ELECTRONIC BUSINESS REGISTRATION GUIDE

PART ONE: CREATE USER ACCOUNT
You will need an email address and your 9-digit Taxpayer Identification Number (TIN) to register.  Without these, you will be unable to register at this time. 
Step 1. Access the on-line Bidder registration at http://www.in.gov/idoa/2464.htm and select the “Start your bidder registration” link at the bottom of the page. 

Step 2. Choose if you are registering as a business or as an individual and that you are 

selling goods/services.  Then click the yellow  “Next” button to continue.
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Bidder Registration

Step 1 of 6: Preliminary information.
These questions will determine the type of bidder you will become.

*Required Field

1.Please select the type of bidder which best describes you.

@ Business
© Individual

2. Whattype of bidding activities are yor

© Buying goods Services
@ Selling goods Services
© Both

Next == Cancel Registration

*Required Field
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Step 3. Enter the following fields:


Company – Legal name of your company 

First name – Enter your first name

Last name – Enter your last name

Title – Your title in the business

Email ID – Enter the email address where we will send notices of opportunities


to bid on goods and services


Telephone – Enter the telephone number where we can contact you


Fax – Enter the fax number for your company



User ID – Enter your chosen ID 
Click the yellow “Next” button and go to Step 4 of these instructions.
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Bidder Registration

Step 2 of 6: User Account Setup

Begin creating your user account here. Note that you may register other sers for your company in
addition to yourssf. To create aditional accounts for other users, click” Save and Add Another
User' o expand the form. You may also provide instant messaging account information (for real-
time communication with others using the system), as well as preferred time zone and currency.
*Required Field

*Company [Wichael Test Business

URL: e
user information ]
Fsthame[gp i Deete

“Last Name [Srn

Title [Gumer

"EmailID [rnsturm@idoa.ingov

*Telephone [317.555.1212 Ext

Fax [317.885-1213
“User IDfrcanat | (User's account login name.)

Other Contact info (Optional)

Instant Messaging (M) Information

Persanalization Information
Language [English

ime Zone [ESTA Q Indiana

Currency Code [USD @ US Dollar

Save and Add Another User
<= Back Next == Cancel Registration




Step 4. Enter the following fields:
Address - Enter your address. If you enter an address outside of the USA, please
make sure you enter the proper country in the field before entering the rest of the address information. You must fill out the address 1, city, state, and postal code. 

Click the yellow “Next” button and go to Step 5 of these instructions.
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Bidder Registration
Step 3 of 6: Primary Address

Flease provide a Primary Address for your company.ffyour company has multiple site locations, the
Primary Address would be the main headquarters.

*Required Field

i

ry Address

Country: United States  Chance Couniry

“Address 1: [1212 Anywhere Ave
Address

Address

Address

“city: [indianapoiis
County:
“stat

N Q ZIP code: [45204
<= Back Next == Cancel Registration

*Required Field
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Step 5. Change the “Designate as Contact for” drop-down to Primary Address

Click the yellow “Next” button and go to Step 6 of these instructions.
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Bidder Registration
Step 4 of 6: Address Contacts

Please enter additional addresses as necessary. (This is required only if your Primary Address is
not used for all address types ) Nex, please designate each fyour registered users to an

appropriate address categary. Ifyoute not sure which address category is the bestmatch,
choose "Primary Address”
*Required Field

User Name
Bob Smith

<= Back Next == Cancel Registration

*Required Field

Desianate as Contact for
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Step 6. Enter the following fields:
ID Number – Enter the Taxpayer Identification Number for your business. This may be your Federal Employer ID or your Social Security Number.  This field only holds nine characters.  Please enter the number without using a dash (-) or space.
Click the yellow “Next” button and go to Step 7 of these instructions.
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Bidder Registration

Step 5 of 6: Additional Clas: ation Information

Flease fil out the following information. This information allows us to more accurately tailor the
Sourcing process with your business.

*Required Field

Standard ID Numbers:

1 *Tax Identification Number [sssameee

[More About Your Organization (Optional)

HUBZone Progran ‘Sm Disadvantaged Business Prog:

Size of Small Business: Other Preference Programs:

Veterar

T~ Women-Owned Bu

I~ Emerging Small Bu

*Required Field

= T S e

Bstart| B OEem [ 3 Mirasot word ~|[ &7 Register New Bidder <« 1038 Am

I 1nbos - Microsoft Qutlook | 54 b Page update - Mess.





Step 7. Read and review the terms and conditions.  
If you agree to the terms and conditions, check the box saying you agree to the terms and conditions.

Click the yellow “Finish” button and go to the final step of the instructions.
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Step 6 of 6: Terms and Conditions

Make sure you read the terms and conditions fully before confinuing.

*Required Field

¥ Iagree to be bound by the following Terms and Conditions:

[1_<p align=center> <b>Opportunityindiana Terms Of Use :I
|greement <fo><fp>

[Welcome. Thank you for visiting the Opportunityindiana Web
[portal (the "Portal’). As is true for many other Web sites, this
[Web portal has rules that apply to your use of this Portal and
any senices available through this Portal. Those rules,
referred to as "terms of use,” are setforth in this Terms of Use
|Agreement. By using this Portal, you are agreeing to comply
[with and be bound by the following terms of use. Please review
[them carefuly. ifyou do not agree with any of these terms of
use, please do not use this Portal.

<p><h>ho Owns This Portal?</b>

|<br=This Portal is owned by the State of Indiana (Oppin).

<= Back Finish Cancel Registration
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Step 7. You have completed the basic information for your Bidder Profile.  You must either click the Sign in button to continue with the registration or you can go back and finish at a later time using the information sent to you in a confirmation email as shown below.
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Bidder Registration

Bidder registration for Michas| Test Business was successful

Thank you for providing us with your basic information please sign in by clicking the yellow Sign In
button belaw and Supply us with more etalled information aboutyour business. This infarmation
helps the State of Indiana send you solicitation notices

1 Bab Smith sign in
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[Mew Contact Added

You have been added as a new contact for your organization.

User ID and Password
User ID:  EXTOD00019673
Password EXTODDSS
URL

hitps:/financial.grmis.in.govpspifsprd/SUPPLIER/ERP/C/AUC_MAINTAIN_BIDDERS.AUC_BID_CONTACT_SS.GBL

You may log in to State of Indiana Strategic Saurcing application at the web address above to add or change your detailed bidder information and to change or add
categories of goods and senices you provide.




 

This email contains your bidder registration number (BRN) and your password for your profile.
If you did not continue and now want to update your profile, you must access the bidder profile update page at http://www.in.gov/idoa/2464.htm .  You will need to pick the link Update Your Bidder Registration Profile to continue with your updating of your bidder profile.

PART TWO: UPDATING YOUR BIDDER PROFILE
Your Bidder Profile includes information about the goods and services you provide, any pricing preferences, and additional contact information. 

Step 1. The Bidder Welcome page includes a list of required information. Review this

page and be sure you have everything you need. You will not be able to save your

registration if any of this information is missing.  Click on the yellow “Next” button 
and go to Step 2 of these instructions. 
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Buy Indiana Registration

Welcome to the Buy Indiana registration web pages. We need to collect the following
information from you

Legal Name

Owner's Gender

Owner's Etfnicity”

CEO Name

Submitier Narme

Email ID (Required in order to receive salicitations)

Receve arders preference (email, mail or fax)

Minarity Business Enterprise (MBE) andior Women Business Enterprise Information
(WBE)

Small Business Information

Secretary of State Regisiration Information

NAICS Code™

Mailing Address information

United Natians Standard Product and Senices Code (UNSPSC) information

“Ifyour business is a corporation (or has muliple owners) and are unable to declare
an owner's gender and sthnicity, you will need to chooss Male s the Owner Gender
and Caucasian as the Owner's Ethnicity.

**The NAICS Code is also called the Business Activiy Code. It can be found on the
following federal Income Tax retums:

Indhidual - Form 1040 - Schedule C, Page 1, Line B

Partnership - Form 1065 - Page 1, Line C

Corporation - Form 1120 - Page 2, Schedule K, Line 2a

Sub Chapter § Corporations - Form 11208 - Page 1, Line B

Next





Step 2. Enter or change the following fields:


Vendor Legal Name – Legal name of your company

Owner’s Gender – Gender of the owner

DBA Name – “Doing Business As” Name (only enter if different than your legal name)

Owner’s Ethnicity – Ethnic origin of the owner of your company. If your business is a 
corporation (or has multiple owners) and you are unable to declare an owner's gender 
and ethnicity, you must choose Male as the Owner Gender and Caucasian as the Owner's 
Ethnicity.

CEO Name – Chief Executive Officer Name of your company 

Submitter Name – Your name

Email ID – Email address used in registration

Company Web site – If you have a web site, enter it here.

I want to receive orders by – Select your preference to receive orders from the State of 
Indiana. Your options are Email, Fax or Regular Mail; you need to choose only email. 


You must check the Notify me of Opportunities to receive solicitations from the State

 
Agencies.


Registered with the Secretary of State – Check this box if you are registered with the 
Indiana Secretary of State.  If so, you will be prompted to enter your Secretary of State 
Control Number.  You must have this number if you check this box.  If you do not know 
it at this time, click on the link to the Secretary of State’s search page. When you find 
your control number, return to this page to enter it.


NAICS code– Enter the North American Industry Classification System code number. If 
you want to search for a NAICS code, click on the link. This number can also be found 
on your Federal business Income Tax return on one of these pages:
1. Individual - Form 1040 - Schedule C, Page 1, Line B
2. Partnership - Form 1065 - Page 1, Line C
3. Corporation - Form 1120 - Page 2, Schedule K, Line 2a
4. Sub Chapter S Corporations - Form 1120S - Page 1, Line B 
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“Iwant to receive orders by: | Email N [ Notify me of Opportunities.

Registered with the Secretary of State [~

#1f you are unsure of your Secretary of Stats Cortrol #, Pleass click he ik below.

hitpsiisecure in ovisosfhus senicefoniine compsfdefauttasn

North American Industrial Classification System (business activity code)
“NAICS Code: 11 @ Agriculture, Forestry, Fishing, and Hunting

#1f yau are unsure of your NAICS Code, Please cick the nk below

it census.goviencdhwmeuinaics bl

Bytyping in your name you are certifying the accuracy of this data. By executing this registration the
vendoricontractor certifies under the pains and penalties of perjury that all of the information is true and accurate
as of the date of submission.

*fields are required Frevious Next




When you have completed this page, click on the yellow “Next” button and go to step 3 of these instructions.

Step 3.  Buy Indiana information


Buy Indiana Certification - You will need to determine if you qualify as an Indiana


business based on one of the five listed descriptions.  Click the appropriate choice if


you qualify.  If you do not qualify or are not sure, contact Amey Redding at 


317-234-3542.


Acceptance of Certification – You must mark the box to certify your information or 


you cannot continue.


Buy Indiana – Check this box if you want to be included in the Buy Indiana listing so 
other business can find you.


Affirmation for acceptance in Buy Indiana listing – Check the correct box to affirm 
your ability to be listed in the Buy Indiana Directory.


Certification of Accuracy – You must check this box certifying your information is 
correct for all information supplied to the State of Indiana.


Public Web Site – List your web address for publication in the Buy Indiana listing if you 
want it listed.

Public Telephone – List your public telephone number for publication in the Buy Indiana listing if you want it listed.


Public Email – List your public email address for publication in the Buy Indiana listing 
if you want it listed.


Description of Your Business – Short description of your business to be listed in 
Buy Indiana listing

When you have completed this page, click on the yellow “Next” button and go to step 4 of these instructions.
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Sefi: __ STIND. BidderID: 0000019572

Please selectthe category that most closely represents the status of your business with the State of Indiana.

Buy Indiana Certification

Abusiness whose principal place of business is located n Indiana.

Abusiness that pays a majority ofts payroll (in dollar volume) to residents of Indiana.
Abusiness that employs Indiana residents as a majority of ts employees.
Abusiness that makes significant capital investments in Indiana.

Abusiness that has a substantial positive economicimpact on Indiana.

Business does not qualify as an Indiana Business

Please check the box acknowledging acceptance of your certification. Failure to check the certfication
boxwill cause your business to be classified as an Outof State business

[7] I certty that the information provided above is tue and accurate as of the time of this registration. | further
understand that using any false of misleading information may resultin pros ecution for fraud, revocation of
certfication, and having this business placed on  suspension lst barting itrom contracing or doing business
with the State of Indiana or any oft agencies.

0511107 8:57:24AH IND

ABuyindiana listing will let other businesses find you based on the goods and senices you are interested in
providing to them. To be listed you must indicate you want a isting and you must be an Indiana Business.

[] 1wantmy business to be listed as an Indiana Business i the “Buy Indiana” Directory.

[ 1 cerify that the information provided in this regisiration is true and accurate as of the time of this registration. |
further understand that regstration using any flse or misleading information may resultn prosecution for
raud, deletion from this websile, revocation of regisiraion, and having this business placed on a suspension
listbarring it rom contracting wih the State of indian or any ofts agencies

Public web sie:

Public telephone:

Public email:
Description Include a short descripton of your business (1000 characters).

@ Localinrant | Protected Mode OFF





Step 4. Enter or change the following fields:


Certified Minority Business Enterprise(MBE) – Check this box if you are a certified 
MBE with the State of Indiana.  You will be prompted to enter your MBE/WBE 
certification expiration date.  Fill in as much information as you can for this.

Otherwise MBE Certified – Check this box if you are a certified MBE with another 
entity.  If so, you will be prompted to enter that other entity.

Certified Women Business Enterprise(WBE) – Check this box if you are a certified 
WBE with the State of Indiana.  You will be prompted to enter your MBE/WBE 
certification expiration date.  Fill in as much information as you can for this.

Otherwise WBE Certified – Check this box if you are a certified WBE with another 
entity.  If so, you will be prompted to enter that other entity.

If you are not a certified MBE/WBE, are interested in getting more information 

on becoming a certified MBE/WBE, click on the “Interested in becoming a 

certified MBE?” or “Interested in becoming a certified WBE” links.


Indiana Small Business – If you are interested in being registered as a small business, 
you must meet the criteria stated on the General Info page.  State statute requires that 
you can only register for one small business classification, so if you fall under more than 
one category, you must pick one.  If you do not qualify, simply click the “None” radio 
button. 
When you have completed this page, click on the yellow “Next” button and go to step 5 of these instructions.
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Small business means a business thatis independently owned and operated and is not dominant in ts field of
operations. Small business must also satisfy one of the following areas of business. Select none ifyou do not
meetthese criteria.

€ Wholesale Business € Manufacturer € Construction
Annual sales forfs Mostrecemty T number ofts srnployees js  AYerage gross annual
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Bytyping in your name you are cerifying the accuracy ofthis data. By executing this registration the vendoricontractor
cerlfies under the pains and penalties of perjury that all of the information is true and accurate s of the date of
submission.
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Step 5.  You may enter up to 4 different addresses (invoicing, remitting, returning and 
ordering).  If they are all the same, simply enter your address using the “Remitting” 
address type.  To enter multiple addresses, click the “+” on the top right of the address.  
To delete the current address, click the “-“on the top right of the address.


If you enter an address outside of the USA, please make sure you select the proper 
country from the country drop down prior to entering the address information. 


If you enter an address, you must fill out the address 1, city, state, postal code, telephone 
and contact name. 
If you would like to add additional address choices, you will need to click the yellow + sign to add the addition addresses.   When you have added all your additional addresses, click on the yellow “Next” button and go to step 6 of these instructions.
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Ifyou have more than one remittance address, please fax the additional
addresses, with a completed W9 Taxpayer Identifcation Form, to Shirlsy
Houston, Vendor Registration Coordinator, at 317-232-7312. On your cover letter,
please state that you have registered your company on our web site.
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Bytyping in your name you are cerifing the accuracy of this data. By executing this
registration the vendoricantractor cerlfies under the pains and penalties of periury
that all afthe information is true and accurate as of the date of submission,
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Step 6. If you would like to receive solicitations from the State of Indiana, you must fill out the goods/services section. We use the UNSPSC (United Nations Standard Products 
and Services Code) codes to categorize goods and services. The registration will only let you pick valid UNSPSC category codes.

Click on the yellow folder to the left of “UNSPSC”. You will see the top level categories. 
You may open more details by clicking the folder symbols. You may add a category by 
clicking on the underlined name. You may remove a category by clicking the yellow 
minus icon to the right of the category.

We advise that you do not make your UNSPSC choice too narrow.  This will limit your opportunities for solicitations.

If you would like to add additional UNSPSC choices, you will need to click the yellow + sign to select additional codes.  When you have added all the UNSPSC choices, click on the yellow Next button and go to step 7 of these instructions.
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Bytyping in your name you are cerlfying the accuracy ofthis data. By executing this registration the
vendoricontractor cerfies under the pains and penalties of perjury that all of the information is true
and accurate as of the date of submission,
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Step 7. If you would like to receive solicitations from the Indiana Department of 
Transportation, you may click on one of the four checkboxes. Each checkbox is for a 
different type of purchase conducted by INDOT. We will relay your email and contact 
information for them to update their opportunity email list services.
Click the yellow “Save” button and go to Step 8 of these instructions.
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Bytyping in your name you are certifing the accuracy of this data. By
execuling this registration the vendoricontractor certifies under the pains
and penalties of perjury that all of the information is true and accurate as

ofthe date of submission.
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Step 8. Once your INDOT choices have been entered, click the yellow “Save” button at the bottom right of the screen.  If you do not click the “Save” button, you will not update your profile.  Once bidder profile has been saved, you will receive a message saying that it has been successfully saved.
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We will immediately send an email to the email address you entered in step 2. This email 
will not include your mailing address(es), but it will include other information you have 
entered.

Step 9. Thank you for registering, you may now close your browser.
