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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.

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

-ei?“ 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 BCelD 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
collapsed by selecting the double arrow. When
1 < 9 v < 4)% 50"5"1 collapsed the icon related to each step is
2 visible, hover over the icon to see the name.
j - « = m Reset o 2. Expanded.
Dol e 3 3. Filters on tables can be expanded by clicking
382 Cot 1in Taam the funnel icon.
4. Expanded.
5. Click pinicon to keep open.

Home Home Suppliers ELIIENEE Home  Home Suppliers I
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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.

=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

Al Files |
i ance
Document ® o
Click or Drag t
Summary '
|
Engl [

Click or Drag to add files 1]

English
Search by keyword + C
11

N\
P
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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.

BC Bid accepts most common document formats, including:

« PDF

o Office

« Word

o Excel

e« PowerPoint
« Visio

e« MS Project
o AutoCad

o Textfiles

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.

Biswes DA @ R XBHRREERE - AR e0ORNEemrf
=

g:usn,:'.x'[_;::i E 1 8 kB =S | 9 BE- | = ROBz&@ a9
= | Homal = Fonl Insert/Remave Bulleted List [+ &l | 2

List item 1
List item 2
List item 3
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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.

My Saved Pages

Within the BC Bid application, you have the option to save any page that you frequently visit, so that you can easily revisit the
page as needed.
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Star Icon (Save Page)

1. On any page within BC Bid you should see the star icon in the top left corner. Click on the icon to open the Save Page
window. If the star is gold, this means that you are on a page that has been previously saved.

BCBid

Home (Admin) Home Suppliers ELIERES Operational Reports Analytics Admin  Config  Integration

< D * 1 burcing Projects

v

@ & Expected date format: yyyy-MM-dd

Search by keyword Commodity Sourcing Project Type Status
- - = |/ Limit to my sc
Opportunity ID Organization Opportunity Type RFx Status
Issue Date Closing Date Opportunity Type on Historical Records
;= = - = (Apr 1, 2015 - Dec 15, 2022)

= |z Exclude Historical

Filters Limit to my scope: Exclude Historical : +*
Create Project
Oppaortunity Description Opportunity ID Code Project Type Opportunity Type RFx Status Commodity

# BPS (Test) 1065703 BPM542904 BPS Sourcing chufst for Proposal Draft Live P.Iant and Animal Material and
(BPS) Supplies

# ITTTest 1065697 BPM542898 Invitation to Tender  Invitation to Tender Processing 'g"l’:;;'::” and Animal Material and
upplics

£ 1T 1065696 BPMS542897 Invitation to Tender  Invitation to Tender Draft ;Y;uil:asm and Animal Matertsl and

rategi lant and Animal Material ar

s 11 1065601 BPM542832 SV2teBic Invitation to Quote Draft ive Plant and Animal zterial and
(Multistage) Supplies

n e ameeann vy g ey ooy TBIBIIC , S - . Live Plant and Animal Material and
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Save Page Window

-~ Hd 2. Once the Save Page window is open
detims  BCBi . .
Adnia) Home _Supplers T Sy S ——— there are a variety of things you can do:
Sourcing Projects a. Type in a custom name for your saved

page into the text box here.

il b. Click the Save Page button to save
. . 7} [—— . that page and add it to the list below.
= R —— c. Pages are grouped into categories
o . ki " based on where they are in BC Bid.
s Date Closing Dt Sourg 48 o—( 3 EXX b d. Click the pencil icon to edit or the
: ' [Csuwbon | trashcan icon to delete a saved page.
L Tp— 3 Growne Spphers L e. Click the small grey arrow beside a
= i ; o category label to minimize each
[ ) rT dropdown.
pportirit . Opportunity ID Sourcing * e ithn
3 ITT Keyword Search £ 0
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3. Asyou are saving pages in BC Bid,
pages with text fields can have the

Home (Admin) Home RESIGHIEES Sourcing Operational Reports Analytics Admin Config  Integration

[ Si li . .
< D % e b yowseSuppliers entered text in the fields saved as well.
T [[— e p— This is useful for search pages, where you
o = 8 « R © S B can save keyword searches such as ITQ,
RFP, ITT etc.
Filters Search by keyword : ITQ Level : Supplier Group Supplier Company Supplier Site a' Type the deSired teXt Into the searCh
parameters.
coSolcied 0 b. Click the star icon to save the page.
0 Recordis Once saved, when you revisit the page,

the text fields that were saved will also
populate as well.
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Editing Saved Pages

4. When you are within the Save Page
R window, you can edit and adjust the
saved names of pages you've already
created as needed.
s a. Click the pencil icon to edit the name
of a saved page.

b. The text box on the name will open

Commodity @

o s Save Page C x i
and you can adjust the name as needed
Suppliers #8 Save Page . . .
c. Click the x in the top right corner to
e o leave the Save Page window.
@  Browse Suppliers £ 0
B ITQKeyword Search ! a |
Sourcing Project ~
B | BPMsa2897 e— b |
Sourcing ~
[  ITT Keyword Search P
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® o 5. One of the main benefits of the "My

ne Admin) Home  Supplers ] OperationslReports  Anslytics Admin Conftg _ Itegraton Saved Pages' functionality is that users
< D % Sourcing Projects can save keyword searches as needed.
S This is a chance to fill in search
parameters with your most searched
Search by hoysond Cormmodity Sowciog Project Type Sttus keywords and then save that page. When

©® & Expected date format: yyyy-MM-dd

Construction - Invitation to Tender o - In progress Q- /| Limit to my scope @ m you revisit the saved page' you r keywords
Opportunity ID Organization Opportunity Type RFx Status . . . .
1234567 Construction & Maintenance Branch 9 - Request for Proposal 9 - Open Q- Wl” I"emaln a”OWIng yOU tO eaSI|y aCCESS
. your most used searches.
Issue Date Closing Date Opportunity Type on Histarical Records

= - = - (Apr 1, 2015 - Dec 15, 2022)
» | || Exclude Historical

You can search based on the following:
Filters Limit to my scope: + Exclude Historical : + Organization: Construction & Maintenance Branch Opportunity Type: Request for Proposal RFx Status: Open Opportunity 1D :
Type: Invitation to Tender Status: In progress 1 Keyword
e Sourcing Project Type
. Status
Opportunity Description Opportunity ID  Code Project Type Opportunity Type RFxStatus  Commodity Organizd @ @) p p ortun Ity ID

e Organization

# BPS (Test) 1065703 BPM542904 BPS Sourcing F;;:fgt for Proposal Draft :‘:}:PT;:- and Animal Material and Accessories and Ministry of .
e Opportunity Type

ve lant and A , e RFx Status
# ITT Test 1065697 BPM542898 Invitation to Tender Invitation to Tender Processing ;‘ ‘J;D:‘f? and Arimal Material and Accessories and Ministry of

upplie

nimal Material essories and %

2 T 1065694 BPM542897 Invitation to Tender  Invitation to Tender Draft é‘?’;ﬂ:‘::' i Ankmal Matavial and Accmssunies and Ministry of
PR T Aptatdoaas Strategic o e T T ok Live Plant and Animal Material and Accessories and il
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Accessibility Features (New for 2025)

In the BC Bid application you can toggle accessbitility features in 2 different ways. Contrast can be adjusted and passive
notifications can be turned off.

Please Note: The accessbiility icon is now in the top right hand corner of the BC Bid application. Older screenshots may show
this symbol located in another area. We have not updated every single screenshot, but it will now be in the top right (it can also
be turned off in the settings).

A 0O &crgw“““’*‘"‘”&% 1. There are 2 ways to access
accessibility settings.

Config Integration My settings
Srr—— —| a. Click the circular symbol in the top
T on demo mode ~ | right hand corner.
Buyer Resources My pending validations i b. Click on your name and click on my
Intended toprovide st of informationresourcesfor Buers settings in the drop-down menu.

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

ible email Lot Amdmt Opportunity Type: Closing Date/Time (PT) Organization(s)

f 3 s "
nHeest@gov.bc.ca 1 0 F[:;':f“ or Proposal - 424-11-30 12:0000 AM  Ministry of Citizens' Services
2cgi.com 1 0 Invitation to Tender ~ 2024-11-30 12:00:00 AM  Ministry of Citizens' Services
nHeest@gov.bcca 1 ] Invitation to Quote 2024-11-30 12:00:00 AM  Ministry of Citizens' Services
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Sourcing Operational Reports  Analytics Admin Config Integration

er Dashboard

4 — Important Information Regarding BC Bid TEST tended to provide a list of information resources for Buyers

F Buyers (& Buyer Resources My pending validations

2 1 r, Accessibility settings

Set Contrast level

I |—i
E
- — [_][——]
raft (& /
a » (8 Default (O High Contrast
nity 1D Opportunity Description Responsible email
’ Display passive notifications on pages
T N {!‘j. Yes (O) No C :
hil.guan@cgi.com &
| e (N

Jation(s)

Last Update: May 7, 2026

2. The accessibility settings window
will open after clicking on the circular
icon in the top right hand corner.

a. Here you can adjust contrast
settings betweein the default and high
contrast modes.

b. You can turn passive notificiations
(blue) on or off in this section.

c. Always click Save to save your
updated settings choices.

d. Optional: Click the x to exit this menu
without saving, if you simply need to
close it.
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itk - BCBid

Home (Admin) Home Suppliers Sourcing Operational Reports Analytics Admin Config Integration

0O Profile

¢ General preferences
@ Orga. perimeter

'™ Commodity perimeter

2¢2 Delegations

My settings : George VAN HEEST

3

8 Save

< Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time.

@ Expected date format: yyyy-MM-dd

Accessibility Settings a

High contrast level b
v Display passive notifications on pages

v Display the contrast settings button in header

My preferences
Time Zone
(UTC -08:00) Pacific Time (US and Canada)

Name format
First Name Last name
Date format
yyyy-MM-dd h:mm tt

Number format

-1,234,567.89

Customized number format

Page size (PBI export) ®

Letter O -

d

Last Update:

May 7, 2026

3. After clicking on your name in the top
right hand corner, and clicking on My
Settings, you will be taken to the My
Settings page. Click on General
Preferences on the left hand side.

a. Under the Accessibility Settings you
can make adjustments to certain
features.

b. You can turn high contrast on by
checking this box.

c. You can chose to turn off passive
(blue) notifications but unchecking this
box.

d. You can chose to hide the circular
accessibility settings icon from the top
right hand corner of BC Bid by
unchecking this box.

Note: Please save your settings after any
changes by clicking the save button.
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Prepare & Register

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

Last Update: May 7, 2026 Page 20 of 89
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Supplier Dashboard

W’w BCBid @ Adjust Contrast fal 9 Alfred:cceptan:: 1. L09 in to BC Bid.
i, | BCBid 2. Navigate to the Home tab to see the
Supplier Dashboard.

Home PS4 eral Info. Sourcing

< 2 Supplier Dashboard . .« e .
_ a. Click the Submissions in Progress
Welcome Suppliers! ® My Subscriptions ® b s Performance ® to review all In Progress
B i kins of excting ti : S submissions.
S o |r:]dsh9 cxcmnfp,( mjs are happening and coming up! Ebidding Expiry Notifications Expiry . . .
Progress atch this space for updates. b. Review the My Subscriptions to
see the e-Bidding and Notifications
i Supplier Resources d Closing Soon ® e expi ry dates_
Comgany Profie Intended to provide a list of information resources for Suppliers C. Cllck a Quick Access button to
Q ¢ Information for contactng helpdesk o navigate quickly to a particular
s 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
- ; interested in that are closing the
v S o t
Pending Soones .
Preparation There is no item requiring your
'V 4 L, attention at the moment.

AE)
Exploring the Supplier
Dashboard

[Site map] [Legal mentions] BCBidvi2©

0 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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Acceptance f. Check the Supplier Status area to
0—06 Adjust Contrast fa) 9 Alfred A. v ] i )
review any items that may require
attention.
g. Review the Recently Amended list
to view opportunities of interest

wnn - BCBid

GUIGE General Info.  Sourcing

< Supplier Dashboard

Welcome Suppliers! @ My Subscriptions @ 1 Results Performance ®
that have been recently amended.
All kinds of exciting things are happening and coming up! idding Expi otifications Expi . . .
s“b;:‘;s;r':;fi" Watch this space for updates. A Bl Mo etions Sy h. ThIS IcCon haS Shlfted tO now be
located in the top right hand
i Supplier Resources Closing Soon ® corner of the page. Adjust contrast
Compy Profle Intended to provide a list of information resources for Suppliers h ere.
« Links to key training material, reference material, policies, etc
Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ f Recently Amended @ g

Registration .
v Qi

Preparation There is :::o 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
S| =y @ adustcontast A @) Areda.
v B( l)ll{
o |
Company Profile ®
< Supplier Dashboard
@ Welcome Suppliers! & My Subscriptions @ 1 Results Performance @
1 All kinds of exciting things are happening and coming up! iz . . . .
Submissions in Wiatch this space for updates. EE PR Mot AetioNe PN
Progress
i Supplier Resources Closing Soon @

Company Profile ; iy SRt : 2
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
v 5} . I
Preparation There is no item requiring your
Gather attention at the moment.

Information

[Site map] [Legal mentions] BCBidvi2®

Last Update: May 7, 2026

1.

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

On the main menu, either click
General Info and then select
Company Profile, or click Company
Profile from the left side of the
Supplier Dashboard.

Q0
How to Manage the Supplier
Profile
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0= 5 O . 3. Ifan upd.ate .to the Compény
Information is needed, click Create a
change request.

®

< Company Info . B
«
2 Save Create a change request

Company Address 3

Legal Name ®
E Documents & Certs. Alligator, Alfred
©J 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.

Last Update: May 7, 2026 Page 24 of 89
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4. In the Reason for change request

Q #mi o text box, enter the reason for the

change.
6]
< Company Change Request o 8 5. Update the related company
« information in the boxes below.
1 Company Information 6. C“Ck save'
@ Changes Requested Ch t 4 6 7 1 H

ansereates 7. Click Submit for Approval once
Reason for change request®
update company info and add address com p I ete.

8. The BC Bid Help Desk will review and
approve any Change requeStS.

Company 5 Address
Legal Name @° " Fotsy * 0

Alligator, Alfred Map  Satellite va B
Doing Business as Name @ o Miniature \.'.rurlda EIL!}"_.‘:-T\;:I-"_\:JII:‘.“!}I ia

Sample Company A

_ s 8 +

b £ Royal BC Museume "
Legal Structure CeTaly| R PR d:-.i; 02022 Bl o Bf U T o s e ey

Proprietorship (SP) 0- Address Label ®
Year Founded

202 Office Street Address

Company Size @ 720 Douglas St

Small (Less than 50 employees) Q - Mailing Address (if different)

[Site map] [Legal mentions] BCBidvi2®

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.
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Acceptance

@ Adjust Contrast fa 9 Alfred A. =3

®
¢ Company Info 8
<«
Create a change request
i Company Informatio
38t Contacts Created on Requester Reason tatu: Modified on  Approver @
$ Subscriptions # 2022-03-09 Alfred Alligator update company info and add address ~ Approveds 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
Y Additional Information 2 Result(s) Result(s) -]
& Change Log
0D Sites
[Site map] [Legal mentions] BCBidvi2 ®

Last Update: May 7, 2026

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: May 7, 2026 Page 27 of 89
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© rcos O O ieamel - Loginto BC Bid as the account with
? the Supplier Admin role.

RUIE General Info.  Sourcing . .
2. On the Supplier Dashboard, click
¢ Supplier Dashboard = . .
2 ; Company Profile or on the main
‘ . menu, click General Info, then
Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @
S _ _ Company Profile.
Submissions in i‘;l:.q:‘cf_..?: ;:::1:\,:'%:[2? heppeniig and coming dp! Ebidding Expiry Notifications Expiry
Progress T T S o
.
0 How to Manage Additional
i Supplier Resources Closing Soon ® Contacts
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 o
& Qrogd

Preparation There is no item requiring your
¥ 4 e A attention at the moment.

[Site map] [Legal mentions] BCBidvi2 ®

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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Jy—— 3. Inthe left-hand menu, click
@ adustcontast A @) Atreda. v . L.
Subscriptions.

®
¢ Company Info =
<«
2 Save Create a change request
i Company Information
Company Address
3 Legal Name @ = Miniature World g/ Chateay
: Fra §
B Documents & Certs. Alligator, Alfred Map  Satellite Hy
Doing Busi (O] g o7 a
anal Infarmation ing Business as Name
e al Informatio - : Royal BC Y JSEUT"‘Q
Sample Company A o %
& Change Log 8 €
Website £ - O + 4
0 Sites ,% Superiof 1 S, | wm C
- el o5
Legal Structure Kefboatd shartcuts  Map data 82022 Google  Termsof Use  Reporta map srer
Proprietorship (SP)
op ? Address Label @
Year Founded
2022
Office Street Address
Company Size @ 720 Douglas St
Small (Less than 50 employees) T i
Mailing Address (if different)
City
Victoria
Postal / Zip Code
VBW 3M7
State/Province Country
British Columbia CANADA
[Site map] [Legal mentions] BCBidvi2©
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Acceptance 4. In the Account Activated column,
@ AdjustContrast [\ 9 Alfred A. =5 )
select the appropriate checkbox to
activate the account.

®
. Companynfo a| 8 5. Optional: To prevent a user from

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

&% Contacts Manage Subscriptions
checkbox.

$ Subscriptions

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

B Documents & 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” Note: Not|f|cat|0n Su bscr|pt|0ns may
checkbox and clicking on the Save button. You can also choose to prevent one of your contacts from purchasing an “e-bidding”
& c Subscription. Simply use the checkbox below and click on the Save button, Stl” be pu rchased by the user.
o si
E-bidding E-bidding  Notifications
Contact Contact 3 Account  Subscription Subscription Subscription o .
First Name  Last Name  Email Activated not allowed Expiry Expiry Commodities 6 Cl |Ck save'
# Alfred Alligatar alfred@sampleA.com
& Ali Alligator ali@sampleA.com v 'y 5
# Anita Antelope anita@sampleA.com +
3 Result(s) Result(s) o]
[Site map] [Legal mentions] BCBidvi2©
pl lLeg
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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.

Qe s O o 1. Login to BC Bid as the account with
] ?

'\ BCBid

GUUGE General Info.  Sourcing

the Supplier Admin privileges.
2. On the Supplier Dashboard, click

2 % RN 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!

3 Ebidding Expiry Notifications Expiry
Watch this space for updates.

Submissions in
Progress

See Appendix 3 and Appendix 4 for
§ Supplier Resources Closing Soon @ information on Supplier admin and
Additional User responsibilities.

Company Profile N : AR =
Intended to provide a list of information resources for Suppliers

s Links to key training material, reference material, policies, etc
Q + Information for contacting helpdesk
Opportunities
My Subscriptions
Supplier Status @ Recently Amended @

Registration .
Qi

Preparation There is r:!o item requiring your
v E‘Ifll_"_'}:" - attention at the moment.

[Site map] [Legal mentions] BCBidvi2 ©
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Acceptance

@ Adjust Contrast fal e Alfred A. 5

®
< Company Info B8

Create a change request

6 B8 Save

18 Contacts 3 Internal Contacts

S Subscriptions Click on Subscriptions tab to activate additional Supplier Contacts

B Documents & Certs . : i X 5 - . " .
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

g ﬂ:;ﬁfgc" General Manager Supplier admin alfred@sampleA.com
P ﬁ::li;'.-"-u'f Accounting Supplier admin ali@sampleA.com
3 ﬂl‘!qolﬂ‘ Sales Supplier admin anita@sampleA.com
nita

[Site map] [Legal mentions] BCBRidvi2©

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

Last Update: May 7, 2026

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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Acceptance 1. On the Supplier Dashboard, click
@ adustcontast A € Areda .
Company Profile or on the main
menu, select General Info, then
Company Profile.

ROLGE General Info.  Sourcing

1% Supplier Dashboard

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

All kinds of exciting things are happening and coming up!

Submissions in Ebidding Expiry Notifications Expiry

Watch this space for updates.
Progress

. Supplier Resources Closing Soon @

Company Profile ; iy R : 2
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
v pe (i |IrI

There is no item requiring your

Preparation :
& Gather attention at the moment.
Information
[Site map] [Legal mentions] BCBidvi2©

0 Users can edit their own information and the person with the Supplier Admin role can edit the information
for all users.
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Acceptance

@ Adjust Contrast fa) 9 Alfred A. 5

6]
¢ Company Info S =

L4
B Save Create a change request

1 Co y Information
& Contacts 2 Internal Contacts
$

Click on Subscriptions tab to activate additional Supplier Contacts

B Documents & Certs 2 5 2 A A 3 . . .
Supplier Admin role is applied to all sites. Return to the main site to change assignment of the Supplier Admin role.

0 Additional Information
[# Change Log Contact  Position Role Email
0D Sites

# Alligator General Manager ¥ Supplier admin

E alfred@sampleA.com
Alfred :

» Alligator

Supplier admin
Ali

Accounting alicésampleA.com

Antelope Sales
Anita i

Supplier admin anita@sampleA.com

h

[Site map] [Legal mentions] BCBidvi2©

Last Update: May 7, 2026

2. In the left-hand menu, click Contacts.
3. Click the pencil icon beside the
contact name.
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0o O o 4. Edit any of the fields as required.

] r. 2 .
BCBid 5. Click Save.
Home General Info. Sourcing
4 Supplier contact management : Anita ANTELOPE S8
:
Identity
Contact Contact
First Name * Last Name *
Anita Antelope
Email* Position @
anita@sampleA.com Sales
Supplier Legal MName Supplier DBA
Alligator, Alfred
4
Phone Last Connection
Phone Last Connection
2022-03-09 at 1:21 PM with |P address:
Cell Phone
Fax
: EUROPE
Map  Satellite i

[Site map] [Legal mentions] BCBidvi.2 ©®
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Home QReEETHGE

Submissions in

Progress

Company Profile

Q

Sourcing

Supplier Dashboard

Welcome Suppliers! @

All kinds of exciting things are happening and coming up!

Watch this space for updates.

Supplier Resources

Intended to provide a list of information resources for Suppliers

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

Opportunities

$

My Subscriptions

Supplier Status @
Registration
Onboard
Pending
Preparation There is no item requiring your

v

Gather attention at the moment.

Information

Acceptance

4 O afreda o
?

@ Adjust Contrast

1 Results Performance @

My Subscriptions @

Ebidding Expiry Notifications Expiry

Closing Soon @

Recently Amended @

ISile map] [Legal mentions]

Last Update: May 7, 2026

BCBidv1.20©

1.

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

On the Supplier Dashboard, click
Company Profile or on the main
menu, select General Info, then
Company Profile.
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3. In the left-hand menu, click
Subscriptions.

@ Adjust Contrast

® 4. Uncheck the Account Activated
< Company Info S8 L.
: checkbox to remove the permissions
«
5 B Save Create a change request for the contact
i Company Information
o—r 5. Click Save.
&t Contacts Manage Subscriptions
$ Subscriptions 3
B Documents & Certs Use the pencil in the grid below to purchase, review and update subscriptions,
Jocuments & Certs.
3 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
D Sites
E-bidding E-bidding  Motifications
Contact Contact 3 Account Subscription Subscription Subscription o
First Name  Last Name  Email Activated not allowed Expiry Expiry Commodities

# Alfred Alligator alfred@sampleA.com o

& Ali Alligator ali@sampleA.com J o

# Anita Antelope anita@sampleA.com v

3 Result(s) Result(s) &

[Site map] [Legal mentions] BCBidvi2 ®
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Subscriptions

Table of Contents
e Signing up - first time subscriptions
» Renewing a subscription
o Updating subscriptions to notifications
o Removing an e-Bidding subscription

Subscription Type

Suppliers who have registered for BC Bid but have not subscribed for any of the paid services can submit their bids by email or
hard copy, if permitted in the opportunity. Subscriptions are recommended to save time and costs for suppliers.

In addition, BC Timber Sales (BCTS) suppliers do not pay for e-Bidding. Upon registration, those subscriptions will be enabled by
the BC Bid Help Desk.
There are two types of subscriptions:

« e-Bidding - $150 annually
e-Bidding enables suppliers to submit electronic bid responses within the application.

« Notifications - $100 annually
Notifications enable suppliers to select the commodity codes they are interested in and receive notifications when
opportunities matching the selected commodity codes are posted in BC Bid.

Note: Individual users set up and pay for their own subscriptions. The Supplier Admin can also pay for subscriptions for each
user. Subscriptions are renewed on an annual basis.

Subscriptions to e-Bidding and notifications begin on the date of registration and remain active for one year. Renewals are not
automatic, and subscriptions will expire if not renewed. Renewal reminders are sent to the subscriber’s contact email address
one month before the expiry date, seven days before the expiry date, and on the date of expiry.To renew a subscription,
suppliers must log in to BC Bid, select Renew, and complete payment.
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P @ Adjust Contrast
' BCBid

RGN General Info.  Sourcing

1 F Supplier Dashboard

@ Welcome Suppliers! ® My Subscriptions @ 1 Results

All kinds of exciting things are happening and coming up

¢ Ebidding Expiry Notifications Expiry
Watch this space for updates.

Submissions in
Progress

i Supplier Resources Closing Soon ®
Profil
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

$ a

My Subscriptions

Supplier Status @ Recently Amended

Registration .
Onboard
V .;"i"ltll{l'-_-'

Preparation There is no item requiring your
v e L attention at the moment.

Site map] [Legal mentions]

Acceptance

Q GNﬁedA. =7

Performance @

BCBidvi2©

1.

Supplier Guide

On the Main Menu, click General Info
then select 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.
Continue with step 4.

@)
How to Manage Subscriptions

Commodity Code Subscriptions

(&)

Subscriptions are assigned to each contact. If a contact is assigned to multiple sites, they can use their

subscriptions for each site.

Last Update: May 7, 2026
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Acceptance

@ Adjust Contrast fa) 9 Alfred A. =5

®
¢ Company Info =

<«
2 Save Create a change request

Manage Subscriptions

$ Subscriptions 2
B Documents & Certs Use the pencil in the grid below to purchase, review and update subscriptions.
Jocuments & Certs.
3 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”
= ge Log Subscription. Simply use the checkbox below and click on the Save button,
D Sites
E-bidding E-bidding  Notifications
Contact Contact 3 Account  Subscription Subscription Subscription e
First Name  Last Name  Email Activated not allowed Expiry Expiry Commodities
3 # Alfred Alligatar alfred@sampleA.com <
& Ali Alligator ali@sampleA.com v 'y
# Anita Antelope anita@sampleA.com v
3 Result{s) Results) 2
[Site map] [Legal mentions] BCBidvi2©

2.

3.

On the left-hand menu, click
Subscriptions.

Click the pencil icon beside the user
who will be subscribing.

The Supplier Admin will see all contacts within the organization, users will only see their own name.

Last Update: May 7, 2026
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4. Click Add to Cart for each of the
BCBid ) subscription(s) required.
a. When adding Notifications, use the
< Manage Subscriptions for a Contact 2 . ele
2 Subscribed Commodities drop-
b down list to select the commodity
code(s) to receive notifications for.

Home General Info. Sourcing

Manage Subscriptions

Contact First Name Contact Last Name Email i :
. 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 commaodity 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 4

Subscribed Commodities

Mote: After selecting commodity codes, click on 'Save” to save your selections.

[Site map] [Legal mentions] BCBidv12®©

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

Commodity seicton 8 2 i. Use the search feature or
e enrmord i navigate the commodity code
i tree using the + icon to find
i the desired code.
1 value(s) selected
i Chet o _ _ _ _ ii. Use the checkbox to select
. @® (J#~ 10000000 - Live Plant and Animal Material and Accessories and Supplies
: B D\' 11000000 - Mineral and Textile and Inedible Plant and Animal Materials the desired com modlty
(5] DE::\_; 12000000 - Chemicals including Bio Chemicals and Gas Materials d
¢ ] D #iy 13000000 - Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials CO e(s)'
05 14000000 Pipar Malak 4t Podc iii. Click the Xin the upper right
5 ® O#n 15000000 - Fuels and Fuel Additives and Lubricants and Anti corrosive Materials .
® g 20000000 - Mining and Well Drilling Machinery and Accessories corner tO C|OS€ the dla|Og
|| @8] gH 21000000 - Farming and Fishing and Forestry and Wildlife Machinery and Accessories WlndOW

N 8 OJ3n 22000000 - Building and Construction Machinery and Accessories
& O 22100000 - Heavy construction machinery and equipment C. Cl ic k Save.
® (D& 22101500 - Earth moving machinery

[ 22101501 - Front end loaders

; SR NOTE: As opportunities are posted
| (022101504 - Pile drivers .
' 022101505 - Rollers based on the commodity codes you

Y 022101507 - Tampers

are subscribed to, one email
notification will be sent per day with
all relevant opportunities (if
applicable) amalgamated into one

email in a list.
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Jumi | BCBid

Home Generalinfo. Sourcing

4 Manage Subscriptions for a Contact

Manage Subscriptions

Contact First Name Contact Last Name Email

Alfred Alligator alfred@samplef.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 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 Lo your business. You can update them at ary time.

Cost 100,00 /year + tax

Subscribed Commodities

4 22101501 - Front end loaders
® 22101505 - Rollers

X 22101509 - Backhoes

x 221014600 - Paving equipment
[Site map] [Legal mentions]

Last Update: May 7, 2026

Request Subscription Transfer from old BC Bid

Old BC Bid E-bidding Old BC Bid Notifications
Old BC Bid email Subscription Expiry Subscription Expiry

1 wish to apply for time credit

Shopping Cart: 5

da
Subscription Amount  Tax Amount

Motifications (ANNUAL SUBSCRIFTION 100.00 500 X

E-Bidding (annUAL SUSSCRIPTION 150.00 750 X
Sub-totals 250.00 12.50
Total 262.50

6

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
the item to be removed.

6. Click Pay Now to be directed to a
secure payment site.
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Card v 7. Enter payment information.

VISA - 8. Click Pay Now.

Card number

01 - 2025 - Card cvd

Name

Email

+1 - Phone number

'@:3' Mobile Home Work
Address line 1 Address line 2

City Postal/zip code

British Columbia - Canada -

( Coneel )

Visa, Mastercard, Amex and INTERAC Online are accepted.
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- , 9. The Manage Subscriptions screen
i BCBid

will appear when payment has been
processed.
a. Payment confirmation will be

tae=l] displayed.

Manage Subscriptions b. SUbSCI’iptiOﬂ expiry date(s) will be

Home Generalinfo. Sourcing

4 Manage Subscriptions for a Contact e] | 2

Contact First Name Contact Last Name Email i
: z Request Subscription Transfer from old BC Bid d|5p|ayed
Alfred Alligator alfred@samplef 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.

1 wish to apply for time credit

Motifications: Payment Result Details d
Subscribe bo “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) 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 + lax
Card Type v Amount 262.50

Your Subscription expires on Invoice Number 699879477

03-10

Card Number OO OO0,

b

Effective Date 2022-03-10
Subseribed Commodities
Q- TOM Inquiry 50114394 TOM Transaction 2000341412
Mumber ]
& 22101501 - Front end loaders Response Code A Response Approved

[Site map] [Legal mentions] BCBidv1i2©

Users will need to log out and log back in for e-Bidding privileges to be activated.
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£ Company Info . =]

<

‘
58 Contacts Manage Subscriptions
% Subscriptions
=)

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

ation by using the "Account Activated” checkbox and

(:) Additional Information As a Supplier Admin, you will need to complete the initial activation of a new contact for your orgar
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
[ Change Log and click on the Save button.
0D Sites
E-bidding Notifications
Subscription

nta %thfl - Account
Eﬁsliﬁnw Lost Name ~ Email f’&%ﬁtsd

Expiry Commodities

» 22101501 - Front end loaders
20230310 ° 22101505 - Rollers

2027303
2023-03-10 . 22101509 - Backhoes

# Nired Mligator alfred@samplef.com

ali@sampleA.com s 10

& Ni Mligator
# Anita Antelope anita@samplef.com .,'
3 Result(s) Resuilt(s) =

BCBidv12©

[Site map] [Legal mentions]

Last Update: May 7, 2026

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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Jym— 1. On the Main Menu, click General Info
@ Adustcontast A @) AfredA. o . .
then click Company Profile or on the

Supplier Dashboard click Company
1 % Supplier Dashboard 2 Profile.

GUUEE General Info.  Sourcing

a. Alternatively, click My

Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @ .. .
Subscriptions to go directly to the
by ,a::l kinds crcxcil:ul_r: things are happening and coming up! Ebidding Expiry Notifications Expiry S b . . f h
Progress Watch this space for updates, u SCFIptIOﬂS or the current user.
. - s -
: Supplier Resources Closing Soon M How to Manage Subscriptions

Company Profile i i IR i "
ikl 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

S a

My Subscriptions

Supplier Status @ Recently Amended @

Registration .
Onboard
V Pending

Praparation There is no item requiring your
Gather attention at the moment.

Information

[Site map] [Legal mentions] - BCBidv12©

0 Subscriptions must be within 30 days of expiring before they can be renewed.
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% Subscriptions 2
B Documents & Certs.

0O Additional Information

[Site map] [Lega

Company Info

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 ation by using the "Account Activated” checkbox and

clicking on the Save button. You can also choose to prevent one of your contacts from purchas
and click on the Save button.

Subscription. Simply use the checkbox below

E-bidding E-bidding  Motifications
nta nta - Account  Subscription  Subscription  Subscription =
FirstName LastName Email é’&%fkn_tgd !m‘-ﬁf_'o_wgd M'E_E%w - ch'g'w Commodities
« 22101501 - Front end loaders
# Aifred Aligator allred@sampleA.com 202203-31 20220331 i ig{;gi E",kw
& Ni Mligator ali@samplef.com o 2022-03-31 2022-03-31
# Anita Antelope anita@sampleA.com v
3 Resull(s) Result{s) ]

Last Update: May 7, 2026

2. On the left-hand menu, click
Subscriptions.

3. Use the pencil icon to select the user
to renew the subscription.

Page 48 of 89



Supplier Guide

4 Manage Subscriptions for a Contact ~ 2

Manage Subscriptions

Contact First Name Contact Last Name Ermail L. .
5 A Request Subscription Transfer from old BC Bid
Ali Alligator ali
Old BC Bid E-bidding Old BC Bid Notifications
Receive automatic updates when you subscribe to "notifiications” and "e-bidding”. Old BC Bid email Subscription Expiry Subscription Expiry

MNote: After making a payment, logout and log in again for "e-bidding” subseription Lo 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 Lo your business. You can update them at any time.

Cost  100.00 /year + Lax Renew Now 4

& Your Subscri

202

tion expires on

Subscribed Commeodities
Q> a

X 22000000 - Building and Construction Machinery and Accessories

[Site map] [Legal mentions] BCRidvi2©

Last Update: May 7, 2026

4. Click Renew Now for each of the
subscriptions required.
a. When adding Notifications, select
the commodity code(s) for the
desired commaodities.
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B( Hii_{

Home GeneralInfo. Sourcing

4 Manage Subscriptions for a Contact

Manage Subscriptions

Contact First Mame Contact Last Name Email

Al Alligator ali@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.

Motifications:

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

Cost 100,00 /year + lax

&\ Your Subscription expires on

2022-03-31

Subscribed Commodities
o -

X 22000000 - Building and Construction Machinery and Accessories

[Site map] [Legal mentions]

Last Update: May 7, 2026

Request Subscription Transfer from old BC Bid

Old BC Bid E-bidding

Old BC Bid email Subscription Expiry

1 wish to apply for time credit

Shopping Cart: g

Subscription Amount
Motifications tanm 100,00
E-Bidding tanmau 150,00
Sub-totals 250.00

Total

6

Old BC Bid Notifications
Subscription Expiry

Tax Amount
5.00

7.50

12.50

262.50

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.

Click Pay Now to be directed to a

secure payment site.
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— 7. Enter credit card information.
g COLUMBIA Heo @ 8. Click Pay Now.

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

= B =2 R

Invoice/Order Number: 2000341413

Amount: $262.50 CAD

Payment Method: Card v

Card Type: VISA V_\

Card Number: ] 7

Expiration Date: 01|/ [2022 v

Card CVD: I:I VWhats thig?

Cancel | Pay Now 8

COPYRIGHT DISCLAIMER PRIVACY ACCESSIBILITY

purchase
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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.

4 Manage Subscriptions for a Contact g ~ 8

Contact First Mame Contact Last Name Email — .
) ) Request Subscription Transfer from old BC Bid
Mi Alligator ali@eampleA.com U d I t d | b k . f
Old BC Bid E-bidding Old BC Bid Notifications SEers nee to 0 g outan Og ack In for
Receive automatic updates when you subscribe to "notifications” and "e-bidding” Old BC Bid email Subscription Expiry Subscription Expiry

e-Bidding privilidges to be activated.

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

1 wish to apply for time credit

Motifications: Payment Result Details a
Subscribe Lo “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 commeodity 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 amy time. Please print the informaticn if desired for your records,
Date 2022-03-11 Transaction Type  Purchase
Cost  100.00 /year + lax
Card Type v Amount 2462.50

Your Subscription expires on Invoice Number 814164683

0331 *]

Card Number MOOOOOOOOO0NOO0L

Effective Date 2022-03-11
Subscribed Commaodities
Q- TOM Inquiry 50114395 TOM Transaction 2000341413
Mumber ]
X 22000000 - Building and Construction Machinery and Accessories Response Code i Response Approved

[Site map] [Legal mentions]
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10.Subscriptions page will be updated
with the new e-Bidding expiry date.

4 Company Info

« Note: the expiry dates reflect the date
ate a change request
that the subscription is no longer active.

Company Information

38 Contacts Manage Subscriptions

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

Documents & Certs,

a
$ Subscriptions
=]

in, you will need Lo complete the initial activation of a new contact for your organization by using the “Account Activated” checkbox and

nformation As a Supplier Adm
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
& Change Log and click on the Save button.
0 site
E-bidding E-bidding Notifications
Conta Esznlﬁu : Account  Subscription  Subscription  Subscrintion e
Fisthame Lastbame Emal Acitvated otallowed Expiry Expiry Commodities
» 22101501 - Front end loaders
» : - « 22101505 - Rollers
saline Y e— - -03-3 22-03-
& Alired Alligato alfred@sampleA.com \f 2022-03-31  2022-03-31 . 22101509 - Backhoes
2 ikding ar -
& Ni Alligator  ali@sampleA.com 7 2023-03-31 2023-03-31 22000000 - Building and Construction
h Machinery and Accessories
# Anita Antelope  anita@sampleA.com o 1 O

3 Resultls) Resultis)

[Site map] [Legal mentions]
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Updating Subscriptions to Commodity Codes

To add a new Commaodity Code to an existing Notification subscription:

v BCBid

1F% Supplier Dashboard

Welcome Suppliers! @

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

Progress

i Supplier Resources
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

$ a

My Subscriptions

Supplier Status @

Registration .
Onboard
V .:"l_"ltll-:r._.'.

Praparation There is r‘m item requiring your
Gather attention at the moment.

Information

Acceptance

@ Adustcontast A @) Afreda. &

1 Results Performance @

My Subscriptions @

Ebidding Expiry Notifications Expiry

Closing Soon @

Recently Amended @

|Site map] [Legal mentions]

Last Update: May 7, 2026

BCBidvi.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.
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2. On the left-hand menu, click
Subscriptions.
3. Use the pencil icon beside the user to

edit the Commodity Code
e subscription.

4 Company Info 8

1 Company Information
& Co > Manage Subscriptions

$ Subscriptions 2

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

(-.:' 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” Subscription. Simply use the checkbox below

[& Change Log and click on the Save button.

0D site

E-bidding E-bidding  Motifications
- Account  Subscription  Subscription  Subscription s
Emai Acthated not alowed EX DY Tholry Commodites
= 22101501 - Front end loaders
g I TERE ¥ 2 - r T = - 22101505 - Rollers
3 # Nired Alligatos alfred@sampleA.com \.- 2022-03-31 2022-03-31 . 22101509 - Backhoes
& Ni Alligator ali@sampleA.com v 2022-03-31 2022-03-31

# Anita Antelope anita@sampleA.com v

3 Resull(s) Result{s)

BCBidvi2®©

[Site map] [Legal mentions]
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Jwmsi | BCBid

Home Generalinfo. Sourcing

4 Manage Subscriptions for a Contact

Manage Subscriptions

Contact First Name Contact Last Name Email

Alfred Alligator

alfred@sampleA.com

Receive automatic updates when you subscribe to "notihcabions” 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
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

A Your Subscription expires on

2022-03-31
Subscribed Commodities
5 o- 4
x 22101501 - Front end loaders

X 22101505 - Rollers
[Site map] [Legal mentions]

Last Update: May 7, 2026

6

Request Subscription Transfer from old BC Bid

Old BC Bid E-bidding Oid BC Bid Notifications

Old BC Bid email Subscription Expiry Subscription Expiry

1 wish Lo apply for time credit.

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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© riomn 0 O g 1. Login to BC Bid as the account with
! the Supplier Admin privileges.

ROLGE General Info.  Sourcing . .
2. On the Supplier Dashboard, click
4 Supplier Dashboard = . .
. ol | Company Profile or on the main
@ Welcome Suppliers! ® My Subscriptions @)  1Results Performance @ menu, select General Info, then
All kinds of exciting things are happening and coming up! i . . . . com pa ny PrOfI Ie'
Submizsions in i 5 Ebidding Expiry Notifications Expiry
Progress ‘Watch this space for updates.
i Supplier Resources Closing Soon @

Company Profile ; iy R : 2
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
nboard
Qnogar

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

Information

[Site mapl [Legal mentions] } BCBidv1.2 ©
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4 Company Info

<
‘ s O

1 Cor I Lo
2 Contacts
$ 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
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,

One or more of your contacts has purchased an E-bidding subscription however you have subseqguently indicated that they are nol allowed to have an E

6 bidding subscription. Please contact the BC Bid helpdesk for assistance resolving this issue.
E-bidding E-bidding Notifications
Contact Contact : Account  Subscription  Subscription Subscrintion e
First Name Last Name Email Activated  not allowed Expiry Expiry Commodities
» 22101501 - Front end loaders
» " _ « 22101505 - Rollers
ire: zator red@sampled.cor 2 3 22- = u
# Nired Alligato: alfred@sampleA.com v 2022-03-31 2022-03-31 . 22101509 - Backhoes
# A Alligator  ali@sampleA.com WG DOTIOIB ik ane Construction
Machinery and Accessories
# Anita Antelope  anita@samplef.com
3 Result(s) Result(s) 4 o

BCBidvi2®©

[Site map] [Legal mentions]

Last Update: May 7, 2026

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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8. When the user logs in, they will see a
notification in the Supplier Status box.

RGN General Info.  Sourcing

< Supplier Dashboard
If a user has a current e-Bidding

|<5\| Welcome Suppliers! @ My Subscriptions ® 1 Results Performance ® . SUbscr|pt|on, they W||| Stl” get a
_-/ Wl kinds of exciting things are happening and coming up e " 2 N & .. . . . .
Sbmisiors ot B AR MR Iomin AV Evidding Expiry Notifcations Expiry notification to renew even if e-Bidding
blocked 2023-03-31 . . . .
has since been restricted on their profile.
i Supplier Resources Closing Soon ®
Company Profile Intended to provide a list of information resources for Suppliers
Q R e
Opportunities
$ [
My Subscriptions
Supplier Status @ Recently Amended @

Registration The following items require

v F!I_I:L.:vlrc 1 your attention:

Preparation
b5

v Gather
Intermation

El\rollment
ev.

Review
Information

t=1|:|| [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
Acceptance 1. On the Supplier Dashboard, click
A 6 Adjust Contrast fa) 9 Alfred A. =53 . )
SR Company Profile or on the main
GUIGE General Info.  Sourcing
menu, select General Info, then
1% Supplier Dashboard - company Profile
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance &
: All kinds of exciting things are happening and coming up! Ebidding Expiry Notificati Expi
Submissions in Watch this space for updates. R A T
Progress
i Supplier Resources Closing Soon @
Compay 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 .
v Qi

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

Information

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

@ Adjust Contrast fa) 9 Alfred A. =53

®

¢ Company Info S8
<«
2 Save Create a change request
i Company Information
& Contacts
Search by keyword Status State to date
$ Subscriptions - 2022-03-11 Display m Reset
archived
B Documents & Certs. 2 documents
) Additional Information
Legal Documents
& Change Log
0D Sites Add Legal Documents 3a
0 Result{s) Result{s) o
Certifications
Add Certifications g 3 b
0 Result{s) Result(s) o
Other Documents
Add Other Documents 3C
0 Result(s) Result(s) t=1

[Site map] [Legal mentions]

Last Update: May 7, 2026

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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Acceptance

© ritcomat A @ Arda v 4. When viewing the documents, there
are icons to indicate the status and if

® the document is valid.
< Company Info - B
. a. Status - check mark for approved,
) hca x for pending approval
b. Valid - red circle for invalid
Search by keyword Status State to date
2022-03-11 Display archived Reset expired) and green circle for valid
wosis oo (R e (expired) and g
B Documents & Certs.
& Additional Information Legal Documents
& Change Log b
00 sites
@ At Document Type Document Name Begin Date Expiration Date Owner Status Valid
y @] Certificate of Insurance.docx Certificate of i‘z??:i 2022-02-01 2023-01-30 Alfred [ ]
Insurance |-'1‘U;?\"-.I.'f' e - Alligator
1 Result{s) Result{s) ” &
Certifications
0 Result{s) Resultis) o
Other Documents
[Site map] [Legal mentions] BCBidv12 ©
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Add a document

‘ Acceptance
6 Adjust Contrast fa) 9 Alfred A. =5

el | BCBid

LU General Info.

®
¢ Company Info S8

<«
2 Save Create a change request

Search by keyword Status State to date

2022-03-11 Display
archived
documents

B Documents & Certs.

) Additional Information
Legal Documents
& Change Log

D Sites

—_—

Add Legal Documents

0 Result(s) Result(s) &

Certifications

Add Certifications

0 Result{s) Result{s) -

Other Documents

Add Other Documents

0 Result{s) Result(s) ]

[Site map] [Legal mentions] BCBidvi2 ®

Last Update: May 7, 2026

1.

Click the applicable Add button under
the category of the type of document
being added.

Page 63 of 89



Supplier Guide

2. In the Edit document dialog window,
complete the necessary information.
a. Inthe Document Type drop-down

LGUEE General Info. [ESTISLTS

Edit document : Legal Documents »— 2 8 mx )
list, select the type of document
B Save Save & Close .
Document S being entered.
o i ot ool b. Optional: In the Document Name
: Document Type* Status Motification Date text box, enter a name for the
s d Certificate of Insurance - Draft
B Do Document Name Begin Date * Date Archived dOCU ment.
O Ad b |# Sample A Company Insurance 2022-02-01 & (C C. In the Begin Date' enter the Start
Document* Expiration Date u .
= s iid) | date related to this document.
e d. Optional: Update the Expiry Date

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

Document'’s owner Validity .

ALLIGATOR Affred after the Begin Date.

e. Inthe Document field, use the

© (@|Certificate of Insurance.docx

it 8] Click or Drag to add a file to add
the required document.
f. Optional: In the Comments text
e vutumes box add any related comments.
g. Click Save or Save & Close.
3. Repeat as necessary for the various

document types.
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© e 0 O e 4. Documents will initially appear with a
red X in the Status column. All

® documents will require approval by
< Company Info - B .
. the BC Bid Help Desk.
Email notification will be sent when
Search by keyword Status State to date

2022:03-11 oistoyarcivec ([T Rese the document is approved by the BC
documents
B Documents & Certs. Bid Help DeSk.

& Additional Information Legal Documents

[ Change Log
Add Legal Documents

00 sites

4

@ At Document Type Document Name Begin Date Expiration Date Owner Status Valid

7' | Certificate of | doc Certificate of Sample A Alfred
o] ey oGOl eompany 2022-02-01 2023-01-30 o0 @
Insurance {isurance Alligator

1 Result(s) Result(s) o]

Certifications

Add Certifications

0 Result{s) Resultis) o

Other Documents

[Site mapl [Legal mentions] ' BCBidv12 ©
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Acceptance
*» @ Adjust Contrast Q 9 Alfred A. v

il BCBid

®

£ Company Info =
L4
B Save Create a change request
1 Company Information
:8: Contacts Additional Information
$ Subscriptions : ; £ 1
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 notification subscriptions.
Fe) Additional 1 ‘What Regions do you serve?
Information
Q-

[& Change Log

x Nanaimo
0D Sites

x Cowichan Valley

* Comaox Valley

x Capital

x British Columbia

Goods or Services you supply
o~
b4 70111713 - Parks management or maintenance services
x 70111706 - Lawn care services

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

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

Last Update: May 7, 2026

1.

Optional: Complete the Additional
Information page. This information
will be visible to buyers when looking
at the supplier profile.
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Change Log
The Change Log is a record of the change requests related to the BC Bid Account.
Acceptance 1. On the main menu, click General Info
@ adustcontast A @) Areda. .
and then select Company Profile, or
click Company Profile from the
Supplier Dashboard.

i BCBid

GLLGE General Info.  Sourcing

1 ¥ Supplier Dashboard

@ Welcome Suppliers! & My Subscriptions ) 1 Results Performance ®

All kinds of exciting things are happening and coming up! g . . . .
Submissions in I i FRening e up Ebidding Expiry Notifications Expiry

Watch this space for updates.
Progress

i Supplier Resources Closing Soon @
Compay Frofla 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
v Qi

Preparation There is r}o item requiring your
Gather attention at the moment.

Information

[Site map] [Legal mentions] ] BCBidvi2 ©
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' Change Log

0D Sites

[Site map] [Legal mentions]

Acceptance

fa) 9 Alfred A. =53

@ Adjust Contrast

Company Info S8
<«
B Save
Created on Requester Reason Status Modified on Approver @

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

& 2022-03-11 Alfred Alligator add business |D number Approved  2022-03-11 Lauren Pinkerton

# 2022-03-09 Alfred Alligator update company info and add address Approved 2022-03-10 Lauren Pinkerton

9
2

4 Result(s) Result(s) e ]

4

BCBidvi2©

Last Update: May 7, 2026

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
cancellation.
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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

O vecee 2 O e 1. Login to BC Bid as the account with
?

\. BCBid the Supplier Admin privilege.
On the Supplier Dashboard, click
2 ¥ Sy Dehboa] '- Company Profile or on the main

menu, click General Info, then

GUUEE General Info.  Sourcing 2

Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @ .
Company Profile.
All kinds of exciting things are happening and coming up! T . N . .
Submissions in Wk i o fos etites Ebidding Expiry Notifications Expiry
Progress iR T
L How to Manage Additional Sites
i Supplier Resources Closing Soon @

Company Profile ; iy Rt 3
Intended to provide a list of information resources for SUCD"I’.‘-’S

« Links to key training material, reference material, policies, etc
Q + Information for contacting helpdesk
Opportunities
My Subscriptions
Supplier Status @ Recently Amended @

Registration 0
v Qg

Preparation There is no item requiring your
V Gather attention at the moment.

Information

[Site map] [Legal mentions] BCBidv1.2 ©
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Acceptance 3. On the left-hand menu, click Sites.
@ Adjust Contrast fa) 9 Alfred A. =53 ) .
4. Click on Create a new site.

¢ Company Info ~ B

B Save

=
0
]
=

iz
o
5
@

Sites

Create a new supplier site only if the site needs to submit independent submissions that compete with your other sites.

B Documents & Certs.

0 Additional Information Create a new site o il
& Change Log MOTE: After creating a new site, logout and log back in to view and access the site.
00 sites ® 3 Legal Name 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 « Suppiier Head-aifice

1 Result(s) Result(s) o]

[Site map] [Legal mentions] BCBidvi.2 ®
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5. Inthe dialog window, in New Site’s
Doing Business as Name text box,
enter the name of the new site.

¢ Company Info . .
- 6. Click Save & Close.
7. Log out of BC Bid.
i
1113 %
Create a New Site 8 0Ox
9 S
Save & Close &gl s}
B
) Legal Name of Primary Supplier Doing Business As Mame of Primary Supplier
= Alligator, Alfred Sample Company A
g * New Site's Doing Business as Mame* Level
5 —® Sample Company A (Langford) Supplier Site

[Site map] [Legal mentions] BCBidvi2 ®

Last Update: May 7, 2026 Page 71 of 89



Supplier Guide

Q@ im0 O aeur . 1. Log back in as the Supplier Admin.
lju ontra a LY imple Company g . .
2. In upper right corner, confirm name
of main site is displayed.

General Info.  Sourcing

< Supplier Dashboard

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

All kinds of exciting things are happening and coming up!

(e Ebidding Expiry Notifications Expiry
Watch this space for updates.

Submissions in
Progress

. Supplier Resources Closing Soon @

Company Profile P e 2 A
Intended to provide a list of information resources for SU;JD':C-'S

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

Opportunities

$

My Subscriptions

Supplier Status @ Recently Amended @

Registration
Quoge

Preparation There is r‘:o item requiring your
v Gather attention at the moment.

Information

“[Site map] [Legal mentions] ] BC Bidv1.2 ©
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BCBid

Acceptance

@ Adiust Contrast L © Afreda v (Sample CompanyA)

GUIEE General Info.  Sourcing Sample Company A

<

@ Welc

Submissions in Watch
Progress
- Supp
1

Company Profile

Q :

Opportunities

$

My Subscriptions

Supplier Status @

Registration
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

Intended to provide a list of information resources for Suppliers

Links to key training mate
ting helpdesk

Information for conta

There is no item requiring your
attention at the moment.

3|, reference material, policies, e

tc

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

Ebidding Expiry Notifications Expiry

Closing Soon @

Recently Amended @

|Site map] [Legal mentions]

Last Update: May 7, 2026

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

@ Adjust Contrast fa) 9 Alfred A. ~  (Sample Company A (Langford))
®

GUUCE General Info.  Sourcing

4 Supplier Dashboard
© You're now logged on behalf of the supplier Sample Company A (Langford) 5 %
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @
Submissions in f‘:.l1klcllcs,_lcsr:;|?12r::;?m: heppenin and coming-upl Ebidding Expiry Notifications Expiry
Progress
i 7 | Supplier Resources Closing Soon ®

Company Profile . 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 @ 6 Recently Amended ®
Registration The following items require
g','_’l’t‘l-'f"'\}‘ your attention:

___A\_Click on Complete Account Begistration'jn

[Site map] [Legal mentions] BCBidvi2 ®

Last Update: May 7, 2026

Confirm that the new company name
is displayed in the upper right corner
and a notification will appear at the
top of the supplier dashboard.
Confirm the Supplier Status displays
“Registration Onboard pending” and a
“Main address is missing warning”.
Click on Company Profile.
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Acceptance
(Sample Company A (Langford))

Do you really want to submit this form ?

13 -8 -

T o

¢ Company Infe

(s ")

Complete Account Registration 12
i Company Information

i3 Contacts A\ - Main Address is missing
B Documents & Certs, A\ - Click on "Complete Account Registration' in your Company Information to complete the registration process
Company 9 Address 10
I N
Legal Name @ ) EUROPE Fa
Alligator, Alfred Map  Satellite m”
Doing Business as Name @ : AFRICA
Sample Company A (Langf... | 1
SOUTH
Website ALy - + N
-
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 ®

Last Update: May 7, 2026

8. On the Company Information
screen, a notification will display that
the Main Address is missing.

9. Update the Company fields as
needed.

10.Update the Address fields as needed.

11.Click Save.

12.Click Complete Account
Registration.

13.Click OK to submit the form.
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Acceptance 14.Confirm that the data has been saved.
@ Adjust Contrast fa) 9 Alfred A. ~  (Sample Company A (Langford)) i ] )
15.The BC Bid Help Desk will review the
information submitted and send an

¢ Company Info S8 .
. email when complete.
<«
B Save
i Company Information
38 Contacts + Data has been saved 1 4 X
@ Validated successfully
B Documents & Certs
O Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time *®
@ Click on save to update your selections
Company Address
I Nam
Legal Name @ : EUROPE ra
Alligator, Alfred Map Satellite o
Doing Business as Name @* ; AFRICA
Sample Company A (Lang...
SOUTH
% AMERICA +
Website indr N
Legal Structure Go gle Keyboard shortcuts  Mag data §2022  Terma of Use
Address Label ©
Year Founded
Office Street Address
Company Size &
Mailing Address (if different)
City

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

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

© et [ @ Aeda o (somplecompanyAtangiord) v [IEACHAULUION login, confirm validation
checkboxes on the Supplier Status
section of the Supplier Dashboard.

wy BCBid

LN General Info.  Sourcing

4 Supplier Dashboard
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @
All kinds of exciting things are happening and coming up!

Submissions in Ebidding Expiry Notifications Expiry

Watch this space for updates.
Progress

. Supplier Resources Closing Soon ®

Company Profile ; iy toRt J 3
Intended to provide a list of information resources for SUSD"E‘-’S

+ Links to key tra raterial, reference material, policies, etc

Q + Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status @ 16 Recently Amended @

Registration 0
v g

Preparation There is no item requiring your

V Gather attention at the moment.
Information
[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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Adding Users to an Additional Site

‘ BCBid @ adistoontrast A @) Afreda o [SampleCornpaan{Lar:f:::JTnci- 1. Log in as the Supplier Admin.
. 2. Use the drop-down to select the site.

o N 1 W . )
® 3. On the Supplier Dashboard, click
< Supplier Dashboard - . .
| Company Profile or on the main
X menu, click General Info, then
Company Profile.

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

@3 Welcome Suppliers! @ My Subscriptions @ 1 Results Performance @
All kinds of exciting things are happening and coming up! S % 3 E .
Submissions fn Watch this space for updates. Ebldding Explry:; Notihications Expiry
Progress
i 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 « Information for contacting helpdesk

Opportunities

$

My Subscriptions

Supplier Status ® Recently Amended ®

Registration
Onboard
Pe :)cl.;-.:.'.

Thera ic noitem reauiring vour

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

0 Contacts must exist on the main company's profile in order to be added to an additional site
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el 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 ) ) :
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 . f (e
Alfred General Manager 120 alfred@sampleA.com

[Site map] [Legal mentions] BCBidvi2 &
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e © s 0 @ amin o {kmewmm:mw 6. Click the checkbox beside the user
name to add to the additional site.

® 7. Click the X to close the window.

i | BCBid
120 General Info.

Fd
8

Company Info

:& Cot  Supplier contacts ™ X

s s

8 Do Search by keyword Supplier To confirm your 7
] e e selection(s), close this

window using the X in the
top right corner

5 Ad

Position Phone Cell Phone miail Other assigned suppliers
6 —o E Alligator Ali  Accounting ali@sampleA.com Sample Company A
=] ::}EAJOF General Manager alfred@sampleA.com Sample Company A / Sample Comp...
2::51":“ Sales anita@sampleA.com Sample Company A
3 Result(s) Result(s) o

[Site map] [Legal mentions] BCBidvi2 ©
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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.
Acceptance 1. On the main menu, click Sourcing,

@ Adiust Contrast L O afeda v  (Sample CompanyA) ] L.
then click Manage Submissions.

< Supplier Dashboard
@ Welcome Suppliers! @ My Subscriptions @ 1 Results Performance ®
All kinds of exciting things are happening and coming up! s . . . .
i ; ' 2 o 2 Ebidding Expiry Notifications Expi
Submissions in Watch this space for updates. BEAEYY il
Progress
2022-03-31
i Supplier Resources Closing Soon @
Comyany Profile Intended to provide a list of information resources for Suppliers
T nin o - i Opportunity ID  Opportunity Description [«
Q . -'.Il.'l\'l to '.\("\" '.-r.'“-"lll‘._i{ matenal, reference I'Lﬂl_’ll.‘]l_ ;lnlltl{";. etc 155894 Pavin\_‘: ROJdE 2!‘
s Information for contacting helpdesk —
155982 Park Maintenance Services

Opportunities

$

My Subscriptions

Supplier Status @ Recently Amended @

Registration 0
v g

Preparation There is r‘:o item requiring your
Gather attention at the moment.

Information

"[Site map] [Legal mentions] BC Bidv1.2 ©
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© Mot 0 @ AmiA v el 2. Use the Search by keyword field and
additional filters as needed.

Home Generalinfo. (TS

< 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' Cl ICk th e Su b m ISSIO n prog ress to Vi eW

Open o- 2 the opportunity.

| asexcho SECH

Filters Status: Open X

Issu
=0 : o < Opportunity oy S ane
Submission Progress  Opportunity Description Onportunity 1D Type Organization  Lot# Amendment# LastUpdated Status Remaining Time (Pacih®¥
« BC Parks
Provincial
Services
2 < e St Request for i O =X 2028
In Progress Park Maintenance Services 155982 2 0 Open  76d 21h 39min 275 A
Proposal 2:0:
sias Motice of . - e 28
@ Submitted Paving Roads 155894 Ir T‘_-I-: 0 Open  35d 07h 59min 275 48

BCBidv12©

“[Site map] [Legal mentions]
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Acceptance

=8 | pepi © Mdustcontrst A @) AfedA v (SsmpleCompanyA) v

Home Generalinfo. Sourcing

®
4 Paving Roads - Lot : 2 / Amendment : 0 8

4

Remaining time:

E Addenda 35d 07h 56min 19s

You have expres:

interest in this opportunity. You will now receive

opportun cations, can st t enguiries through BC Bid, can join any
EE interested supplier or planholder lists, and can e-bid through BC Bid, if
e i applicable.

Mote all times shown are in Pacific Time
W Submission History 5
18:
- Your T Search submissions 6

Reset
Status
Cancelled In progress Received 0-

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
TR Paving Roads - 0 2022-03-11 2:57:06 PM
1 Result{s) Result(s) 8

[Site map] [Legal mentions]

Last Update: May 7, 2026

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@gov.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/m0V847D]1D8

How to Manage Additional Contacts

https://youtu.be/SWxUOQuSn3M4

How to Manage Additional Sites

https://youtu.be/KR5yIngS3cw

Responding to an Opportunity

https://youtu.be/kHNOobOXtvk

Providing a Submission (Response Form)

https://youtu.be/AiD3mF5cAic

Providing a Submission (Pricing)

https://youtu.be/bkMO1AeH 00

Commodity Code Subscriptions

https://youtu.be/QO]|rletPvck

Last Update: May 7, 2026

Page 85 of 89




BCBld Supplier Guide

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 BCeID 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
BCelID 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 BCelD 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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