Uncheck the Account Activated
< Company Info ~ B ..
' checkbox to remove the permissions

) 5 for the contact.

i Company Information
2 Contac - 5. Click Save.
mt Contacts Manage Subscriptions
$  Subscriptions 3
B & Use the pencil in the grid below to purchase, review and update subscriptions,
Jocuments & Certs. h
) Additional Information As a Supplier Admin, you will need to complete the initial activation of a new contact for your organization by using the "Account Activated”
checkbox and clicking on the Save button. You can also choose to prevent one of your contacts from purchasing an “e-bidding”
& Change Log Subscription. Simply use the checkbox below and click on the Save button
0D sites
E-bidding E-bidding Notifications
Contact Contact . Account Subscription  Subscription  Subscription .
First Name  Last Name  Email Activated not allowed Expiry Expiry Commodities
# Alfred Alligator alfred@sampleA.com v
& Ali Alligator ali@sampleA.com V o
# Anita Antelope anita@sampleA.com v
3 Result(s) Result(s) O

[Site map] [Legal mentions] BCBidvi2®©
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Subscriptions

Signing Up - First Time Subscriptions

Acceptance 1. On the Main Menu, click General Info
@ Adjust Contrast fa 9 Alfred A. s

w BCBid

then select Company Profile or on
the Supplier Dashboard click

1 ¥ Supplier Dashboard
| Company Profile.
@ Welcome Suppliers! ® My Subscriptions @  1Results Performance @ a. Alternatively, click My
Cbmintontn | e of exitiog things o happering and corming up! Ebidding Expiry Notifications Expiry Subscriptions to go directly to the
o Subscriptions for the current user.
. Supplier Resources Closing Soon ® Continue with step 4.

Company Profile .
pany Intended to provide a list of information resources for Suppliers

» Links to key training material, reference material, policies, etc.

ot
Q » Information for contacting helpdesk -l' HOW to Manaqe SUbSCI’IDtIOﬂS

Opportunities

$ a

My Subscriptions

Supplier Status @ Recently Amended @

Registration

V Qnboard

Preparation There is |j|0 item requiring your
v Gather attention at the moment.

Information

[Site map] [Legal mentions]

Subscriptions are assigned to each contact. If a contact is assigned to multiple sites, they can use their
subscriptions for each site.
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Acceptance 2. On the left-hand menu, click
\CBid @ Adjust Contrast fa 9 Alfred A. v L.
i Subscriptions.

L0 General Info.

5 3. Click the pencil icon beside the user
¢ Company Info = . e
. who will be subscribing.
<«
B Save Create a change request
i Company Information
& Contacts Manage Subscriptions
$ Subscriptions 2
B Documents & Certs Use the pencil in the grid below to purchase, review and update subscriptions,
Yocuments & Certs.
) Additional Information As a Supplier Admin, you will need to complete the initial activation of a new contact for your organization by using the “Account Activated”
checkbox and clicking on the Save button. You can also choose to prevent one of your contacts from purchasing an “e-bidding”
@ Change Log Subscription. Simply use the checkbox below and click on the Save button,
0D Sites
E-bidding E-bidding  Nofifications
n Contact . Account  Subscription  Subscription Subscription .
First Name  Last Name  Email Activated not allowed Expiry Expiry Commodities
3 # Alfred Alligator alfred@sampleA.com J
# Al Alligator ali@sampleA.com v o
# Anita Antelope anita@sampleA.com J
3 Result{s) Resultis) O
[Site map] [Legal mentions] BCBidvi2©

The Supplier Admin will see all contacts within the organization, users will only see their own name.
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Acceptance 4. Click Add to Cart for each of the
o @ Adjust Contrast ﬂ, 9 Alfred A. v . . )
oW BCBd - - = subscription(s) required.
e a. When adding Notifications, use the
< Manage Subscriptions for a Contact __ = subscribed Commodities drop-
b down list to select the commodity
code(s) to receive notifications for.

Manage Subscriptions

Contact First Name Contact Last Name Email o A
) Request Subscription Transfer from old BC Bid
Alfred Alligator alfred@sampleA.com

Old BC Bid E- Old BC Bid

Receive automatic updates when you subscribe to "notifications” and “e-bidding Old BC Bid email bidding Subscription Notifications
Expiry Subscription Expiry

Mote: After making a payment, logout and log in again for "e-bidding™ subscription to take

effect.

I wish to apply for time credit
Notifications:

Subscribe to "notifications” and BC Bid will send you an email when an opportunity is
posted that matches the commodity codes you have selected. Use the dropdown
below to choose codes related to your business. You can update them at any time.

Cost | 100.00 /year + tax Add to Cart il

Subscribed Commodities

Mote: After selecting commeodity codes, click on "Save’ to save your selections.

[Site map] [Legal mentions] BCBidvli2©

o Additional commodities can be added later, see Editing a Subscription below.
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b. In the drop-down list, click See All
for an expanded browse view of all

Home General Info. Sourci .
= - commodity codes.

Commodity selector e X i. Use the search feature or
Search by keyword n navigate the commodity code
aserch I tree using the + icon to find
i the desired code.
1 value(s) selected
| BbCheckal _ _ _ _ _ ii. Use the checkbox to select
: ® Ogn 10000000 - Live Plant and Animal Material and Accessories and Supplies . .
: ® Ogb 11000000 - Mineral and Textile and Inedible Plant and Animal Materials the deS| I’Ed com m0d|ty
2 Dg;‘\--, 12000000 - Chemicals including Bio Chemicals and Gas Materials d
g ® Dgh 13000000 - Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials co e(s)'
® O#» 14000000 - Paper Materials and Products |||. C||Ck the X |n the Upper I"Ight
5 ® Og» 15000000 - Fuels and Fuel Additives and Lubricants and Anti corrosive Materials .
® Oz 20000000 - Mining and Well Drilling Machinery and Accessories corner tO C|Ose the dla|Og
|| @»(JEH 21000000 - Farming and Fishing and Forestry and Wildlife Machinery and Accessories WindOW

b (-] D ¥ 22000000 - Building and Construction Machinery and Accessories

® Oy 22100000 - Heavy construction machinery and equipment C. CI ic k save.

® Ogs 22101500 - Earth moving machinery
(¥22101501 - Front end loaders

g Qi (e NOTE: As opportunities are posted
t (022101504 - Pile drivers .

| (022101505 - Rollers based on the commodity codes you
Y 022101507 - Tampers

are subscribed to, one email

Cost " 150.00 1 7year + tax Add to Cart

notification will be sent per day with
all relvant opportunities (if applicable)
amalgamated into one email in a list.
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5. Once an item has been added to the
cart, a shopping cart will appear on
the right-hand side of the screen
listing the subscription(s) selected.
a. Toremove an item from the

shopping cart, click the X beside

Manage Subscriptions the item to be removed.

Contact First Name Contact Last Nome i 6. Click Pay Now to be directed to a

Request Subscription Transfer from old BC Bid

Old BC Bid E-bidding Old BC Bid Notifications secure payment Site'

e-bidding”. Old BC Bid email Subscription Expiry Subscription Expiry

il | BCBid

Home Generalinfo. Sourcing

¢ Manage Subscriptions for a Contact ~ 2

Alfred Alligator alfred@sampleA.com

Receive automatic updates when you subscribe to "notifications” and

Note: After making a payment, logout and log in again for "e-bidding” subscription to take effect.

1 wish to apply for time credit

Notifications: Shopping Cart: 5

ad

Subscribe to “notifications™ and BC Bid will send you an email when an opportunity is
posted that matches the commodity codes you have selected. Use the dropdown below Subscription Amount  Tax Amount
to choose codes related to your business. You can update thermn at any time Notifications ANNUAL 100.00 so0 | X
Cost  100.00 /year + tax E-Bidding (AMNUAL SUSSCRIPTION 150.00 750 X

Sub-totals 250.00 12.50
Subscribed Commodities

o-
Total 262.50
x 22101501 - Front end loaders
Pay Now 6

x 22101505 - Rollers

X 22101509 - Backhoes

» 221014600 - Paving equipment
[Site map] [Legal mentions]
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Biss 7. Enter payment information.
COLUMBIA Holo @ )
8. Click Pay Now.

Internet Payments Program
Credit Card Payment
Account BCQueensPrinterSB is in test mode

- 2 ER

Invoice/Order Number: 2000341412
Amount: $262.50 CAD

Payment Method: [Card v|
Card Type: VISA v
Card Number: | 7
Expiration Date: ‘W / [2022 v |
Card CVD: :] Whats this?
Cancel | Pay Now 8

COPYRIGHT DISCLAIMER PRIVACY ACCESSIBILITY

personal
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9. The Manage Subscriptions screen
will appear when payment has been
processed.

a. Payment confirmation will be
! displayed.
Manage Subscriptions b. Subscription expiry date(s) will be

Contact First Name Contact Last Name Email i
Request Subscription Transfer from old BC Bid d I Splayed

Alfred Alligator alfred@sampleA.com

< Manage Subscriptions for a Contact 9 P

Old BC Bid E-bidding Old BC Bid Notifications
hen you subscribe to "notifications” and "e-bidding Old BC Bid email Subscription Expiry Subscription Expiry

Receive automatic updates

Note: After making a payment, logout and log in again for "e-bidding" subscription Lo take effect.

I wish to apply for time credit

Notifications: Payment Result Details a

Subscribe to "notifications™ and BC Bid will send you an email when an opportunity is You have initiated a payment today. The most recent payment information (for
posted that matches the commodity codes you have selected. Use the dropdown below payments made today) will be displayed on this screen

to choose codes related to your business. You can update them at any time. Please print the information if desired for your records

Date 2022-03-10 Transaction Type  Purchase

Cost  100.00 /year + tax
Card Type Vv Amount 262.50

Your Subscription expires on Invoice Number 699879477

10

Card Number XXOOCOOOOOOKXXXX
Effective Date 2022-03-10

Subscribed Commodities

- TOM Inquiry 50114394 TOM Transaction 2000341412
Number 1D
x 22101501 - Front end loaders Response Code A Response Approved
[Site map] [Legal mentions] BCBidvi2©

Users will need to log out and log back in for e-Bidding privileges to be activated.
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i Co Informat
o C
$ Subscriptions
B Documents & Certs
0 Additional Informati
@ Change Lo
0 Sites
[Site map] [Legal mentions]

Company Info

Acceptance

6 Adjust Contrast fa e Alfred A. v

Lo oot |

Manage Subscriptions

Use the pencil in the grid below to purchase, review and update subscriptions

As a Supplier Admin, you will need to complete the initial activation of a new contact for your organization by using the "Account Activated” checkbox and

clicking on the Save button. You can also choose Lo prevent one of your contacts from purchasing an "e-bidding” Subscription. Simply use the checkbox below
and click on the Save button.

G 5 s,LEI-_bmﬂl.ox 5 I.E;bidslloa t;gn'mmm
ntact ontact : unt  Subscription  Subscription ubscription s
Eﬁu&m&: LastName Email AZ%_&JQQ @ﬂbr% : E'lsxm El,wm Commodities

« 22101501 - Front end loaders

X - TSI i « 22101505 - Roller
# Alfred Aligator alfred@sampleA.com v 20230310 20230310 | 5500 200 s.m»:m
s Ni Aligator  ali@sampleA.com 10

4 Anita Antelope anita@sampleA.com

3 Result(s) Result(s)

BCBidvi2®©

Last Update: February 26, 2024

Supplier Guide

10.The Subscriptions tab will be updated
with the new e-Bidding expiry date(s).

Note: the expiry dates reflect the date

that the subscription is no longer
active.
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Acceptance
=  BCBid @ adustcontat A ) Atfreda. v
A W _DIC
1 % Supplier Dashboard
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @

All kinds of exciting things are happening and coming up! - . B ) .
Submissions in I FEHnE ‘ ! B up Ebidding Expiry Notifications Expiry

Wiatch this space for updates.
Progress

* Supplier Resources Closing Soon @

Company Profile . . . . . "
pany Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.
Q s Information for contacting helpdesk

Opportunities

S a

My Subscriptions

Supplier Status @ Recently Amended &

Registration ¥
g

Preparation There is I:ID item requiring your
V Gather attention at the moment.

Information

[Site map] [Legal mentions] BCBidv1.2©

1.

On the Main Menu, click General Info

then click Company Profile or on the

Supplier Dashboard click Company

Profile.

a. Alternatively, click My
Subscriptions to go directly to the
Subscriptions for the current user.

00
How to Manage Subscriptions

0 Subscriptions must be within 30 days of expiring before they can be renewed.

Last Update: February 26, 2024
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2. On the left-hand menu, click
Subscriptions.

< Company Info =] p
- ption.
oo Jll o s
1 Co y In' natio:
191 gig
= C Manage Subscriptions
Subscriptions 2
B Documents & Certs Use the pencil in the grid below to purchase, review and update subscriptions.
0 Additional Information As a Supplier Admin, you will need to complete the initial activation of a new contact for your organization by using the "Account Activated” checkbox and
i clickir the Save button. You can also choose Lo prevent one of your contacts from purchasing an "e-bidding” Subscription. Simply use the checkbox below
@ Change Log and click on the Save button
M s
& R sL,El;bi_qgiqx ﬂﬁ)idﬁmz Usgu‘b@ﬁs;m
ntact ontact unt  Subscription ubscription ubscription o
Eﬁﬂ&m‘s LastName  Email &%_iusﬂ not allowed Expiry Expiry Commodities
« 22101501 - Front end loaders
p s . . y 5351 2y + 22101505 - Rollers
# ANifred Alligator alfred@sampleA.com y 2022-03-31 2022-03-31 22101509 - Backhoes
3 s Ai Alligator ali@sampleA.com v 2022-03-31 2022-03-31
# Anita Antelope anita@sampleA.com v
3 Result(s) Result(s) e
[Site map] [Legal mentions] BCBidv1i2©
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4. Click Renew Now for each of the
subscriptions required.
a. When adding Notifications, select
the commodity code(s) for the
B=] desired commodities.

< Manage Subscriptions for a Contact o

Manage Subscriptions

Contact First Name Contact Last Name Email g X
77 st > == Request Subscription Transfer from old BC Bid
Ali Alligator ali@sampleA.com
Old BC Bid E-bidding Old BC Bid Notifications
Receive automatic updates when you subscribe to "notifications” and "e-bidding" Old BC Bid email Subscription Expiry Subscription Expiry

Note: After making a payment, logout and log in again for "e-bidding" subscription to take effect
I wish to apply for time credit
Notifications:
Subscribe to "notifications” and BC Bid will send you an email when an opportunity is

posted that matches the commodity codes you have selected. Use the dropdown below

to choose codes related to your business. You can update them at any time.

Cost  100.00 /year + tax Renew Now 4

A Your Subscription expires on

2022-03-31
Subscribed Commodities
O- a

X 22000000 - Building and Construction Machinery and Accessories

[Site map] [Legal mentions] BCBidvi2©
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Acceptance
-~ ©
. 2 Adjust Contrast il 9 Alfred A. v
o BCBid -

Home GeneralInfo. Sourcing

< Manage Subscriptions for a Contact =

Manage Subscriptions

Contact First Name Contact Last Name Email = z
¥ it = il Request Subscription Transfer from old BC Bid
Ali Alligator ali@sampleA.con
Old BC Bid E-bidding Oid BC Bid Notifications
Receive automatic updates when you subscribe to "notifications” and “e-bidding’ Old BC Bid email Subscription Expiry Subscription Expiry

Note: After making a payment, logout and log in again for "e-bidding" subscription Lo take effect

I wish to apply for time credit

Notifications: Shopping Cart: 5
a
Subscribe Lo "notifications”™ and BC Bid will send you an email when an opportunity is
posted that matches the commodity codes you have selected. Use the dropdown below Subscription Amount  Tax Amount
e codes related to your ness. You can update them at any time.

to choose codes related to your business. You can update them at any tim Notifications ;ns 100.00 500 X
E-Bidding (ANNUAL suBsC 150.00 7.50 X
Sut

Cost | 100,00 /year + tax Sub-totals 250.00 12.50

A\ Your Subscription expires on Total 262.50

2022-03-31
R o

Subscribed Commodities
o-

X 22000000 - Building and Construction Machinery and Accessories

[Site map] [Legal mentions] BCBidvi2®©

Last Update: February 26, 2024

5. Once added to cart, a shopping cart
will appear on the right-hand side of
the screen.

a. Toremove an item from the
shopping cart, click the X beside
the item to be removed.

6. Click Pay Now to be directed to a
secure payment site.
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BRITISH

@@l COLUMBIA

Internet Payments Program
Credit Card Payment
Account BCQueensPrinterSB is in test mode

= B 2 R

Invoice/Order Number: 2000341413

Amount: $262.50 CAD

Payment Method: | Card v|

Card Type: EViSA v

Card Number: | | 7

Expiration Date: [01v]/[2022v]

Help

Cancel | Pay Now 8
COPYRIGHT DISCLAIMER PRIVACY ACCESSIBILITY
personal

Last Update: February 26, 2024

7. Enter credit card information.
8. Click Pay Now.
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9. The Manage Subscriptions screen
will appear with new subscription
expiry date(s) listed.

a. The payment details will be listed
in the Payment Result Details

Manage Subscriptions section of the screen.

< Manage Subscriptions for a Contact 9 =

Contact First Name Contact Last Name Email

Al Alig Request Subscription Transfer from old BC Bid

ali@sampleA.com

Users need to log out and log back in for
e-Bidding privilidges to be activated.

Old BC Bid E-bidding Oid BC Bid Notifications
Receive automatic updates when you subscribe to "notifications” and "e-bidding Old BC Bid email Subscription Expiry Subscription Expiry

Note: After making a payment, logout and log in again for "e-bidding" subscription to take effect.

I wish to apply for time credit

Notifications: Payment Result Details a
Subscribe to "notifications™ and BC Bid will send you an email when an opportunity is You have initiated a payment today. The most recent payment information (for
posted that matches the commodity codes you have selected. Use the dropdown below payments made today) will be displayed on this screen

to choose codes related to your business. You can update them at any time. Please print the information if desired for your records.

Date 2022-03-11 Transaction Type  Purchase
Cost  100.00 /year + tax

Card Type Vv Amount 262.50
Your Subscription expires on Invoice Number 814164683

2023-03-31 9

Card Number XOOOOOOOOOXKKXX

Effective Date 2022-03-11
Subscribed Commodities
- TOM Inquiry 50114395 TOM Transaction 2000341413
Number 1D

X 22000000 - Building and Construction Machinery and Accessories Response Code A Approved
sponse Code \pproved

[Site map] [Legal mentions] BCBidvi2©
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6 Adjust Contrast

LU EE General Info.

< Company Info =
«
Create a change request
1 Co y In' nal
% C 2t
- Manage Subscriptions
Use the pencil in the grid below to purchase, review and update subscriptions,
As a Supplier Admin, you will need to complete the initial activation of a new contact for your organization by using the "Account Activated” checkbox and
clicking on the Save button. You can also choose Lo prevent one of your contacts from purchasing an "e-bidding” Subscription. Simply use the checkbox below
@c e U and click on the Save button.
o s
E-biddin, g Notifications
ontact E_o.nsw ; Account  Subscrption Sul on -
FirstNome LastName Email Activated not allowed Expiry Commodities
1 - Front end loaders
> 3 - s ” . Roller
& Alfred Alligator  alfred@sampleAcom |/ 2022-03-31 2022-03-31 i
Backhoes
» > ~ a 22000000 Iding and Constructior
7 Ai Alligator ali@sampleA.com v 2023-03-31 2023-03-31 Building and Construction
Machinery and Accessories
# Anita Antelope  anita@sampleA.com v 1 0
3 Resuit(s) Result(s) L]
[Site map] [Legal mentions] BCBidvi2©
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Supplier Guide

10.Subscriptions page will be updated
with the new e-Bidding expiry date.

Note: the expiry dates reflect the date
that the subscription is no longer active.
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Updating Subscriptions to Commodity Codes

To add a new Commodity Code to an existing Notification subscription:
Acceptance 1. On the Main Menu, click General Info
@ Adustcontast A € Areda.

» ' BCBid then click Company Profile or on the
Supplier Dashboard click Company
1 % Supplier Dashboard . Profile
a. Alternatively, click My
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @ S b . t' ¢ d tl ¢ th
upscriptions to go airectly to the
— . All kinds of exciting things are happening and coming up! idding Expi otifications Expir . .
Submissionsin | Wateh tis spacefor updates. Fdding Expiry Nortfcations Bxpiry Subscriptions for the current user.
i Supplier Resources Closing Soon @

Company Profile . . . . . -
pany Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.
Q « Information for contacting helpdesk

Opportunities

$ a

My Subscriptions

Supplier Status @ Recently Amended @

Registration 0
VT

Preparation There is no item requiring your

Gather attention at the moment.
Information

BCBidvi2®@

[Site map] [Legal mentions]
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2. On the left-hand menu, click
Subscriptions.

< Company Info =] p
- y
m Create a change request . .
i Company nformation subscription.
191 hara gl7s
= C Manage Subscriptions
Subscriptions 2
B Documents & Certs Use the pencil in the grid below to purchase, review and update subscriptions.
0 Additional Information As a Supplier Admin, you will need to complete the initial activation of a new contact for your organization by using the "Account Activated” checkbox and
i clickir the Save button. You can also choose Lo prevent one of your contacts from purchasing an "e-bidding” Subscription. Simply use the checkbox below
@ Change Log and click on the Save button
s
& R sL,El;bi_qgiqx ﬂﬁ)idﬁmz Usgu‘b@ﬁs;m
ntact ontact unt  Subscription ubscription ubscription o
Eﬁﬂ&m‘s LastName  Email &%_iusﬂ not allowed Expiry Expiry Commodities
« 22101501 - Front end loaders
. . ey 2y ¢ 22101505 - Rollers
3 # ANifred Alligator alfred@sampleA.com v 2022-03-31 2022-03-31 . 22101509 - Backhoes
s Ai Alligator ali@sampleA.com v 2022-03-31 2022-03-31
# Anita Antelope anita@sampleA.com ¥,
3 Result(s) Result(s) e
[Site map] [Legal mentions] BCBidv1i2©
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< Manage Subscriptions for a Contact

6

Manage Subscriptions

Contact First Name Contact Last Name Email

Alfred Alligator alfred@sampleA.com

Receive automatic updates when you subscribe to "notifications” and “e-bidding'

Note: After making a payment, logout and log in again for “e-bidding" subscription to take effect

Notifications:

Subscribe Lo "notifications” and BC Bid will send you an email when an opportunity is
e commodity codes you have selected. Use the dropdown below

posted that che:

to choose codes related to your business. You can update them at any time.

Cost  100.00 /year + tax Renew Now

A Your Subscription expires on

2022-03-31

Subscribed Commodities
5 Q¢ 4

x 22101501 - Front end loaders

22101505 - Rollers

Last Update: February 26, 2024

Ac
6 Adjust Contrast fa 9 Alfred A. (w‘::

Request Subscription Transfer from old BC Bid

Old BC Bid Notifications
Subscription Expiry

Old BC Bid E-bidding

Old BC Bid email Subscription Expiry

I wish to apply for time credit

x
[Site map] [Legal mentions] BCBidvi2®©

4. Use the Subscribed Commodities
drop-down list to search or browse
the commodities to be added.

5. To remove a commodity, use the X
beside the commodity to be removed.

6. Click Save.

NOTE: As opportunities are posted
based on the commodity codes you
are subscribed to, one email
notification will be sent per day with
all relvant opportunities (if applicable)
amalgamated into one email in a list.
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© rizon 0 O - 1. Login to BC Bid as the account with
the Supplier Admin privileges.

1 2. On the Supplier Dashboard, click

@
¢ Supplier Dashboard . . i
2 2 | Company Profile or on the main
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @ menu, select General Info, then
— . All kinds of exciting things are happening and coming up! Ebidding Expiry Notifications Expir compa ny PrOfI Ie'
S“b;:':;r':;s . Watch this space for updates. & Lxpiry piry
i Supplier Resources Closing Soon @

Company Profile . P . . .
pary Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ Recently Amended @

Registration 0
nboard
Preparation There is Ijlo item requiring your
o Gather attention at the moment.

Information

BCBidvi2©

[Site map] [Legal mentions]
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Acceptance
: Adjust Contrast n Alfred A. v
CBid © > O

L General Info. RSTLE0™S

< Company Info 8

: s O

$ Subscriptions 3

Manage Subscriptions
B Documents & Certs

Use the pencil in the grid below to purchase, review and update subscriptions.

As a Supplier Admin, you will need to complete the initial activation of a new contact for your organization by using the "Account Activated" checkbox and
00 Sites clicking on the Save button, You can also choose to prevent one of your contacts from purchasing an "e-bidding" Subscription. Simply use the checkbox below

and click on the Save button
6 One or more of your contacts has purchased an E-bidding subscription however you have subsequently indicated that they are not allowed to have an E

bidding subscription. Please contact the BC Bid helpdesk for assistance resolving this issue

E-bidding E-bidding Notifications
dding S%b{i»'

Contact Contact 3 Account  Subscription  Subscription cription s
First Name LastName Email Activated not allowed Expiry Expiry Commodities
+ 22101501 - Front end loaders
« 22101505 - Roller
7 Alfred Aligator  alfred@sampleAcom 20220331 2022-03-31 101305 = Rolers

« 22101509 - Backhoes

220000( Iding ar atruetior
7 Ai Alligator  ali@sampleA.com J 20230331 2023-03-31 22000000 - Building and Construction
Machinery and Accessories

7 Anita Antelope  anita@sampleA.com

3 Result(s) Result(s) fe]

[Site map] [Legal mentions] BCBidvi2©

Last Update: February 26, 2024

Click on Subscriptions.

For the desired user, click the
subscription not allowed checkbox.
Click Save.

If the user already has purchased an
e-Bidding subscription, contact the BC
Bid Help Desk to resolve.

Users who have their e-Bidding
Subscriptions suspended by the
Supplier admin will receive an email
advising them of the change.
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© ruwtcomt @ M — 8. When the user logs in, they will see a

CBid v
notification in the Supplier Status box.

REITE General Info.  Sourcing

< Supplier Dashboard
| Ifauser has a current e-Bidding

@ Wisbicorn Sl ) Mitimitan® S I Pkl subscription, they will still get a
Sumisiosi S IS (s S DS o Z»ddds Expiry Nolom Expiry notification to renew even if e-Bidding
R has since been restricted on their profile.

i Supplier Resources Closing Soon ®

Company Profile Intended to provide a list of information resources for Suppliers

Opportunities
B N

My Subscriptions

Supplier Status ® Recently Amended ®

Registration The following items require
Ynboard

Vv o

your attention:

Preparation

v Gather
Intormation

Enrollmcnt
ev.

Review
Information

[Si(e map] [Legal mentions] - BCBidvi2©
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Documents and Certifications

Documents and certifications can be added to the supplier profile. This keeps important and frequently used documents easily

accessible for both suppliers and buyers.

Overview

dxman, | BCBid

GUIGE General Info.  Sourcing

1 ¢ Supplier Dashboard

Welcome Suppliers! @

All kinds of exciting things are happening and coming up!
Submissions in

Watch this space for updates.
Progress

Opportunities

$

My Subscriptions

Supplier Status @

Registration o
nboard
Y QR

Preparation There is Ijlo item requiring your
Gather attention at the moment.

Information

[Site map] [Legal mentions]

Last Update: February 26, 2024

i Supplier Resources
Company Profile . e . .
e Intended to provide a list of information resources for Suppliers
Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk

@ Adjust Contrast

My Subscriptions @ 1 Results

Ebidding Expiry Notifications Expiry

Closing Soon @

Recently Amended @

a

Acceptance

9 Alfred A. v

Performance ®

BCBidvi2©

On the Supplier Dashboard, click
Company Profile or on the main
menu, select General Info, then
Company Profile.
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Acceptance

@ Adjust Contrast fa) 9 Alfred A. v

®
¢ Company Info 8
<«
B Save Create a change request
i Company Information
& Contacts
Search by keyword Status State to date
$ Subscriptions v 2022-03-11 Display m Reset
archived
B Documents & Certs. 2 documents
Additional Information
Legal Documents
@ Change Log
00 Sites Add Legal Documents 3a
0 Result{s) Result{s) &
Certifications
Add Certifications 3b
0 Result(s) Result(s) -1
Other Documents
Add Other Documents 3C
0 Result(s) Result(s) a

[Site map] [Legal mentions]

Last Update: February 26, 2024

BCBidvi2©

On the left-hand menu, click
Documents & Certs.

Documents and Certifications are
listed in three categories.

a. Legal Documents.

b. Certifications.

c. Other documents.
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< Company Info

Search by keyword Status

$ Subscriptions

B Documents & Certs.

& Additional Information Legal Documents

& Change Log
Add Legal Documents
D sites
@ Att.
P '] Certificate of Insurance.docx

1 Result(s) Result(s)

Certifications

Add Certifications

0 Result{s) Resultis)

Other Documents

Acceptance

© adustcontast A @) Areda o

®

B Save Create a change request

State to date
2022-03-11

Display archived m Reset
documents

b

. Sample A .
Certificate of o any 2022-02-01 2023-01-30 Alfred x ®
nsurance Insurance Alligator

a ¢

[Site map] [Legal mentions]

Last Update: February 26, 2024

BCBidvi2 @

Supplier Guide

4. When viewing the documents, there
are icons to indicate the status and if
the document is valid.

a. Status - check mark for approved,
x for pending approval

b. Valid - red circle for invalid
(expired) and green circle for valid
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Add a document

‘ Acceptance
© adustcontast A @) Aedd o

i BCBid

30l General Info.

®
¢ Company Info | B8

«
8 Save Create a change request

i Company Information
Search by keyword Status State to date

2022-03-11 Display
archived
documents

m Reset

$ Subscriptions
B Documents & Certs.

Additional Information
Legal Documents
[ Change Log

—_—

D sites Add Legal Documents

0 Result{s) Result{s) e ]

Certifications

Add Certifications

0 Result{s) Result(s) -3

Other Documents

Add Other Documents

0 Resultis) Result(s) e

[Site map] [Legal mentions]

Last Update: February 26, 2024

BCBidvi2®

1.

Click the applicable Add button under
the category of the type of document
being added.
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2. Inthe Edit document dialog window,
Jiil | BCBid ) complete the necessary information.
e A a. In the Document Type drop-down

Edit document : Legal Documents 2 8 Ox I | h fd
Ist, select the type of document
| Save Save & Close .
Document J being entered.
. Description Followup b. Optional: In the Document Name
. Document Type* Status Motification Date text box, enter a name for the
a Certificate of Insurance 0- Draft
B Do Document Name Begin Date* Date Archived document'
& Ad b Sample A Company Insurance 2022-02-01 C c‘ In the Begin Date' enter the Start
Document” Expiration Date u .
' oo e(d) || date related to this document.
ClckorDragtosddafie o{ @ d. Optional: Update the Expiry Date

of the document. The system will
update the expiry date to one year

© (@ Certificate of Insurance.docx

Dacument’s owner Validity

ALLIGATOR A¥fred after the Begin Date.
e. Inthe Document field, use the
Comments e~{ f Click or Drag to add a file to add
the required document.
f. Optional: In the Comments text
ST box add any related comments.
g. Click Save or Save & Close.
3. Repeat as necessary for the various

document types.

Last Update: February 26, 2024 Page 54 of 79
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B Documents & Certs.
& Additional Information
& Change Log

00 sites

[Site map] [Legal mentions]

Last Update: Febr

< Company Info

Search by keyword Status

Legal Documents

Add Legal Documents

® At

s m [@]Certificate of Insurance.docx
1 Result(s) Result(s)

Certifications

Add Certifications

0 Result{s) Resultis)

Other Documents

Acceptance

© adustcontast A @) Areda o

®

Create a change request

State to date
2022-03-11

8 Save

Display archived m Reset
documents

4

Sample A
Company
Insurance

eate of f
_Ccrnﬁca.c of 2023-01-30 Alfred x ®
nsurance

22-02-
2022-02-01 Alligator

-3

uary 26, 2024

BCBidvi2 @

Supplier Guide

4. Documents will initially appear with a
red X in the Status column. All
documents will require approval by
the BC Bid Help Desk.

Email notification will be sent when
the document is approved by the BC
Bid Help Desk.
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© rico 5 O Miemaes 1. Optional: Complete the Additional
Information page. This information

® will be visible to buyers when looking
¢ company Info 2| 8 at the supplier profile.
i Company Information
28 Contacts Additional Information

$ Subscriptions . ) . hhae Bt 3 )
: Use these fields to share what regions you serve and what goods or services you provide. Please note that this info is not tied

B Documents & Certs to natification subscriptions.
) Additional 1 What Regions do you serve?
Information o
E Change Log
x Nanaimo
0D Sites

x Cowichan Valley
X Comox Valley
x Capital

x British Columbia

Goods or Services you supply

4 70111713 - Parks management or maintenance services

x 70111706 - Lawn care services

If your company provides goods or services other than the commodities listed above, please list them here
snow removal

Site map] [Legal mentions] BC Bid v1.2
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Change Log

The Change Log is a record of the change requests related to the BC Bid Account.

#n BCBid

Sourcing

Home eEEENLE

1% Supplier Dashboard

Welcome Suppliers! @

All kinds of exciting things are happening and coming up!
Submissions in

Watch this space for updates.
Progress

. Supplier Resources

Company Profile . e . . .
pasy Intended to provide a list of information resources for Suppliers

Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @

Registration 0
Onboard
V i"e'uc‘l"%;?

Preparation There is no item requiring your

Gather attention at the moment.
Information

« Links to key training material, reference material, policies, etc.

Acceptance

@ adustcontat A € Areda.

1Results Performance @

My Subscriptions @

Ebidding Expiry Notifications Expiry

Closing Soon @

Recently Amended @

[Site map] [Legal mentions]

Last Update: February 26, 2024

BCBidvi2®©

1.

On the main menu, click General Info
and then select Company Profile, or
click Company Profile from the
Supplier Dashboard.
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Acceptance

@ Adjust Contrast fa) 9 Alfred A. v

¢ Company Info 8
<«
B Save
1 Company Information 3
i3t Contacts Created on Requester Reason Status Modified on  Approver ®

$ Subscriptions # 2022-03-11 Alfred Alligator add company info 2022-03-11 Alfred Alligator Cancel 5

B Documents & Certs. # 2022-03-11 Alfred Alligator add business |D number Approved  2022-03-11 Lauren Pinkerton

In the left-hand menu, click Change
Log.

To view the details of a change
activity, click the pencil icon.

If the change is still in the Initialized
status, the record is editable.

To cancel a change request in
initialized status, click Cancel.

a. Click OK to confirm the

) Additional Information & 2022-03-09 Alfred Alligator update company info and add address Approved 2022-03-10 Lauren Pinkerton
[ Change Log 2 2 4 Result(s) Result(s) el can Cel Iat' on.
D sites 4

[Site map] [Legal mentions] BCBidvi2©
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Sites

The Supplier Admin can create multiple supplier sites to respond to opportunities by multiple sites belonging to the same legal
company. The sites menu is only visible when users are logged in as the main site. The person with Supplier Admin access
belongs to all sites and oversees adding users from the main site to the additional sites.

Create a new Site

‘ Acceptance 1. Log in to BC Bid as the account with
@ adustcontat A € Areda.
the Supplier Admin privilege.

2. On the Supplier Dashboard, click

@
Supplier Dashboard N . .
2 f HppierFasboar Company Profile or on the main

menu, click General Info, then

Welcome Suppliers! ® My Subscriptions & 1 Results Performance ® .
Company Profile.
— . All kinds of exciting things are happening and coming up! Ebidding Expiry Notifications Expir
Submissions in Wiatch this space for updates. & Bxpiry piry
Progress
o .y .
.l How to Manage Additional Sites
i Supplier Resources Closing Soon @
Company Profile Intended to provide a list of information resources for Suppliers
« Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk
Opportunities
My Subscriptions
Supplier Status @ Recently Amended @

Registration 0
Onboard
‘--'e'uclIJ;J‘:-f

Preparation There is Ile item requiring your
v Gather attention at the moment.

Information

BCBidvi2®@

[Site map] [Legal mentions]
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Acceptance 3. On the left-hand menu, click Sites.
@ Adjust Contrast fa) 9 Alfred A. v ) .
4. Click on Create a new site.

L0l General Info.

¢ Company Info 8
€«
B Save
i Company Information
& Contacts Sites
$ Subscriptions _ " ) " - . )
Create a new supplier site only if the site needs to submit independent submissions that compete with your other sites.
B Documents & Certs.
Additional Information Create a new site 4
[& Change Log MOTE: After creating a new site, logout and log back in to view and access the site.
D sites 3 Legal Mame Doing Business as Name Levels related with the supplier Email

« alfred@sampleA.com
» ali@sampleA.com
« anita@sampleA.com

« Supplier Group

Alligator, Alfred  Sample Company A .
& mp mpany « Supplier Head-office

1 Result{s) Result{s) e

[Site map] [Legal mentions] BCBidvi2©
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. BCBid
¢ Company Info
i
& Cot .
Create a New Site 8 0O x
S -
Save & Close 6
B Do
) Legal Name of Primary Supplier Doing Business As Name of Primary Supplier
it H Alligator, Alfred Sample Company A
@ C New Site's Doing Business as Name* Level
5 I3 Sample Company A (Langford) Supplier Site
[Site map] [Legal mentions] BCBidv1.2 ©

Last Update: February 26, 2024

In the dialog window, in New Site’s
Doing Business as Name text box,
enter the name of the new site.
Click Save & Close.

Log out of BC Bid.
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Acceptance 1. L kin as th lier Admin.
@ Adiustcontast A €Y Areda {Sarnpletunpan:';} og bac ) as the Supp e. d
2. In upper right corner, confirm name

e R S of main site is displayed.

< Supplier Dashboard

@ Welcome Suppliers! @ My Subscriptions @  1Results Performance @

All kinds of exciting things are happening and coming up!

T Ebidding Expiry Notifications Expiry
Watch this space for updates.

Submissions in
Progress

i Supplier Resources Closing Soon @
Company Profile . e . . .
S Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ Recently Amended @

Registration 0
Onboard
S“e'm‘l"ﬁ\;f

Preparation There is no item requiring your

Gather attention at the moment.
Information

[Site map] [Legal mentions] BCBidvi2©
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@ Adjust Contrast

Acceptance
(Sample Company A)

fa) 9 Alfred A_ v

BCBid

| I A
QLN General Info.  Sourcing Sample Company

£

©)

Submissions in

Welc

Watcth
Progress ren
g Supp
1
Company Profile Intend
.
Q )
Opportunities

$

My Subscriptions

Supplier Status @

Registration

v Onboard

Pending

Preparation
Gather
Information

Supplier Dashboard

ome Suppliers! @

All kinds of exciting things are happening and coming up!

this space for updates.

lier Resources

ed to provide a list of information resources for Suppliers

Links to key training material, reference material, policies, etc.

Information for contacting helpdesk

There is no item requiring your
attention at the moment.

4 Sample Company A (Langford)
3
My Subscriptions @ 1 Results Performance (D

Ebidding Expiry Notifications Expiry

Closing Soon @

Recently Amended @

[Site map] [Legal mentions]

Last Update: February 26, 2024

BCBidvi2©

3. Click on the down arrow to display
other sites.

4. Click on the name of the second
(recently added site) site.
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Acceptance 5. Confirm that the new company name

A @ Adjust Contrast fa 9 Alfred A. v  (Sample Company A (Langford)) . . . .
diitwl,  BCBid ’ is displayed in the upper right corner
. = % and a notification will appear at the
¢ Supplier Dashboard Q top of the supplier dashboard.
© You're now logged on behalf of the supplier Sample Company A (Langford) 5 x 6' Conflrm the supp"er Status dlsplays
“Registration Onboard pending” and a
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @ “Main address is missing Warning"
i | Aot exing ings wegperig o coring 7. Click on Company Profile.
Progress
i 7 Supplier Resources Closing Soon

Company Profile . e . :
Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.
Q s Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ 6 Recently Amended ®
Registration The following items require
g-:-l-:ill':i:-d your attention:

A _Click on 'Complete Account Begistration' in

BCBidvi2©

[Site map] [Legal mentions]
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Acceptance 8. On the Company Information
(Sample Company A (Langford)) o . . .
screen, a notification will display that
the Main Address is missing.
9. Update the Company fields as
o 8 11 m Complete Account Registration @ 12 need ed.
10.Update the Address fields as needed.

wy  BCBid Do you really want to submit this form ?

al Info.
LU General Info. 13 n Cancel

< Company Info

i Company Information

3% Contacts A\ - Main Address is missing H
B Documents & Certs. A\ - Click on 'Complete Account Registration' in your Company Information to complete the registration process 1 1 * CIICk Save'
om——— prm— 12.Click Complete Account
Registration.
Legal Name ® EUROPE
Aligator, Alfred Map  sateliite L 13.Click OK to submit the form.
Doing Business as Name ®* - AFRICA
Sample Company A (Langf..
SOUTH
Website AT + -y
Legal Structure Go gle Keyboard shorcuts  Map data £2022  Terms of Use

Address Label ©®
Year Founded

Office Street Address
Company Size ®

Mailing Address (if different)

City

Postal / Zip Code

[Site map] [Legal mentions] BCBidvi2®
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Acceptance 14.Confirm that the data has been saved.
@ Adjust Contrast fa 9 Alfred A. v  (Sample Company A {Langford)) . . .
15.The BC Bid Help Desk will review the
information submitted and send an

¢ Company Info 8 .
) email when complete.
<«
B Save
i Company Information
38 Contacts " Data has been saved 1 4 x
@ Validated successfully
B Documents & Certs.
@ Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time X
@ Click on save to update your selections
Company Address
IN
Legal Name © . EUROPE ra
Alligator, Alfred Map  Satellite La
Doing Business as Name (* o AFRICA
Sample Company A (Lang...
SOUTH
Website AMERICA e +
chal Structure GO gle Keyboard sherteuts | Map data 2022 Terma of Use
Address Label ©®
Year Founded
Office Street Address
Company Size @
Mailing Address (if different)
City

[Site map] [Legal mentions] BCBidvi2 ©

Until the Help Desk reviews the site’s registration, there will be a limited left-hand menu in the Company
profile. Only Company Information, Contacts and Documents & Certs will be visible. This does not impact the
ability to search or respond to opportunities.
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Acceptance

© rdutcowst (1 @) Aiedh o (Sample Company AlLanglond) v 16.At next login, confirm validation
checkboxes on the Supplier Status
section of the Supplier Dashboard.

. BCBid

RLIEE General Info.  Sourcing

< Supplier Dashboard

@ Welcome Suppliers' ® My Subscriptions @ 1 Results Performance @

All kinds of exciting things are happening and coming up! i . N . .
Submissions in ! ol o ing ming u Ebidding Expiry Notifications Expiry

Wiatch this space for updates.
Progress

. Supplier Resources Closing Soon @

Company Profile . e . :
P Intended to provide a list of information resources for Suppliers

« Links to key training material, reference material, policies, etc.
Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ 16 Recently Amended ®

Registration 0
Onboard
Per |Lll-|;JL

Preparation There is no item requiring your
LV 4 Gather attention at the moment.
niormaton

[Site map] [Legal mentions] BCBidv12©

Until the Help Desk reviews the site’s registration, there will be a limited left-hand menu in the Company
profile. Only Company Information, Contacts and Documents & Certs will be visible. This does not impact the
ability to search or respond to opportunities.
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Adding Users to an Additional Site

-

— ) X Adjust Contrast
M. BCBid o

< Supplier Dashboard

@ You're now|logged on behalf of the supplier Sample Company A (Langford)

3 Welcome Suppliers! ®
0
All kinds of exciting things are happening and coming up!

Submissions n Watch this space for updates.
Progress
i Supplier Resources

Company Profile . e . ;
Intended to provide a list of information resources for Suppliers

» Links to key training material, reference material, policies, etc.
Q « Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @

Registration
nboard
o .i'f .';:.f

There ic no item reouiring oo

[Site map] [Legal mentions]

- 1T el 1. Log in as the Supplier Admin.
2. Use the drop-down to select the site.

o e Y | W . )
® 3. On the Supplier Dashboard, click

| Company Profile or on the main
x menu, click General Info, then

Company Profile.
My Subscriptions @ 1 Results Performance ®

Ebidding Expiry Motifications Expiry

Closing Soon ®

Recently Amended @

BCBidv12©

0 Contacts must exist on the main company’s profile in order to be added to an additional site

Last Update: February 26, 2024
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aslll 4. Click on the Contacts tab in the left-

@ AdjustContrast [ 9 Alfred A. «~  (Sample Company A (Langford))

BCBid
hand menu.
LU General Info.
® 5. Click Select Existing Contact.
< Company Info =
«
8 Save Create a change request
1 Company Information
‘& Contacts 4 Internal Contacts
$ Subscriptions Click on Subscriptions tab to activate additional Supplier Contacts
B Documents & Certs _ _ _ ) _ o i ) _
Supplier Admin role is applied to all sites. Return to the main site to change assignment of the Supplier Admin role.

4]
Select Existing Contact g
Contact Position Role Email
» Alligator - fred@
Alfred General Manager 120 alfred@sampleA.com

[Site map] [Legal mentions] BCBidvi2 &
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Acceptance H H
© rsiconst 0 @ Mih v (Sarvie CompamyAlgnd) v 6. Click the checkbox beside the user

iy BCBi el .

Bid name to add to the additional site.

® 7. Click the X to close the window.
< Company Info &
i
& Cor Supplier contacts B X
S c
Search by keyword Supplier To confirm your 7

8 oq Reset selection(s), close this
N Adk window using the X in the

top right corner

Position Phone Cell Phone mail Other assigned suppliers
6 E Alligator Ali  Accounting ali@sampleA.com Sample Company A
E i:?r%a;or General Manager alfred@sampleA.com Sample Company A / Sample Comp...
Q:I:;IDDC Sales anita@sampleA.com Sample Company A
3 Result(s) Result(s) o

[Site map] [Legal mentions] BCBidv1.2 ©
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Manage Submissions
The Manage Submissions page will list opportunities selected for submission (by Start Submission button) or where the supplier
has been invited to a non-public opportunity. More information on Managing Submissions is included in the Supplier Guide -

responding to opportunities.
Jys— 1. On the main menu, click Sourcing,

@ Adiust Contrast L O arfeda v  (sampleCompanyd) ~ ) L.
then click Manage Submissions.

i BCBid

< Supplier Dashboard
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @
All kinds of exciting things are happening and coming up! o . . . .
Submissions in Watch this space for updates. Ebidding Expiry Notifications Expiry
Progress
2022-03-31

Closing Soon @

i Supplier Resources
Company Profile . e . .
S Intended to provide a list of information resources for Suppliers . N -
Opportunity ID  Opportunity Description Q
. :.ir_u-\‘. to -.\c-v Era:’:\i:‘ g -n.=..:f-.- ial, reference material, policies, etc. 155894 Paving Roads of
« Information for contacting helpdesk
155982 Park Maintenance Services 2

Opportunities

$

My Subscriptions

Supplier Status @ Recently Amended @

Registration 0
v

Preparation There is no item requiring your

Gather _ attention at the moment.
Information

BCBidv1i2©

[Site map] [Legal mentions]
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Vel 2. Use the Search by keyword field and
additional filters as needed.

Home GeneralInfo. RIS

< Manage Submissions : Note: the Status field defaults to
searching for Open opportinities.
Search by keyword
3. Click Search.
Filter by:
Submission Progress Opportunity ID Status Organization 2 4' CIICk the Sme|55|on progress to VIeW

Open o- : the opportunity.

Q_ Search 3t
=3

Filters Status: Open X

Issul
- - o - Onpportunity S SRR an
Submission Progress Opportunity Description Opportunity 1D Type Organization Lot# Amendment # LastUpdated Status Remaining Time (Pacifid
= BC Parks
Provincial
Services
Branch
Request for e X
InProgress  Park Maintenance Services 155982 e e - 1 0 Open 76d21hSSmin27s 202
Proposal 204
. P Motice of N § § S - 202
@ Submitted Paving Roads 1558%4 lelr‘ r 0 Open  35d O7h 59min 27s ‘3 ",
Intent - 24
.

[Site map] [Legal mentions] BCBidv12©
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Acceptance
@ Adustcontrast A @) AfedA v (SampleCompanyA) v

®
< Paving Roads - Lot : 2 / Amendment : 0 2

o T

[+ e
0 O ty Det

Remaining time
@ Addenda 35d 07h 56min 19s

You have expressed interest in this dortunity. You will now receive

OPPX siries through BC Bid, ¢an join any
& Enc inter and can e-bid through BC Bid. if
|« applicable.

Note all times shown are in Pacific Time.
W Submission History 5
02 2 G .
- B-¥O! Search submissions 6

Reset
Status
Cancelled In progress Received [x 2

To withdraw a Submission, select value "Submission withdrawn" from the Withdraw Submission field below
and click the Save button to confirm

Received on

Opportunity Description  Title Status (Pacific Time) Total Decision Withdraw Submission
7 Paving Roads - 0 Submission # 1 2022-03-11 2:57:06 PM
1 Result(s) Result(s) 8

[Site map] [Legal mentions] BCBidv1i2©

Last Update: February 26, 2024

When viewing the opportunity, click
Submission History.

Use the Search submissions field to
search for submissions on this
opportunity.

View the listing of submissions.

Click the Title of the submission to
view the details of the submission.
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Appendix 1: Provincial Help Desk
Help desk hours: 8:30 am to 4:30 pm Monday to Friday

Email Contact: bcbid@qgov.bc.ca

Contact the help desk by phone:
Direct: 1-250-387-7301
Toll Free (BC only): 1-800-663-7867

View the Help Desk on the BC Bid Public Portal: www.bcbid.gov.bc.ca.

Explore BC Bid web guides on BC Procurement Resources.
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Appendix 2: Training Video Links

Video Name

URL (Link)

Supplier Registration

https://youtu.be/stKZj50AbBY

Exploring the Supplier Dashboard

https://youtu.be/ iiHKTHK2Sc

How to Manage Supplier Profile

https://youtu.be/mHQ1Q TxdmY

How to Manage Subscriptions

https://youtu.be/mQVvV847D]1D8

How to Manage Additional Contacts

https://youtu.be/SWxUOuSn3M4

How to Manage Additional Sites

https://youtu.be/KR5yIngS3cw

Responding to an Opportunity

https://youtu.be/kKHNOobOXtvk

Providing a Submission (Response Form)

https://youtu.be/AiD3mF5cAic

Providing a Submission (Pricing)

https://youtu.be/bkMO1AeH o0
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Appendix 3: Supplier Admin Responsibilities

In order to create and manage a supplier account within BC Bid, the Supplier Admin is responsible for completing the
following activities:

Application Responsibilities/Privileges

BCelD e Obtaining and activating the Business BCelD account
e Managing the business BCelD account

e Creating Business BCelD accounts for additional users

BC Bid e Self registration and onboarding of the supplier account

e Onboarding and activating additional users

e Paying for e-Bidding and notifications on behalf of additional users (they can also pay for themselves)
e Revoking and enabling e-Bidding privileges

e Deactivating additional users

e Relinquishing the supplier admin role

e Creating and Managing Supplier Sites

e Submitting Change Requests

e Updating contact information (changes from BCelD don’t update to BC Bid)
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Appendix 4: Additional User Responsibilities

In order to be assigned to a supplier account, an additional supplier user is responsible for the following activities:

Application Responsibilities/Privileges
BCelD e Contacting the Business Profile Manager to set up and activate a Business BCelD
BC Bid e Self registration of additional user account
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Appendix 5: Supplier Role Matrix

Supplier | Additional | BC Bid
Admin supplier Help Desk
user

New Supplier Account registration - Business BCelID Yes No No
New Supplier Site creation and registration Yes No No
Validation and approval of new Supplier Account No No Yes
Validation and approval of new Supplier Site No No Yes
Additional supplier user activation Yes No Yes
Revoking e-Bidding privileges Yes No Yes
Relinquishing Supplier Admin role to another user Yes No Yes
Paying for Subscriptions on behalf of another user Yes No No
Submitting a Change Request Yes No Yes
Approving a Change Request No No Yes
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