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Updating eBid Information DAS FIN Program

Management Office

Once registered in eBid, businesses will be asked to keep their profiles up-to-date with any
changes to their contact information or UNSPSC codes.

The steps below demonstrate how to update eBid information.

There are two scenarios to choose from. The first scenario is for a registered State of Ohio
bidder and the second scenario is for a registered State of Ohio vendor.

o Bidder — A business that has never received payment for goods or services from the
State of Ohio.

¢ Vendor — A business that has received payment for goods or services from the State of
Ohio.

If you are not sure if your company is classified as a bidder or a vendor, compare your eBid
menu with the screen shots below, or contact the OAKS Help Desk at
1-888-644-6625.

|:> An arrow shows where to click.

A box shows where to enter text.
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The first nine steps are universal log in instructions for both bidders and vendors.

Open a web browser.

Go to the State Procurement website: http://procure.ohio.gov
Click the Selling to the State link.

Click the eBid Registration/Log In link.

Click the Continue to the eBid Registration / Login link.
Enter your User ID.

Enter your Password.

Click the Sign In button.

© N o o b~ w Db

=2 B
Welcome to QAKS eBid
DAKS i i pari ofthe new eStrategic Sourcng (¢S5} Woduie implemented by the Department of Adminietrative Services,
Offize of Procurement Services. The bidder registration systsm provides bidders the 00protuntty to register by commodiy

codzs, for gouds or servives ey cen provids. Nolises of bid events arc ten cmaied te registants and fis kggin inte e
sysiem, the bidder can update their registration and respond to bid svents slectronically

UserID:

SignIn

ter 35 4 Bidder
Clct Nere fo register ag a bidger
and to accsss bid cporoiuniies.

Foigol your Passwoid?

For help signing inte FIN and relatzd information, glick here

DAKE ic 2 Bsts of Dhis Compuier cysters, whith may bs sozected and used only For offisial ciats bucinece by autharized perzonnel 1
Unauthorized scsess or use of this computer systsm may subject viclstors to Criminal, Civil, andior administrative scfion.

9. Click the View Terms & Conditions link. The Terms & conditions should be reviewed
each time you login.

Search:
- Maintain Supplier Terms and Conditions
Infarmation
& I, Events and PI . . h ; ] -
B?dn:ge Hents and Flace 1. DAS will provide natice of intended purchases via e-mail_ltis
> Reporting Tools imperative that you pravide and maintain the correct e-mail
| PeopleTools address.
View Terms & Conditions
[~ Change Wy Password Documents to all eBid events contain a time that reflects a 24
L S AEEQ-
i Persanalizations hour time format. (Example: 16:59:00).
- Llv System Profile

Allinformation transmitted and received via the Internet shall be
considered public record, subject to public release and
inspection. DAS makes no representations as to the
confidentiality of such information.

In no event shall the State be liable for any damages whatsoever
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Updating eBid Information

Scenario 1 - Updating eBid information for Bidders
1. To designate the contact sequence order, in your menu go to: Manage Events and
Place Bids > Maintain My User Contact.

2. If you have multiple contacts, you may change the contact sequence numbers.

e, .
© Ks.s Financials

I~ Manage Events and Place

Bids

— View Events and Place
Bids

— Iy Event Activity

— Maintain My User Contact

— Wy Bidder Profile

— Wy Categorizations

- Reporting Tools

- PeopleTools

— View Terms & Conditions

— Change My Password

— bly Systemn Profile

Maintain Sourcing Contact Information

Please selectyour contact name with the prompt button in the list of companies below.
User ID: Systst

Name: System Test

Company Hame Bidder Type *Contact Sequence Number Contact Name
SystemTest

Bidder

Save

3. To update contact information, addresses, and UNSPSC codes, in your menu go to:
Manage Events and Place Bids > My Bidder Profile

4. Use the Main tab for verification. Nothing can be changed on this tab.

= /Financials

Search:
I (©
- Manage Events and Place
Bids
— View Events and Place
Bids
— My Event Activity
— Maintain My User Contact
— My Cateqarizations
> Reporting Tools
> PeopleTools
— View Terms & Conditions
— Change My Passward

[ Main | Addresses | Contadls | Identifications |

Company  SystemTest

Company URL‘

— by Svstern Profile

ormatio
HUBZone Program hd

Sm Disadvantaged Business Progl v |

size of Small Business | v

Other Preference Programsl

Veteran-Owned Small Businessl

[[]Emerging Small Business
[JWomen-Owned Business

Save
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5. Use the Addresses tab to add or delete addresses.

|Financials

Contacls

[~ Manage Events and Place
ids Company SystemTest

— View Events and Flace
Bids

— My Event Activity

— Maintain My User Contact

Main Address Ship To Address
— by Categorizations } 3

& Reporting Tools Bill To Address Invoice Address

> PeopleToals Address Details

- View Terms & Conditions .

L Change Wy Password Country: United States Change Country

|— My System Profile

“Address1: | 1111stStreet |

Address 2: | ‘

Address 3: | |

-
comy [ ] posmar i
“State: [on Ja onio

Add a New Address Delete
Save

6. Use the Contacts tab to add or delete contacts. When a new contact is added, that
person will receive their own User ID and Password via email.

Main Addresses ) Contacts Y Idenificalions |

[= Manage Events and Place

Bids Com) SystemTest
— View Events and Place pany 5

Bids
— My Event Activi User Information

— Maintain My User Contact

~ by Biader Profle frsthamo system |
Reporing Tove
[ Reporting Tools Last Name Test
— View Terms & Conditions
- Change My Password Email ID jae.orme@das.state.oh.us |
— My System Profile

Telephone [514/111-2222 | Ext |

)
Address Q Main Address

UserID Systst

AddContact | Delete

Save
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7. Use the Identifications tab to verify your Tax Identification number, and to update your
UNSPSC codes. UNSPSC codes determine the goods and/or services your business
provides. You will receive bid notifications based upon the codes you selected.

8. Click the Delete button to delete unwanted codes. Click the Add SIC Code button to
add a new UNSPSC code.

9. To search for a UNSPSC code: Click the Look Up icon and enter search criteria to help
you find the code that best fits your company.

—
(@AK}, Financials

Search:

= lianage Events and Flace L[ e Lo f
Bids Company  SystemTest
- view Events and Place
Bids

— My Event Activity

_aintai Uy User Contact T
o o numper
— My Cateorizations
> Reporting Tools 1 TINISSN 123456789
1> PeopleTools
|~ View Terms & Conditions Standard Industry Codes
- ﬁ"%w SIC Code Type SIC Code  Description
- 1y System Profie
Live Plant and Animal Material and
1 UNSPSC Code 100000 4 5 Sores and Suppiies Delete

2 UNSPSC Code 0 C, Animal feed Delete
Grains and sugar and oils and fat
q
3 UNSPSC Code YA O Delete

Add SIC Code

VAT Information

*Country Description Country VATID Home Country

Ty —— st |
Add VAT Registration

The VAT Information field is not used by the
State of Ohio.

Profile Questions:
Question Response
1

Save

10. To change the categorization of your business, click the My Categorizations link in your
menu. The categories you select will also determine the types of bid notifications you will
receive.

Financials

I~ Manage Events and Place

Bids

— View Events and Place SOURCING
B

[z Sourcing - Sourcing Categories
"g?Euy Categories

Sell Categories

*g@’mnnnnnn - Live Plant and Animal Materia
- Mineral, Textile, Inedible Ma
- Chemicals including Bio Chem
- Resin, Rosin, Rubber, Foam Et
- Paper Materials and Products
- Fuels, Fuel Additives, Lubric

- Mining, Well Crilling Machine
- Farming, Fishing, Forestry Ma
- Building, Construction Machin
- Industrial Mfg, Processing Ma

— My Event Activity
— Maintain My User Contact
— Ly Bidder Profile

— My Categorizations

> Reporting Tools

- PeopleTools

— View Terms & Conditions

— Change My Password

— Wy System Profile

L0
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11. To change your password, click the Change My Password link in your menu.

SR Financials | C—
QgAK_S“ Financials

Search:

> Manage Events and Place
Bids

> Reporting Tools

> PeopleTools

- View Terms & Conditions

- Change My Password

— by System Profile

Change Password

User ID: Systst

Description”  System Test

*Current Password:

|
*New Password: | ‘
|

*Confirm Password:

Change Password

12. Please go to the last page for information on obtaining eBid assistance.

Scenario 2 - Updating eBid information for Vendors

1. To add or update contact information or addresses, you must fill out the Vendor
Information Form (OBM-5657) located on the Ohio Shared Services website under the
Vendor Form link.

2. To update UNSPSC codes in your menu, go to: Maintain Supplier Information >
Maintain Vendor UNSPS Codes.

3. UNSPSC codes determine the goods and/or services your business provides. You will
receive bid notifications based upon the codes you selected.

4. Click the = button to delete codes. Click the * button to add a new UNSPSC code.

5. To search for a UNSPSC code: Click the Look Up = icon and enter search criteria to
help you find the code that best fits your company.

T,
( ‘CQH:‘K_SJ_ Financials

Search: Haw vindow | Melp | Customige Page | )

@
= Maintain Suppler FUNSPS Codes. |

SIC Code Bares SIC o [escrintion
43120000 | O, 3000000 Camping and outsaor equipment and accessones

aQ,
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6. To designate a contact sequence order, in your menu, click the Maintain My
User Contact link.

7. If you have multiple contacts, you can change the contact sequence numbers.

Pr—
(‘(:AKS, Financials

Searche
®
 Maintain Suppber ¥
Information Maintain Sourcing Contact Information
7 Manage Events and Place
Bids Please select your Contatt name with e promel Bution in e Kst of Companies below

Usor 10z tmilies0%
Name: Thomas Miler

13. To change the categorization of your business, click the My Categorizations link in your
menu. The categories you select will also determine the types of bid notifications you will
receive.

@ My Categorizations - Windows Internet Explorer

6@4 - |g, https: /sourcing.fin.osks. ohio. gov fosp/SOURCING /SUPPLIER ERP fe/AUC_MAINTAIN_BIDDERS)

File Edit View Favorites Tools Help

w &

Geno

(& 1y Categorizations

- Maintain Supplier

Information
I~ lManage Events and Place

Bids (28 Sourcing - Sourcing Categories

— View Events and Place 1% Buy Categaries

ids
W Event Activit O sell categoriss
— Waintain 1y User Contact 0% 10000000 - Live Plantand Animal Materia
aleg - - - Mineral, Textile, Inedible Ma
1% 11000000 - Mineral, Textile, Inedible L

Reporting Tools - C1%§ 12000000 - Chemicals including Bio Chem

PeopleTools 0O
— view Terms & Conditions ‘g? 13000000 - Resin, Rosin, Rubber, Foam Et
— Change My Password D ﬂ 14000000 - Paper Materials and Products
[~ My Personalizations 1% 15000000 - Fuels, Fuel Additives, Lubric
|- My Systern Profile

- [1"%f 20000000 - Wining, Well Drilling Machine
- 1% 21000000 - Farming, Fishing, Forestry a
1% 22000000 - Building, Construction Machin
*f 23000000 - Industrial kifg, Processing Ma
1% 24000000 - Waterial Handling, Storage Ma
- (1% 25000000 - Comm, WMilitary, Private Vehic
- [1%f 26000000 - Power Generation, Distrib Mac
[%§ 27000000 - Tools and General Machinery
1% 30000000 - Structures, Bldg, Const, Camp
[1%F 21000000 - Manufacturing Components, Sup
[1%f 32000000 - Electronic Components, Supp
- [1%f 20000000 - Electrical Sys Lighting, Comp
“of 95000000 - Land & Bldas & Structures
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14. To change your password, click the Change My Password link in your menu.

i
I: ﬁ@ Financials

@)

» Maintgin Sugpler Change Password

Inforemnatiog
bzt User ID: test123
> Rapodting Tools Description: test123 user
» PacplaTools

T - "Current Password:

Y Pesponaiizations

My Svstom Profie Hew Passwont

*Confirm Passwont

Change Fassword

15. Please see below for information on obtaining eBid assistance.

Need more help?
Try out the other training documents created to assist you:
http://procure.ohio.gov/proc/help.asp
-OR -
Contact the OAKS Help Desk at 614-644-6625 or 1-888-OhioOAKS (1-888-644-
6625). Ask for “eBid Assistance.”
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