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Introduction

Within BidBuy, there are 2 types of registered vendor roles -- the Seller role and the Seller
Administrator role. A Seller can search, view, and respond to bid opportunities; search and view active
State contracts; and view purchase orders. In addition to all of the rights of the Seller, the Seller
Administrator can maintain their business’s information, user profiles, and can invite Associated
Organizations to register in BidBuy.

When the account is initially created, the person identified as the Administrator will be designated as
the Seller Administrator. This can be changed at any time and there can be multiple Seller
Administrators on a single account, though there must always be at least one. To access these
commands, select the “Seller Administrator” tab in the upper right corner.

® Information

~* As you go through this guide, look for green tip boxes

~L All fields with an asterisk * are mandatory fields

O, For descriptions of text fields, click Ii

~* Look for the green circles which correspond to the number instructions

“L’ Click on “Home” in the upper left corner anytime to return to the Maintenance
Home Page.

To watch the video associated with this Guide, go
to
http://www.illinois.gov/cpo/PathwayToProcurem

ent/Pages/BidBuy.aspx and click on Video #2,

“Seller Administrator Role.”
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How to Access the Seller Administrator Menus

1. Go to BidBuy at https://www.bidbuy.illinois.gov/bso/
7. Enter Username and Password
3. Click Login

Login

Login ID:

Password:

e Login Assistance | Register

4. Click Seller Administrator tab

ILLINOIS cPROCUREMENT J 4 (M Seller Administrator

NIGP Code Browse | My Account | Customer Service | About February 26, 2016 12:05:35 PM CST o E‘

Home | OrgMainienance | User Maintenance | Add User Kirk Smythe:

Maintenance Home Page for: Kirk Enterprises

General ‘ Alerts

Maintain Organization Maintain Users on this Add Users on this Add Associated

Information Account Account Organization
—

This section is used for This section is used to maintain | This section is used to add This section is used for adding

maintaining organization users for the organization users to the organization an organization with the same

information Tax ID.

Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved
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Seller Administrator- Maintenance Home Page

The Seller Administrator maintains their vendor’s organization information and users’ access to a vendor
account. The four menu options are listed here, on the Maintenance Home Page.

=CUEIN  Seller Administrator

NIGP Code Browse | My Account | Customer Service | About September 2, 2015 10:42:46 AM CDT e ED
Home | Org Maintenance | User Maintenance | Add User Kirk Batson

Maintenance Home Page for: Kirk Enterprises

| General | Alerts

Maintain Organization Maintain Users on this Add Users on this Add Associated
Information Account Account Organization

+.

This section is used for This section is used to This section is used to add This section is used for adding
maintaining organization maintain users for the users to the organization. an organization with the same
infarmation. organization. Tax ID.

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.

Maintain Organization Information -- This option provides the ability to maintain all
organizational information including addresses, terms, categories, and commodity codes.
Maintain Users on this Account — This option provides the ability to maintain all users of this
account, by searching, adding and updating user information.

Add Users on this Account — This option provides the ability to add users to this account.
Add Associated Organization -- This option provides the ability to add an Associated
Organization or “Doing Business As” to this account.
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Menu Option #1: Maintain Organization Information
This option allows the ability to maintain all organizational information including addresses, terms,

categories, and commodity codes.

Maintain General Organization Information
1. From blue ribbon, click Org Maintenance
2. Click Maintain General Organization Information

idBuy

ILLINOIS ePROCUREMEN

ECICIE  Seller Administrator

NIGP Code Browse | My Account | Customer Service | About September 2, 2015 11:04:37 AM CDT 0 E’

1 | Org Maintenance | User Maintenance | Add User

Kirk Batson

Maintain Organization Information for: Kirk Enterprises

Maintain General
Organization Information

Maintain Commodity
Code Codes & Services

0= =

This section is used for
maintaining general
organization information

Maintain Addresses

This section is used to
maintain addresses.

This section is used to
maintain commodity code
codes and services.

Maintain Regions

This section is used to
maintain regions.

Maintain Terms and
Categories

This section is used to
maintain terms and

Maintain Quote
Attachment Repository

This section is used to
maintain files in the quote

Credit Memo List

This section is used to view
credit memos.

categories. attachment repository.

| Exit
Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.

3. Update fields by clicking in the field box (NOTE: Company Name cannot be updated. Contact
the Vendor Help Desk for updates to a company name. Supporting documentation may be
required.)

BidBuy

ILLINOIS ePROCUREMENT

NIGP Code Browse | My Account | Customer Service | About

Home | Org Mainienance | User Mainienance | Add User

Maintain General Organization Information

endor |D:

Company Mame®:

DBA for Vendor:

Tax 1D #* So8a508a7 Country Code for Tax I0% [US- Unted States of America ¥
Is Taw |D # an Emplayer |dentficstion Numbsr (EIN) or & Socisl Securty Nurnber (SSN)?

EIN '® 35N

00000095

Virk Enterprises. ‘endor Legal Mame®: Kirk Enterprises

Incorporation Details:
Business Description:
Preferred Delivery Method:
‘Wendor Emsil:

Vendor Fax: 555 555

State: “fear of Incorporation: |0

Email ¥

5555
Special \'endor Type: L
Emergency Supplier:
Yes '® No
Emeargancy Phona®: Ext
Emergency Contact Mame®:
Emergency Email®:

Ernarmanc |nfa Crmenant
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To upload a file, click Choose File

A File Explorer appears, select file then click Open
Enter a Description for the file and click Upload
Click Save & Exit to save changes

BidBuy

ILLINOIS ¢PROCUREMENT

Nowu s

NIGP Code Browse | My Accourt | Customer Service | About

Home | Org Mainienance | LUserMainienance | Add User

Maintain General Organization Infermation

Vendor ID: 00000095
Compary Neme®: Kirk Enterprises  iendor Lagal Name®: Kirk Enterprises
DB for Vendor:
Tax 1D & 999989857 Country Code for Tax ID%
Is Tax 1D # an Employer |dentification Number (EIN) or & Social Security Number (SSNJ? ~ . ) _ -
O BN ® ssn

€ Open
|, « Training b TestFile < [ 63 | search Test Fite p

Incorporstion Diatsils: State: ear of Incorporstion: [0

Business Description:
Prefered Delivery Mathod: | Email ¥ | || Organize ~ New folder 0 @
Vendor Ernail: | A
\andor Fax: o 7 558 't Favorites Documents library by Folder -
Special Vandar Typs: v B Deskiop e
Emergency Suppiier: & OneDrive Name
. ‘%l Recent Places
O Yes @ o = o ;
i e 18 Downloads B Test File

Emeargency Contact Mame® | -

; 4 Libraries
Emargancy Email*: |

[ Documents
Emergency Info Comment: 2 Music
User Last Updated: Kirk Smith
Date Last Updsted: 08/2Z7/2015 11:27:30 AM [ Pictures
EE videos
- I | i
Attachments File name: | v |AlFiles -
Download File Description Size
EX Test File.docx Test File 11,334 bytes Kirk Smith O02/2015 12:41:48 PM

File: 0 ‘Choose File | No file chosen
Description. |

6 EEETTEE.

o Click Add Form to add form sttachments.
No Form Attachments

Add Form | [ Seve & Exit || Save &Continue | | Resat || Cancel & Exit

o Copyright & 2015 Pariscaps Holdings, Inc. - All Rights Resarved
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Maintain Address

Click Org Maintenance
Click Maintain Address

§
idBuy
Lt |
ILLINOIS ePROCUREMENT

NIGR.Code Browse | My Account | Customer Service | About

A Org Msintensnce |  User Maintenance | Add User

Maintain Organization Information for: Kirk Enterprises

Maintain General
Organization Information

This section is used for
maintaining general
organization information.

Maintain Regions

Maintain Addresses

Maintain Commodity
Code Codes & Services

This section is used to
maintain addresses.

Maintain Terms and

This section is used to
maintain commodity code
codes and services.

Maintain Quote

ELICIE  Seller Administrator

September 2, 2015 110437 AMcoT @ B>
Kirk Batson

Credit Memo List

Categories Attachment Repository

This section is used to
maintain files in the quote
attachment repository

This section is used to view
credit memos.

This section is used to
maintain terms and
categories.

This section is used to
maintain regions.

| Exit
Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved

To add a new address, click Add Another Address

idB
«PROC UHHI J

NIGP Code Browse | My Account | Customer Service | About

ECICI  Seller Administrator]

November 20, 2015 1:50:56 PM CST 9 E’

User Maintenance | Add User Kirk Smyth

Org Maintenance |

Home |

Maintain Addresses for: Kirk Enterprises

Name .’ Address Type Address Information Status Default
for
Type
Active Yes

Kirk Smythe

123 Freedom Road
Springfield, IL 55555

us

Email: Kirksmythe@gmail.com
Phone: (841)455-5561

General General Mailing Address

(3]

Add Another Address ||

Exit

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.
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4. Select Address Type from the drop-down
5. Enter information into the fields by clicking in the field box
6. Click Save & Exit to save changes

BidBuy

ILLINOIS ePROCUREMENT

MNIGP Code Browse | My Account | Customer Service | About

Home | OrgMalnienance | User Mainienance | Add User

Address Book - Kirk Enterprises
Enter a New Address

Address Type: Bid Mailing Address A
Mame this Address*: Bid Mailing Addre
Contact Mame™*: Emergency Mailing Address
Address Line 1% Purchase Order Mailing Address
Address Line 2 Remit Address
Address Line 3 Sales Address
Address Line 4:
Country™: 'S - United States of America ¥ |
City™: State/Provines™®:
ZIF% County:
Phong™: Eat:
Toll Free: Mobile:
Fax: Email*: |
Idk: o Alternate |d: [
Status: Active ¥ | Web Address: |
Dafault addrezs for thiz address type (Begin with hitp:// or https:/f)
Current Default Address:
Jane Do
123 Main Strest
Chicago, IL 80423
us
Email: Janedoe@gmail.com
Phone: (555)555-5555

| Save & Exit | [ Resat |[ Cancel &Exit

Copyright € 2015 Periscope Holdings, Inc. - All Rights Reserved.

Update Current Address

To update a current address, click Name of address

BidBuy

ILLINOIS ePROCUREMENT

MIGF Code Browse | My Account | Customer Service | About

Home | Org Mainienance | User Mainienance | Add User

Maintain Addresses for: Kirk Enterprises

Name Address Type Address Information
1 Office Bid Mailing Address Jane Dos
123 Main Street
Chicago, IL 60423
us

Email: Janedoe@gmail.com
Phone: (555)555-5655

Enter information into the fields by clicking in the field box, then click Save & Exit
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Add or Delete NIGP Commodity Codes

1. Click Org Maintenance
2. Click Maintain Commodity Code Codes & Services

BidBul
ILLINOIS ePROCUREMENTJ EE seiier Administrator
September 2, 2015 11:04:37 AMcoT @ 5
Kirk Batson

NIGECode Browse | My Account | Customer Service | About

Org Maintenance | User Maintenance | Add User

Maintain Organization Information for: Kirk Enterprises
- Maintain Commodity
Maintain Addresses Code Codes & Services

Maintain General
Organization Information

eo—
This section is used to

This section is used for This section is used to
maintaining general maintain addresses. maintain commodity code
organization information. codes and services.

Maintain Quote Credit Memo List

4 o f Maintain Terms and
Maintain Region : ;
. v Categories Attachment Repository

——
— ——
This section is used to This section is used to view
credit memos.

This section is used to This section is used to
maintain regions. maintain terms and maintain files in the quote
categories. attachment repository.

Exit
Copyright® 2015 Periscope Holdings, Inc. - All Rights Reserved.

3. Click Maintain Commodity Codes to add commodity codes

Bid

ILLINOIS «PROCUREMENT

ELUICIEN  Seller Administrato

November 20, 2015 2:51:00 PM CST 0 E’

NIGP Code Browse | My Account | Customer Service | About

Home | Org Maintenance | User Maintenance | Add User

Commodity Code Maintenance Home Page for: Kirk Enterprises
Maintain Commodity Codes

This section is used to add or remove commodity
codes.

s | Display Inactive Commodity Code
This section is used to display inactive commodity

e
= codes.
e

[ = ]

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

@ NIGP Commodity Codes are used by the State to identify Offerors and Bidders to solicit the

goods or services to be procured.

9|Page



To add additional codes, click Add Additional Codes

r,:JnLMLmJ Seller EEEFEHEEY

NIGP Code Browse | My Account | Customer Service | About November 20, 2015 3:15:26 PM CST 0 E‘

Home | Org Maintenance | User Maintenance | Add User Kirk Smythg

Commodity Code and Service Codes

Current Codes - Kirk Enterprises

Deactivate Code Description Date Added

D 080-01 Adapters and Clevises, Automotive Parts 11/20/2015

Deactivate Selected ltems | | Add Additional Codes | | Cancel & Exit

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

Select from the NIGP Class and NIGP Class Item drop-downs. Alternatively, enter a Keyword.
Click Search

BidBuy

ILLINOIS ePROCUREMENT

NIGP Code Browse | My Account | Gustomer Service | About

BidBuy Lego
St S8 .nance | UserMainienance | Add User

Commodity Code and Service Codes - Kirk Enterprises

Search
NIGP Class v
MIGP Class Item v
NIGF Keyword
Search using ALL ofthe criteria »
Search
€ Us= the NIGP Commodity Coda Search Engine if you are familier with tha MIGP code. If not use the MIGP Cods Browse balow.

NIGP Code Browse

€ Select the estagory thet best describes the product and sarvice you offer. Click on the question mark for more information

12

Administrative, Financial, and Management Services

[}

Agricultursl Equipmet and Relsted Products and Services

12

Arts, Crafts, Entertainmant, Thestre

10| Page



Select the codes you wish to add
Click Save to exit or Save and Add More to add more codes

Commodity Code and Service Codes - Kirk Enterprises

Search
NIGP Class
NIGP Class Item A4
NIGP Keyword  dogs
Search using ALL of the criteria v
Search
NIGP Code Browse Show Categories

Code Description

040-30 Dogs. All Types

38547 Entrees, Specialty (Including Corn Dogs. Lasagna. Mexican Food, etc.)
680-33 Canine (K-9) Police Dog Training Equipment

981-46 Guard Dog Rental or Lease

990-33 Drug Detection Services (Including Use of Drug Sniffing Degs)

(8]

| Save || Save and Add More

Deactivate Commodity Codes

To deactivate codes, click on the box to the left of that code in the Deactivate column
Click Deactivate Selected Items
Click Cancel & Exit

ILLINOIS ¢PROCUREMENT J

NIGP Code Browse | My Account | Customer Service | About

EEICaN Seller Administrator]

November 20, 2015 3:15:26 PM csT @ [5

Home | Org Maintenance | User Maintenance | Add User Kirk Smythe

Commodity Code and Service Codes

Current Codes - Kirk Enterprises

Deactivate Code Description Date Added

O D 060-01 Adapters and Clevises, Automotive Parts 11/20/2015

Deactivate Selected Items ‘ I Add Additional Codes | l Cancel & Exit I

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.
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Re-Activate NIGP Commodity Codes

Click Org Maintenance from the blue ribbon at the top left screen
Click Maintain Commodity Code Codes & Services
Click Display Inactive Commodity Code

= f &

'Y

={Te

b 1A

ILLINOIS ¢PROCUREMENT ELICEN  Seller Administrato
NIGP Code Browse | My Account | Customer Service | About November 20, 2015 2:51:00 PM CST 9 E’

Home | Org Maintenance | User Maintenance | Add User

Commodity Code Maintenance Home Page for: Kirk Enterprises

R

Maintain Commodity Codes

This section is used to add or remove commodity
codes.

Display Inactive Commodity Code
This section is used to display inactive commodity

codes.

R

0=

[ e ]

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved

Click on the box to the left of the code, in the Activate column for the code you wish to

reactivate
Click Save & Exit or Save & Continue to activate more

idBuy

ILLINOIS ¢PROCUREMENT

MIGP Code Browse | My Account | Customer Service | About
Home | Org Mainienance | User Mainienance | Add User

Commodity Code and Service Codes
Inactive Codes for Kirk Enterprises
Description

Activate Code
O 040-08 Cages/Shelters, Animal and Marine Life (See Class 485 for Laborstory Type)

| Save & Exit 1l
Copyright & 2015 Periscope Holdings, Inc. - All Rights Resenved.

Il Exit

Save & Continue
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Maintain Regions
Until further notice this feature will not be used.

Maintain Terms and Categories

1. Click Org Maintenance from the blue ribbon at the top left screen
2. Click Maintain Terms and Categories

BidBuy

ILLINOIS ePROCUREMENT

ECICE Seller Administrator

NIGP Code Browse | My Account | Customer Service | About September 2, 2015 11:04:37 AM CDT 0 E’

1 | Org Maintenance | User Maintenance | Add User Kirk Batson

Maintain Organization Information for: Kirk Enterprises

Maintain General — Maintain Commodity
Organization Information Code Codes & Services

%]

This section is used for This section is used to This section is used to
maintaining general maintain addresses. maintain commodity code

organizatio, ation. codes and services.

@

Maintain Ter!ns and Maintain Quote Credit Memo List

guaintalnReglons Categories Attachment Repository

B

This section is used to This section is used to This section is used to This section is used to view
maintain regions. maintain terms and maintain files in the quote credit memos.
categories. attachment repository.
Exit
Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

3. Select Terms by using drop-down. Selections made in Terms can be changed by the State.
4. Scroll down to Categories. Click on the Federal Tax Classification under which your business
falls.

BidBuy

ILLINOIS ePROCUREMENT

NIGP Code Browse | My Account | Customer Service | Abolt

Home | OrgMainienance | User Mainienance | Add User

Terms, Categories, and Certifications - Kirk Enterprises

Terms

Payment Terms: b
3 Fraignt Terms: |
Shipping Method: hd
Shipping Termns:
Categories & Certifications

]

4 Category: Federal Tax Classification

Categories auto-populated by the State of Illinois are: BEP Certified, Veteran Owned
Business, State Use Vendor, Active Member of lllinois Procurement Gateway, and Small

Business Set-Aside.

13 |Page



5. Scroll to the bottom of the page and click on “Agree” or “Disagree” if the information provided
is accurate and true

6. When complete, click Save & Exit

Category: Information Certification

Description: | certify that the information provided is accurate and true

Fizaze select exactly ane category value

Select
9@\@;

[ Mo

Save & Exit |[ save & Continue || Reset |[ caneel & Exit

3 Categories that are auto-populated by the State of lllinois are: BEP Certified, Veteran
~* Owned Business, State Use Vendor, Active Member of lllinois Procurement Gateway, and

Small Business Set-Aside. Some questions are optional.

Maintain Quote Attachment Repository
Until further notice this feature will not be used.

Credit Memo List
Until further notice this feature will not be used.

14|Page



Menu Option #2: Maintain Users on this account

Using this option, Service Administrators can maintain all users of their account by adding, searching,
and updating user information.

1.
2.

J

Click User Maintenance
Click Maintain Users on this Account

BidBut

ILLINOIS ePROCUREMENT

NIGP Code Browse | My Account | Customer Service | About

1

Org Maintenance | UserMaintenance | Add User

Maintenance Home Page for: Kirk Enterprises

‘ General | Alers

EEICI  Seller Administrator

September 2, 2015 10:42:46 AM COT 9 E’

Kirk Batson

Maintain Organization
Information

d

i
1l

This section is used for
maintaining organization
infarmation.

(2]

Maintain Users on this
Account

This section is used to
maintain users for the
organization

Add User Information and Password

1.

Click Add User

Bid

Buy

ILLINOIS ¢PROCUREMENT

NIGP Cade Brawse | My Accourt | Customer Service | Abaut

Home | ©OrgMamienance | UserMainienance | Afd User

Search Using:

Search Fields:

Erowse by:

User Maintenance for: Kirk Enterprises

[ ALL of the criteria ¥ |

First Name | LastName|
Login ID | staws | v
User Role -

Seller

Seller Administrator

-

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Add Users on this
Account

E

This section is used to add
users to the organization.

Add Associated
Organization

This section is used for adding
an organization with the same
Tax ID.

012345678910
[ Find It [ Clear [ Add User |
Login ID Eirst Name Last Name Status Role(s)
KIRKE Kirk Smith Active Seller
Seller Administrator
LAURAE Jane Dos Active Seller
| Add User I Exit

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved,
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2. Enter information into the fields by clicking in the field box
3. Select user Roles

® The State only uses Seller and Seller Administrator

4. Click Save & Exit

BidBuy

ILLINOIS ePROCUREMENT

NIGP Code Browse | My Account | Customer Service | About

Home | OrgMainienance | UserMainienance | Add User

New Vendor User for Kirk Enterprises

Saitation [ V|

First NMame*: Last Mame®:
Job Titke* Department
Phang™® [ ] | -] | Emaif*
Login 1D *: | Status™; Active V|
Mew Password® | Canfirm Password® |
Lagin Question® ¥ | Login Answer® |
3 | Seller Can Creste Blanket Change Orders.
[ Seller Administrator ‘Can Upload Contract e

[ Save & Exit Il Reset |[ cancel & Exit
Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

T. ENter or Select InTormation INto the Searcn Fieias
2. Click Find It

BidBuy

ILLINOIS ¢PROCUREMENT

NIGP Code Browse | My Account | Customer Service | About

Home | OrgMainienance | UserMamienance | Agd User

User Maintenance for: Kirk Enterprises

Seareh Using

Search Fields: First Name | LastName|

Login ID | stams | v
User Role -
Seller

Seller Administrator

Form Builder Administrator =

Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ
012345678910

9| Find It 10 Clear 10 Add User ]

Login ID First Name Last Name Status Role(s)

KIRKE Hark Smith Active Seller
Seller Administrator

LAURAE Jane Coe Active Seller

Add User Il Exit

Copyright & 2015 Periscope Hokdings, Ine. - All Rights Resarved,
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Update User Information and Password
1. Click user name under Login ID column on Search page

BidBuy

ILLINOIS ¢PROCUREMENT

NIGP Code Browse | My Accourt | Customer Senvice | About

Home | OrgManmienance | UserMainienance | Add User

User Maintenance for: Kirk Enterprises

seareh Using

Search Fields:  First Name | LastName|

Login ID | ostams | v
User Role -
Seller

Seller Administrator

Form Builder Administrator =

Erowse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ
012345678910

[ Find It [ Clesr [ Add User |
Login ID First Name Last Name Status Role(s)
KIRKE Kirk Smith Active Seller

Seller Administrator
o LAURAE Jane Doe Active Seller

Add User Il Exit

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved,

2. Update information into the fields by clicking in the field box
3. Update user Roles

® The State only uses Seller and Seller Administrator

4. Click Save & Exit

BidBuy

ILLINOIS ePROCUREMENT

NIGP Code Browse | My Accourt | Customer Service | About

Home| OngMainienance | UserMainienance | Add User

New Vendor User for Kirk Enterprises

Salutation [ "]

First Name™: Last Name*:

P :‘ e :‘
- | —

Login 1D *: | Status™: Active ¥ |

Mew Passward® | Confirm Password® | |
Login Questior’* ¥ |Login Answer* | |

< )

|| Seller ‘Can Creste Blanket Change Ordars.
] Seller Administrator Can Upload Contract

°| Save & Exit | [ Reset |[ cencel & Exit

Copyright € 2015 Periscope Holdings, Inc. - All Rights Reserved.

17| Page



Menu Option #3: Add Users on this Account

This option allows the ability to add user to this account.

1. Click Home
7. Click Add Users on this Account

BidBuy

ILLINOIS ePROCUREMENT

Seller

Seller Administrator

NIGP Code Browse | My Account | Customer Service | About September 2, 2015 10:42:46 AM COT 0 E’

] tHome| O Msintenance | UserMaintenance | Add User Kirk Batson

Maintenance Home Page for: Kirk Enterprises

General | Alerts

(2

Add Users on this
Account

Maintain Users on this
Account

Maintain Organization
Information

Add Associated
Organization

— =

This section is used for adding
an organization with the same
Tax ID.

This section is used for
maintaining organization
information.

This section is used to
maintain users for the
organization.

This section is used to add
users to the organization.

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved

3. Enter Information into the field by clicking in the field box
4. Select user Roles

® The State only uses Seller and Seller Administrator

5. Click Save & Exit

BidBuy

ILLINOIS ePROCUREMENT

NIGP Code Browse | My Account | Customer Service | About

Home | OngMainienance | UserMainienance | Add User

New Vendor User for Kirk Enterprises

Salutation T

First Mame*: Last Mame™:

st e e :
- | — —

Login ID*: | Status™: Active V¥ |

Mew Password® | Confirm Passward® |
Login Cuestion ¥ | Login Answer® |

[ Seller

|| Seller Administrator

Can Creste Blanket Change Orders.
Can Upload Contract

Save & Exit Il

(5 X

Reset |[ cancel & Exit

Copyright & 2015 Periscope Holdings, Inc. - All Rights Reserved.
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Menu Option #4: Add Associated Organization

This option allows the ability to add an Associated Organization to your account. For purposes of BidBuy,
an Associated Organization is a business that may have a separate mailing address, identity and staff,
but share the same Federal Tax Identification Number.

Using this option, a Seller Administrator can send an email through the system inviting a business to join
BidBuy as their associated organization. You may also enter a few lines of text to customize the email.
The recipient will be provided with instructions on how to activate their BidBuy account.

Click Home
Click Add Associated Organization

A i
: L.I\.:_ \BUlJ
ILLINOIS ePR

=l Seller Administrator

NIGP Code Browse | My Account | Customer Service | About September 2, 2015 10:42:46 AM coT @ 5

. Home | Org Maintenance | User Maintenance | Add User Kirk Batson
Maintenance Home Page for: Kirk Enterprises

‘ General | Alerts

©

Maintain Organization Maintain Users on this Add Users on this Add Associated
Information Account Account Organization

1

This section is used for This section is used to This section is used to add This section is used for adding
maintaining organization maintain users for the users to the organization. an organization with the same
information. organization. Tax ID.

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

Enter email address and desired text into the field by clicking in the field box
Click Send

Send Mail

o Use the email form below to request that the associated organizations register in BSO. The link provided below must be used in order to register with the same tax ID.
To*
cC:

Send confirmation email te Kirksmith@gmail.com
From: Kirksmith@gmail.com
Subject™ Kirk Enterprises requests you register with the State of lllincis's eProcurement system

Text:

| Send il Cancel & Exit |

CopyTight @ 2015 Periscope Holdings, Inc. - All Rights Reserved.
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5. Click OK

Add Associated Organization

Subject: Kirk Enterprises requests you register with the State of |llinois’s eProcurement system.

Email Recipients

Delivery Date: 08/06/2015 11:24:50 AM

[ 5 e

Copyright & 2015 Periscope Holdings, Inc. - All Rights Reserved.

® Email includes login instructions to register as an associated organization
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