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Getting Started

From the portal:
* Click “Register”.

<§>jﬂy cITY opa

Supplier Portal Welcome Contact Us Help

egister Supplier Portal Announcements

Login
Forgot User Nam
Register

The Supplier Portal facilitates the exchange of information between a buying organization and f
? its suppliers. Benefits of the application include: Welcome to the City of Savannah's

Supplier Portal

Self-service supplier registration and account maintenance
Support for multiple commodity codes per supplier and contact

Events

Browse Open Events
Search Events

.

Improved communication via messages, including support of electronic attachments
Document upload capability
Enables data to be accessible in one location

.

Supplier Registration - Terms And Conditions

Contact Information Company Information Diversity Codes ) Questi 2 Commodity Codes ._ Proxy Notifications

Read the Terms and Conditions for doing business with this organization. To proceed with registration, you must accept the Terms and Conditions.

ELECTRONIC BID PORTAL E
TERMS OF USE

Welcome to the City of Savannah Supplier Portal. This service is provided to you, the Supplier, subject to the following Terms of Use

(TOU), which may be updated from time to time without notice to you.

When presented with the TOU at vendor registration, you will be given an opportunity to click "I Accept”, which means you agree to the
terms set out herein. When using the bidding portal, you shall be subject to any posted guidelines or rules applicable to such services. all
such guidelines or rules are hereby incorporated by reference into this agreement.

The bidding portal provides suppliers who have chosen to participate, the ability to register as a Supplier, modify company information, and

respond to electronic requests for quotation. You understand and agree that the service is provided "AS-IS" and that the City assumes no
responsibility for the mis-delivery or failure of purchase orders or responses to requests for quotes,

¥ * Accept Terms and Conditions

» Read and accept terms and conditions, click Continue —
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Enter Supplier Information

Supplier Registration - Contact Information

Enter the login and primary contact information for your business.

Diversity Codes Questions » Commodity Codes Proxy Notifications

Company Information

Become A Supplier - Create An Account
* User Name
* Password

* Confirm Password

Enter Information About Yourself

Title
* Given Name ( First )

* Family Name ( Last )

* Phone Number ¢ Ext (international prefix, phone number, extension)
Mobile Phone v Ext (international prefix, phone number, extension)
Fax Number ' Ext (international prefix, fax number, extension)
* Email Address ¥ Receive Email Notification

Don't have an email address? Create one here: Create Email Address

* = Required

‘I
[Done [ [ [ [ |6 intemet e | R 100 -

Note: All fields flagged with an asterisk (*) are required.
e Create your login user name. Note: Your login user name is case sensitive and
space sensitive.
e Create your password. Note: Your password is case sensitive and space sensitive

e Enter information about yourself; required fields are: First Name, Last Name,
Phone Number, and e-Mail Address.
e C(lick Continue —

Ll

#
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Enter Your Company Information

Supplier Registration - Contact Information

———————————

Terms And Conditions Ct

Enter the login and primary contact information for your business.

Company Information

Diversity Codes  »

Questions :} Commodity Codes ‘: Proxy Notifications |

Become A Supplier - Create An Account
* User Name
* Password

* Confirm Password
Enter Information About Yourself

Title

* Given Name ( First )

* Family Name ( Last )

* Phone Number 3

Ext (international prefix, phone number, extension)
Mobile Phone 3 Ext (international prefix, phone number, extension)
Fax Number Ext

(international prefix, fax number, extension)

*“ Email Address Receive Email Notification

cd

Don't have an email address? Create one here: Create Email Address

* = Required

[one CT T T e

[“a-[®w0z - 2

e Enter information about your company: Required fields are: Company Name, Tax Id

Type, Tax Id number, Address line 1, City, State, Postal Code, Country.
e When complete, click Continue —
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Select Diversity Codes

An entity or institution that is certified as at least 51% owned and controlled by one or more minority individuals, or,
in the case of a publicly owned business, at least 51% of the stock is owned by one or more minority individuals. The
ownership interest must be real, and continuous, and not created solely to meet the minority-owned business or
contractor provisions of this Policy.

Supplier Registration - Diversity Codes

Terms And Conditions > Contact Information > Company Information > Diversity Code:s Questions .__:Z:- Commodity Codes .":Z:- Proxy Nofifications

Select the diversity codes which best describe your business. Ethnicity, gender and locality (within Savannah city limits).

wed Diversity Codes

No data available

e Select the Add Button
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Supplier Registration - Diversity Codes

Available Diversity Codes

3 Search
Status ) -
Diversity Code Description

Select the Search Reset SEVE SEarGh

Selectel

African American M/F Local
African American M/F Mon-local
American Indian M/F Local

American Indian M/F Non-local

ASL Asian American M/F Local
r i i / |

sian American on-local
r ASN Asian A M/F Non-local
r FL Female Non-minority Local
r FN Female Non-minority Non-local
r HIL Hispanic M/F Local
r HIN Hispanic M/F Non-local

| > | Page size: m_ﬂ

@ Continue Cancel

Done T T @ intemet o=l -

e Select the appropriate code(s). Only one should be selected.

Supplier Registration - Diversity Codes

Available Diversity Codes

[T Search
Status F e
Diversity Code Description

Select the

Selecte

Attach To Supplier

| Descrip

O AAL African American M/F Local el
r AAN African American M/F Non-local

r AIL American Indian M/F Local

r AIN American Indian M/F Non-local

r ASL Asian American M/F Local

r ASN Asian American M/F Non-local

I~ FL Female Non-minority Local

r FN Female Non-minority Non-local

r HIL Hispanic M/F Local

r HIN Hispanic M/F Non-local

| | Page size: 10[~|

e e P Lo = @y -

e Select Attach to Supplier

Rev 9/28/2011 Page 7



Supplier Registration Guide

Supplier Registration - Diversity Codes

Proxy Notifications

> Commodity Codes

estions

Contact Information Company Information

Terms And Conditions Diversity Codes

Select the diversity codes which best describe your business. Ethnicity, gender and locality (within Savannah city limits).

Selected Diversity Codes

Add 2

No data available

Fa-[®m -

& Intemet

Done

e  When complete, click Continue —
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Answer Supplier Questions

Supplier Registration - Questions

Terms And Coni Contact Information Company Information

Answer the following questions related to your company. An * before the question indicates that an answer is required.

1. Have you completed and attached the Employment Verification Affidavit form? The form is attached and must be submitted with your
registration. This form must be completed by the supplier prior to receiving an award of a contract. This form must be submitted one time
only.

As required under Senate Bill 529 - “"Georgia Security and Immigration Compliance Act” of 2006, 0.C.G.A. Section 2, Article 3 13-10-91,
public employers, their contractors and subcontractors are required to verify the work eligibility of all newly hired employees through an
electronic federal work authorization program. The Georgia Department of Labor has added a new Chapter 300-10-1, entitled "Public
Employers, Their Contractors and Subcontractors Required to Verify New Employee Work Eligibility Through a Federal Work Authorization
Program,” to the Rules and Regulations of the State of Georgia. (See website: http://www .dol.state.ga.us/pdf/ rules/300_10_1.pdf.) The
new rules designate the “Emplayment Eligibility Verification (EEV) Basic Pilot Program” operated by the U.S. Citizenship and Immigration
Services Bureau of the U.S. Department of Homeland Security as the electronic federal work authorization program to be utilized for these
purposes. The EEV/Basic Pilot Program can be accessed at: https://e-verify.uscis.gov/enroll/StartPage.aspx?JS=YES. Bidders shall comply
with this new rule and submit the attached “Contractor Affidavit and Agreement.”

EEY Form.doc
Answer =l

Attach Document Browse..

2. Have you completed and attached the Systematic Alien Verification for Entitilements form? The form is attached and must be submitted
with your registration prior to receiving an award of a contract.

0.C.G.A. § 50-36-1, requires Geargia's cities to comply with the federal Systematic Alien Verification for Entitlements (SAVE) Program.

SAVE is a federal program used to verify that applicants for certain "public benefits” are legally present in the United States. Contracts

with the City are considered “public benefits.” Therefore, the successful bidder will be required to provide the SAVE form prior to receiving
ny City contract. The affidavit is attached for your completion. Please attach to your supplier registration. This only has to be completed

once.

SAVE Form.doc

Answer =l

Attach Document Browse..

[Done [ [ [ [ [inemet

= 100

&

e Answer all Required questions, then click Continue —
e All questions with an asterisk (*) are required.
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Select Your Commodity Codes

Supplier Registration - Commodity Codes

Terms And Conditions Contact Information Company Information Diversity Codes > Questions _ ﬁﬁ Proxy Notifications

Select the commodity codes for which you want to get future bid notifications.

Selected Commodity Codes

No data available

e To select the Commodity Code(s) for which you would like to receive future bid
notifications, click the button labeled“Add ”
e The system will open a list of available codes.

Note: You must select a commodity code to receive notifications. And you will only be
notified of events that have commodity code classifications matching your setup.
However, you may view and respond to any event by selecting browse open events
from the home page once your registration is complete.
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Supplier Registration - Commodity Codes

] Available Commodity Codes a
'E- w' Search
Commodity Search \
Select the Hesd Save Searsh
- Attach Tio, Contact m
0 | oEssccrrer e
o B0 gos ABRASIVES
(m] =0 o010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES
(m} =0 015 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACH
(m} =0 02z AGRICULTURAL EQUIPMENT AND IMPLEMENT PARTS
[m} =0 025 AIR COMPRESSORS AND ACCESSORIES
(m] =0 031 AIR CONDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS
(m} E0O 037 AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.
(m} =0 045 APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE
[m} =0 050 ART EQUIPMENT AND SUPPLIES
- EO ps2 ART OBJECTS
| | N Page size: wj

pack

== I T

e To find the Commodity Code(s), you may:
0 Use the Next Page option at the bottom to scroll thru the list of codes.
0 Use the Search function at the top of page to locate Code(s) by entering
either the specific code number or a keyword description
» To display codes with a description that includes a specific keyword,
enter only that word. Example: office
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Supplier Registration - Commodity Codes
Available Commodity Codes N]
Search
Commodity Search ofice
: Attach To Gontact m
O e — |

v Il 037-35 Decorative Household or Office Items {Not Otherwise Classifi
O 070-72 Trailers, House (Mobile Dorms, Homes, Labs, Offices) (Effec
i) 071-55 Motor Homes (Incl. Bookmobiles, Mobile and Field Offices, et
O 150-56 Partitions, Office, Metal and Glass, Custom-Made
(m] 150-58 Partitions, Office, Wood and Glass, Custom-Made
& 155-38 Field Offices and Sheds, Construction Type
I 155-50 Office Buildings, Medular and Portable
(m] 285-59 Light Meters and Reflectometers (For Office Illumination Maa
(m] 305-06 Calculators (Programmed for Surveying Systems; for Office Ty
O 410 FURNITURE: HEALTH CARE, HOSPITAL AND/OR DOCTOR'S OFFICE
(] 425 FURNITURE: OFFICE
(] 425-18 Data Processing Office Furniture, Wood (Not Storage Cabinets
Il 425-48 Furniture, Office (Custom Made)

m O 425-58 Plastic, Polypropylene, Fiberglass Office Furniture: Chairs,
&) 425-64 Recycled Office Furniture (Bookshelves, Chairs, Credenzas, C
O 425-85 Recycled Office Furniture (File Cabinets, Storage Cabinets a
(] 425-77 Safety Step Stepladders (For Office Use)
O 425-832 Stands, Office Equipment and Machines
o — e - TR PP fi e e |
|Done T T 1T 6@ intemst [“a - [®oe -~ 4

e To select the code, click in the box to the left of the Code(s) and click Attach to
Contact in the upper left hand corner of the form. The system will return you to
the Selected Commodity Codes form where you can view previously selected
Commodity Codes.

Rev 9/28/2011 Page 12



Supplier Registration Guide

Supplier Registration - Commodity Codes @ pttach To Contact Completed

Terms And Conditions Contact Information » Company Information » Diversity Codes Questions , Commodity Codes Proxy Notifications

Select the commodity codes for which you want to get future bid notifications.

Selected Conpuedisy-cadgs
< Commadity Cous = L —
r 150-56 Partitions, Office, Metal and Glass, Custom-Made
- 425 FURNITURE: OFFICE
Page size: 10‘j
: .

e To select additional codes, click “Add ” in left area of the form. The system will
reopen the select box.
e Locate additional codes and click the box to the left of the desired Code(s).

e Click “Attach to Contact” to update
e When finished, click Continue —
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Select Your Proxy — If Desired

Supplier Registration - Commodity Codes @ attach To Contact Completed

. . \ N e N T S e
Terms And Conditions > Contact Information > Company Information > Diversity Codes > Questions Commodity Codes Proxy Notifications >

Select the commodity codes for which you want to get future bid notifications.

Selected Commodity Codes

Actions DelEts Add
—Gonmodiy Code = Desepion ————— — |

O 150-56 Partitions, Office, Metal and Glass, Custom-Made
r 425 FURNITURE: OFFICE

Page size: mIﬂ

e Ifyou wish to enter a contact(s) that will be notified of event updates, but will not be
able to respond to events (bids) and will not have a separate user name and
password.
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Complete Registration

Supplier Registration - Status
Status
Registration status: Complete

Congratulations! Your account has been set up and you will now receive email notifications of events related to the commadity codes for which you registered. You can
respond to those events through this account.

e Click Done to complete registration
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Maintain Your Account Information

* To update your account information, click on Update Account Information

\';‘\.‘\jdv CITY OF%

Supplier Portal Welcome your name last name Logout Contact Us Help
Messages Unread Messages View All Announcements
Inbox . o [

Date Title Priority

Welcome to the City of Savannah's
Events

Supplier Portal
Browse Open Events
Search Events

My Responses
Performance

Event Metrics

My Account
Update Account Information
Change Password

e C(Click Edit — to edit the section you need to update.
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£ Home M 'essages Events Recall Management Performance My Account Contact Us Help User Preferences

Account Information —Collapse All “View as pdf

Supplier: company name

©@ Registration Status
Registration status: Complete

Congratulations! Your account has been set up and you will now receive email notifications of events related to the commodity codes for which you registered. You can respond
to those events through this account.

© Supplier In 1ation

nformation
Business Type: Corporation

Tax ID Type: Federal Tax Id
Tax ID: 22-2222222

© Address Information
Address: 15 North Main street
City: Savannah
State: GEORGIA
Postal Code: 99999
Country: United States of America

@ My Contact Information

Bl
[Done [T [ (@ intemet Fa~[=mm -~

e Continue to scroll down the page till you reach your desired area to edit. Click
Edit—

e After making updates, click Back —

e Back will return you to the page with your account information.

e Click Home to finish the update process and return to the Main form.

Rev 9/28/2011 Page 17



