[image: image1.wmf] 


E-PROCUREMENT TOOL

VENDOR REGISTRATION GUIDE

1.
Introduction and Overview

Thank you for your interest in providing goods and/or services to the divisions and departments under the Collier County Board of County Commissioners. 

This step by step guide has been developed to assist you in the registration and operation of our e-procurement tool. 

With our e-procurement tool, your firm will have the ability to:

· Maintain your profile online any day, any time

· Be electronically notified of all solicitations for commodities registered under

· View online and download solicitations, including construction plans 
· Be electronically notified of any addendums issued on solicitations you have downloaded 

· Ability to ask questions and receive answers online

· Ability to see all questions asked and the responses given

· Ability to submit solicitation responses online [presently limited to non-construction]

· Online ability to view Planholder list for bids downloaded

· View online and download tabulations  

To fully befit from all the features of this system you should have:
· Internet access (DSL or cable most efficient) 

· Have email access that can accept PDF file attachments

· Have scanning capabilities 

If you do not have these capabilities, solicitations can still be submitted in hard copy form.
2.
The Registration Process
The first step is to go to the Collier County Purchasing website: www.colliergov.net/purchasing 
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Welcome to the Collisr County Purchasing Department Web site.
This site is designed to be a convenient and thorough source of EvenTs
information for existing and prospective vendors

County Auction of
Surplus Praperty
The Purchasing Department procures mare than $350 millian Srzaz007

snnuslly in goods and services through a variety of
pracurement methods and services. The Department is alsa
responsible for managing the County’s purchasing card
program, the transfer and disposal of surplus property
(including various public auctions and other sales events) and
the delivery and pick up of mail at the Callier County
Gavernment Center and various “aff campus” Caunty affices

The Department is divided into three sections. The fallowing is
Non-Bid / RFP s listing of each section and the key functions each performs

OPERATIONS:

Award
Issuing Purchsse Orders

Managing Purchasing Cards
Transfer and Sale of Surplus Property
Mail Delivery and Pick Up

Organizational Meeting
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 HYPERLINK "http://www.colliergov.net/Index.aspx?page=2" \o "Community" 
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 HYPERLINK "http://www.colliergov.net/Index.aspx?page=3" \o "Living" 
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On the left hand side you will see the following menu

Purchasing
Archives / Bid Tabulations & RFP Submittals
Bid Tabulations / RFP Submittals
CC Technical Requirements / Procurement
Current Bid Invitations / RFP Notices 
Disaster Preparedness Vendor List
Frequently Asked Questions
First Word (electronic newsletter)
Non-Bid / RFP Response Form
Notice of Recommended Award
Organizational Meetings
Policies and Procedures
Purchasing Staff
RFP Short Listed Firms
Selection Committee Meetings
Surplus Property / Auction Information
Vendor Subscription Service
VSS Member Download for Bid Request / Request for Proposals (RFP)
Next, click on the Vendor Subscription Service, and you will see this 
Vendor Subscription Service

Collier County offers online vendor registration to all prospective vendors. This no cost required online registration offers our vendors many benefits including:

· Ability to maintain your profile 24/7, 365 days per year 

· Electronic notification of all solicitations for the products/services indicated on your application 

· View online and download solicitations, including construction plans 

· Be electronically notified of any addendums issued on solicitations you have downloaded 

· Ability to ask questions and receive answers online 

· Ability to see any questions asked and answers given online 

· Ability to submit solicitation responses online, when indicated on solicitation 

· Ability to view Planholder lists online 

· View and download solicitation tabulations 

· View and download "The First Word" newsletter, which includes a listing of future Bids/RFPs; their tentative release dates and other helpful information

This new e-procurement tool is electronically based, and to partake in its benefits, your firm should have the following resources:

· Computer with Internet access (DSL or cable most efficient) 

· Have a email address and be able to accept PDF file attachments 

· Have access to a scanner to submit certain response documents

If you have any questions regarding this new registration process or need assistance in completing the registration form, please contact us at (239) 774-8407 to have our capable staff assist you. 

To register, click www.colliergov.net/bid/register
 

Please note: Collier County Purchasing Department does not use any private notification service. Automatic advance notification of the County's Bids and RFPs, downloading of bid packages and other specified data are available solely to our subscribers through the Vendor Subscription Service. 

We welcome your comments, questions, suggestions, etc. We can be reached by e-mail. 

 To register, click on link and it will take you to the Vendor Registration (Profile) Form.
The form looks like this.
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The following is an explanation of the Vendor Profile Form fields. Fields that are required are indicated on the form (Required). 
	Field Name
	Description

	Username
	Enter a username. This must be unique in the system. Usernames are case-sensitive and may contain between 4 and 16 alphanumeric characters. No spaces or special characters are allowed.

	Password
	Enter a password. Passwords are case-sensitive and may contain between 4 and 16 alphanumeric characters and the following special characters: ~! @#$ %^&*(). No spaces allowed.

	Retype Password
	You must retype the password here to confirm it.

	Company
	Enter your company name.

	Contractor Type
	Select the type of contractor you are (General or Subcontractor) leave blank if does not apply.

	Tax ID/SSN
	Enter the Tax ID or SSN for the vendor.

	E-mail Address
	More than one address may be entered. Use a semicolon to separate addresses. Addresses entered here will receive all solicitation-related notifications.

	First Name
	Enter the first name of the vendor contact person.

	Last Name
	Enter the last name of the vendor contact person.

	Address 1
	Enter the vendor's address, line 1.

	Address 2
	Enter the vendor's address, line 2.

	City
	Enter the vendor's city.

	State
	Select the vendor's state.

	ZIP
	Enter the vendor's ZIP code.

	Phone
	Enter the vendor's phone number.

	Fax
	Enter the vendor's fax number.

	Mobile Phone
	Enter the vendor's mobile phone number.

	Web Address
	Enter the URL of the vendor's website. Web address must be complete and contain the http:// or https:// prefix, e.g. http://www.yahoo.com


When you have finished, click the Next button to save your information and move to the next step, selecting commodities.
The next step in registering is to select commodities the vendor wants to be associated with. (Vendors receive e-mail notifications when solicitations are created in commodity groups the vendor has selected.) The screen is as follows:
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There are three different options you can use for finding commodities to add to the vendor.
1. Choose a Commodity: You can use the pulldown menu on the top to choose a commodity. When you choose one, that commodity is displayed in a list at the bottom.

2. You can click the View All Commodities link to get a full list of all commodities available in the system.

3. Commodity Search: You can enter keywords to search for specific commodities. Search results are displayed on the bottom of the page.

Check the box next to a commodity to add it to your preferences, and click the Add Commodities button to save your changes. You can repeat this commodity selection process for multiple different commodities if desired. You can also log in later in the future to make changes to these selections if needed.

Once a commodity is selected, it will appear in a list labeled My Subscribed Commodities at the bottom of the page. In this list, you can click the Delete link next to a commodity to remove it from your preferences. When finished adding commodities, click the Finish Registration button. You will receive an e-mail confirming your registration. You are now logged into the system, and you can and begin making solicitation responses when notified.
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