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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.Ys Pracure
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:

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

1 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 demonstrat ing key

functions.
Opening the Navigation Pane on the left of your screen allows you to quickly move between sections of the document 1 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 Guide s (QRG) ae 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  instruction s that will have impact further ahead in the
process or provide s additional information or context  for a process.

0 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:
1 Create a short list of proposals
Manage proposals
Update company information
Have multiple users within the business collaborate on proposals
Receive notifications on amendments and addenda on  opportunities of interest by clicking the Start Submission button
Draft a submission online with the BC Bid application  (some opportunity types)
Submit response via e -Bidding (subscription required)

= =4 4 4 45

To register for BC Bid, a Business BCelD is required. Suppliers without a BCelD 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 BCel D created by the companyiys B
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 e ntity
want to submit competing bids for the same opportunity. Different legal entities will need their own BCelD accounts. To

navig ate 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 BCelD Business Profile Manager, but it can be a
different person.

Last Update: February 26, 2024 Page 6 of 79


https://www.bceid.ca/

Supplier Guide

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 t he

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

|l f using Firefox, ensure that popups are all owedyolWwoaqaitnt | meks ¢

Expand/Collapse Menu and Expand/Collapse Filters

Home Home Suppliers TR Sourcing 1. The left-hand menu can be expanded or
collapsed by selecting the double arrow . When

1) < 9 4 )77 Sor g“l collapsed the icon related to each step is

2 3 visible, hover over the icon to see the name.
i> c 4 - Reset % 2. Expanded.
- L Setup Project 3 ‘3. Filters on tables can be expanded by clicking
28 282 Cob 1in Toam the funnel icon

4. Expanded.

5. Click pinico n to keep open.
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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, s earching in the Commaodities
drop -down produces a best match result.

Note that w hen 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

button.

Files are added using the Click or Drag to a

dd files

modified

G i. Select the document to upload.

=3 ii. Click Open.
iii. Alternatively , open Windows Explorer and drag the
file to the Click or Drag to add files button .

me: | RFP_Community_Information_Tool_CIT_4.0 - Final All Files | ‘\
i en Canc

Document ®

Summary Click or Drag t |

Click or Drag.to add files_ [7

Search by keyword + C
11
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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 (WYSIWY G)
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 p asting 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.

Boowss M R @ R XEHREB « + QbW 3 -

B e ® DM
FsJ'USn,:-:'.t"lr_,':;I'.é E | N 2 A N 9 T E = m g Es 208
b ]

Shyles = | Momal - Fanl Insert/Remove Bulleted List [+ 1 | 2

List item 1
List item 2
List item 3

Close to Save Using vXH™

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, cl i ck frigheoftHeXidlogddx, the hpplicatian paves 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

-~ (i YT MO, Weaaell 1. Log in to BC Bid.

ol I 2. Navigate to the Home tab to see the
Home e ]
Supplier Dashboard.
< 2 Supplier Dashboard . .. .
| a. Click the Submissions in Progress
@ ; Welcome Suppliers! ® My Subscriptions @ b ks Performance @ to review all In PrOgreSS
s | e I o submissions. -
Progress b. Review the My Subscriptions to
see the e-Bidding and Notifications
: Supplier Resources »—{ 0 Closing Soon @*—{ e expiry dates.
e 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
sk area of BC Bid.
$ d. Check the Supplier Resources for
it homenih o 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.
Preparation There is no item requiring your
(¥4 Gather attention at the moment. . -
[Site map] [Legal mentions] BCBidv12© L[l Exploring the Supplier

Dashboard

0 Closing Soon and Recently Amended lists are based on selecting showing interest in an opportunity by
selecting the MStart SubmissionM button. They are unique t
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f. Check the Supplier Status area to
review any items that may require
attention.

General Info.  Sourcing

« Supplier Dashboard g. Review the Recently Amended list
to view o pportunities of interest
Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @
that have been recently amended.

All kinds of exciting things are happening and coming up!

Watch this space for updates. Ebidding Expiry. Notifications Expiry h. Optional: Click Adjust Contrast to
change the theme for accessibility.

Submissions in
Progress

. Supplier Resources Closing Soon @

Company Profile N . 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 @ 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

© Adistconrast A @) Aeda v 1. Log in to BC Bid as the account with

. BCBid
the Supplier Admin privileges .
Company Profile ® H H H
. Supplier Dashboard T 2. Onthe main menu, either click
! General Info and then select
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @ Company Profile , Or click Company
15ubmissions in Al kinds of exciting things are happening and coming up! Ebidding Explry Netifications Expiry Profile from the left side of the
Progress Watch this space for updates. .
Supplier Dashboard.
. Supplier Resources Closing Soon @

Company Profile

@E)
How to Manage the Supplier
Profile

Intended to provide a list of information resources for Suppliers

« Links to key tra naterial, reference material, policies, etc.

Q » Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ Recently Amended ®
Registration 0
ey
Preparation There is IjIO item requiring your
Gather attention at the moment.

Information

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

B Documents & Certs.

[Site map] [Legal mentions]

If Create a change request
been reviewed bythe BC Bi d
on the Supplier Dashboard )the Create a ¢ hange request will b e visible.

Last Update: February 26, 2024

@ Additional Information

Company Info

Company

Legal Name (@
Alligator, Alfred

Doing Business as Name ®
Sample Company A

Website

Legal Structure

Year Founded

Company Size ©

Address

Address Label @

Office Street Address

Mailing Address (if different)

City

Postal / Zip Code

State/Province

@ Adiust contrast

Country
CANADA

®

B Save Create a change request

3

L O afreda

If an update to the Company
Information is needed, ¢ lick Create a
change request

is not visible, there may be a change request already in progress that has not

Hel p

Des k.

S u p (zdeithe BuppRez Gtatus t r
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- Acceptance
Adjust Contrast al Alfred A. v
Sy BCBid 6 ) 9
L 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 Vict
Doing Business as Name ®* (2} LEBEC ' @ Lnateat vicloria
Sample Company A 33 ]
2]
Website +
Royal BC Museume 3
o —
2
& 3 (¥ Koy T ¥
Legal Structure :'.}6:.5 shoricuts  Map dats 2022 Google | Terms of Use  Report a map ermor
Proprietorship (SP) -
il ° Address Label ®
Year Founded
2022
Office Street Address
Company Size ©® 720 Douglas St
Small (Less than 50 employees) © ~
B Mailing Address (if different)
[Site map] [Legal mentions] BCBidv12®

o

Last Update: February 26, 2024

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

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.

Change Log . From the Change
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9. Once approved, the change log will
update to a status of Approved .

@ Adjust Contrast

®
¢ 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

O Add
9

nal Information
& Change Log

0D Sites

[Site map] [Legal mentions] BCBidvi.2 @

Last Update: February 26, 2024 Page 17 of 79



Supplier Guide

Contacts

Add Additional Users to your BC Bid Account

Adding additional u sers as a contact allow for multiple users within the same organization Y s t® cotlaborate 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 B celD 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.
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Approve Additional users

1. Log in to BC Bid as the account with
the Supplier Admin role.

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

@@
How to Manage Additional
Contacts

This process needs to be completed by the person with ~ Supplier Admin  privileges after the additional user
has completed the Reqister - Additional Users section .
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