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Part 1: Collect the Required Materials

Required Resources
The system used to build your profile may time-out; please have all mandatory registration
information available before you begin the process.

Mandatory information includes:

O0000O0O0O00O00000000

Legal Name

Owner's Gender*

Owner's Ethnicity*

Taxpayer ID Number (TIN)

CEO Name

Submitter Name

Valid Email Address

Receive orders preference (email, mail or fax)
Indiana Veteran Business Enterprises
Minority/Women Business Enterprises

Small Business Information

Secretary of State Registration Information
NAICS Code**

Mailing Address information

United Nations Standard Product and Services Code (UNSPSC) information

* If your business is a corporation (or has multiple owners) and you are unable to
declare an owner's gender and ethnicity, you will need to choose Male as the Owner
Gender and Caucasian as the Owner's Ethnicity.

** The NAICS Code is also called the Business Activity Code. It can be found on the
following federal Income Tax returns: Individual - 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 S Corporations - Form 1120S - Page 1, Line B


http://www.irs.gov/Individuals/International-Taxpayers/Taxpayer-Identification-Numbers-(TIN)
http://www.in.gov/idoa/2862.htm
http://www.in.gov/idoa/mwbe/index.htm
http://www.naics.com/search/
http://www.unspsc.org/
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Part 2: Request New Profile Creation

To create your Bidder Profile go to http://www.in.gov/idoa/2464.htm and select

Create Bidder Profile.

Step 1: Select the type of Profile

1. Select Business
2. Select Selling goods/Services

Click Next>>

Step 2: General Information

Fill out all of the required information. Note
the important items below.

Company: *use the legal name of your
company

Title: *Your job title/role

Email ID: *Business Opportunities based on
your UNSPSC codes will be sent to this email

User ID: *Enter an ID. You may be provided a
new one once you’re profile request is
generated.

Click Next>>

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. What type of bidding activities are you interested in?

() Buying goodsiServices
@ Selling goodsiServices
© Both

Next == Cancel Registration

* Required Field

Bidder Registration

*Company Name: ’i

Step 2 of 6: User Account Setup

Begin creating your user account here. Note that you may register other users for your company in
addition to yourself To create additional accounts for other users, click " Save and Add Another
User” to 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

URL: nttpl |

User Information

*First Name: [ Delete

“Last Name:

Title:

“Email 1D:

*Telephone: Ext:

Fax:

User ID: (User's account login name.}
Other Contact Info (Optional)

Instant Messaging (IM) Information
I Service: -

IM User Name:

Personalization Information

Language:

Time Zone: Q
Currency Code: @,

Save and Add Another User

[ == Back Il Next == Cancel Registration

* Required Field



http://www.in.gov/idoa/2464.htm
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Step 3: Enter Your Company’s

Bidder Registrati
Headquarters idder Registration

Step 3 of 6: Primary Address

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

Enter the required information.

* Required Field

*If an address is outside of the USA, enter the f°“"‘"’1 . Bai 0, e ses
proper country in the field before entering the rest et

Address 2: [

of the address information. Address 3

Click Next>>

| <<Back | Next»» | | Cancel Registration

* Required Field

Step 4: Select Primary Address Bidder Registration

Step 4 of 6: Address Contacts
Change the DeSig nate as Contact for drOp- Please enter additional addresses as necessary. (This is required anly if your Primary Address is

notused for all address types.) Next please designate each of your registered users to an
i appropriate address category. Ifyou're not sure which address category is the best match,
down to Primary Address sporose s s
*Required Field

Company Contacts Customize | Find | | B8 Frst © 10f4 1 Last

Click Next>>

User Name~ Designate as Contact for

Amey Redding Primary Address v

| <<Back || Net=> | ! Cancel Registration

* Required Field

Step 5: Enter Your Tax ID Number

Bidder Registration
Step 5 of 6: Additional Classification Information

Th i S may be your Federal Em p I Oyer I D Or your Please fill out the following information. This information allows us to more accurately tailor the
Social Secu rity N u m ber Sourcing process with your business.

* Required Field

*enter the number without using a dash (-) or i i

Space Character Ilmlt — 9 1/ *Tax Identification Number |

| <<Back  Nemt>»

CliCk NeXt>> * Required Field

Cancel Registration
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Step 6: Agree to Terms & Conditions
Read the terms and conditions.

This Terms of Use Agreement is required by
the state of Indiana Office of Technology
(10T) for use of the enterprise software online.

Check the box to agree to the terms and
conditions.

Click Finish

Step 7: Sign Out
You have submitted your profile creation
request.

Click Sign Out

Go to Part 3 of this document to finalize your
profile creation.

Bidder Registration

Step 6 of 6: Terms and Conditions

Make sure you read the terms and conditions fully before continuing

* Required Field

[]1 agree to be bound by the following Terms and Conditions:

1. =p align=center=<b=0pportunityindiana Terms Of Use Agreement =/b>=/p= Py El
Welcome. Thank you for visiting the Opportunityindiana Web portal (the "Portal”). As is true for [E]
many other Web sites, this Web portal has rules that apply to your use of this Portal and any
senvices available through this Portal. Those rules, referred to as “terms of use,” are set forth

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 carefully. If you do not agree with

any ofthese terms of use, please do notuse this Portal.

<p=<b=Who Owns This Portal?</b=

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

<p=<b=Right to Change the Portal </b=

<br=0ppln may discontinue, edit, delete or change any aspect ofthe Portal, including, but not
limited to: (i) restricting availability times, (ii) restricting compatibility with certain computer
software or hardware, (jii) restricting amounts of use permitted, and (iv) restricting, -

<< Back J Finish ‘Cancel Registration

* Required Field

Bidder Registration

Bidder registration for MJW was successful.

Choose the desired user from the grid below and signin to Strategic Sourcing.

e ——— .

1 mwilson@idoa.in gov Sign Out
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PART 3: Finalize Profile Set-up

Step 1: You received an emalil

fromgmisworkflow@iot.in.gov | g e

all JI1 SR 2 BT ...3,m (hedc | Aacy Adac

The email contains your User ID and temporary password —_—

b Tat D Eetude
| el

et
Sybject |Soweng Megiswation Apprived.

Click on the link in the email P——
sune ot
B‘d:bn R[ ::l:lil:u Approved
Cengratulatioss, Ju»uu:ceuml,- cmmi yms:m of Indiana Bidder Accoun:,
But Wait! Th o do et igtration.

Information, United Nations

o sign mio the y,:u-m with the User 1D and Faxmor.l pro ¥
that indicatss vour passwond kas expired. Don't woary, we just want 1o make sure you cieals your very own unigoe

password. Simoly click on the link that says "Click here 1o Iu.ngevwl sword”. Enter the password provided in | %
this emnail as the Cuarent Pm— ord., then enter a New Passwond and Confirm it. Don't forget 10 save the new
password some place safe?
Rem umbn only vou can update your bidder profile and you are respoaisible for keeping vour regittration updated.
for your interest in doing busieess with the State of Indiana. Flease save this email for furure reference.
o

Step 2: Login

The link from your email will open the Oracle login page

ORACLE’
Enter your User ID and temporary password PACR NSO TR

Change your password to something you will remember
and use the following steps to complete your profile

Step 3: Navigate to your Bidder Information :
ORACLE

Favorites - Main Menu

In the navigation bar, click Main Menu>Manage Events Seorsh Momu: ®
and Place Bids>My Bidder Information *

1 Manage Events and Place
3 Pay Audit System
D View Terms & Conditions

*This is where you will need to navigate any time you ] crange y Passuors
need to update your profile.

[£] Register Bidder
[£] My Bidder Information



mailto:gmisworkflow@iot.in.gov
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Step 4: Bidder Welcome Screen

ORACLE"

Favorites  Main Menu > Manage Eventsvand Place Bids > My Bidder Information

REViEW the required infOI’mation on this page. Bidder Registration || Buylndiana || Public Listing | IVBE/MBENVBE & Small Business

Buy Indiana Registration

*You W|” not be able to Save your profile |f any Of th'S Welcome to the Buy Indiana registration web pages. We need ta collect the following

information from you:

information is missing. Legal Name
Owner's Gender*
Owner's Ethnicity*
CEO Name

. Submitier Name

CI ICk N ext Email ID (Required in order to receive solicitations)
Receive orders preference (smail, mail or fax)
Minerity Business Enterprise (MBE) and/or Women Business Enterprise Information
(WEE)
Small Business Information

Secretary of State Registration Information
NAICS Code™

MWailing Address information

United Nations Standard Product and Services Code (UNSPSC) information

All bidders MUST provide a primary point of contact in your company for Minority,
Women, and Indiana Veteran Business Enterprise participation regarding
subcontracting pay audit. Required fields are located on the Pay Audit Contacts page.

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

**The NAICS Code is alse called the Business Activity Code. It can be found on the
following federal Income Tax returns:

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

Partnership - Form 1065 - Page 1, Line C

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

Sub Chapter S Corporations - Form 11208 - Page 1, Ling B

Step 5: Bidder Registration General Information Fovges Mon Mo WarageEvent 1d e B My B I
Bupingiana | PubkcListing  NBEMBEAWEE & Small Busingss

Fill in the required fields and make note of the following. —_ s owteasio

“Vandor Lagal Hama: “Ownors Gander:

Doing Business As Name: *only enter if different than Oy cess s e et G

your legal name “ceo rame “Sobnier e
Email 10 1

Owner’s Ethnicity: *If your business is a corporation Vo

(or has multiple owners) and you are unable to declare an R —— —

owner's gender and ethnicity, choose Male as the Owner’s Reitorsd i e Svcreary o St |

of your Secresary of Sisoe Conornl #, Piease chok the ink below.

Gender and Caucasian as the Owner's Ethnicity. s e o, S opAtasLg

Q

M you are unsure of yeor HAKES Code, Plaase cick the Ik below.

I want to receive orders by: *Select Email s st i

Registered with the SOS: This is not required L ———

VMBOTICOATIACION CAMITS UNdar I PAING &Nd panaltiss of parury Ehat sl of the information it trus and sccurats
b saon.

NAICS code: Use the link to search for a NAICS code or
this number can be found on your Federal business
Income Tax return:

e Individual - Form 1040 - Schedule C, Pg 1, Line B

e Partnership - Form 1065 - Pg 1, Line C

e Corporation - Form 1120 - Pg 2, Schedule K, Line 2a

e Sub Chapter S Corporations - Form 1120S - Pg 1, Line B

Click Next
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Step 6: Buy Indiana

Favorites . Main Menu > Manage Events and Place Bids > My Bidder Information

Buy Indlana Certlflcation: CIle the approprlate Cholce_ Bidder Welcome || Bidder Registration PublicListing || IVBE/MBEAVBE & Small Business || Af

If you are not sure, contact Amey Redding (317) 234-3542

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

E

@ Abusiness whose principal place of business is located in Indiana

Then check the box to certify that the information
- @) Abusiness that pays a majority of its payroll (in dollar volume) to residents of Indiana.
IS aCCU ra.te- © Abusiness that employs Indiana residents as a majority of its employees.

@ Abusiness that makes significant capital investments in Indiana

@ Abusiness that has a substantial positive economic impact on Indiana

Buy Indiana Directory: Check to be included in the Buy e e ot e s
Indlana dlrectory On page Please check the bax i of your Failure to check the certification

box will cause your business to be classified as an Out of State business.

http -//WWW in qu/I doa/2467 htm | cetfy that the information provided above s true and accurate as of the time ofthis registration. | further

understand that using any false or may result in for fraud, revocation of
certification, and having this business placed on a list barring it from or doing business
with the State of Indiana or any of it agencies.

01/01/00 12:00:00AM EST

Description of Your Business: This description will be
listed on the directory. Character limit = 1,000 - . . o

I'want my business to be listed a8 an Indiana Business in the “Buy Indiana” Directory.

| certify that the information provided in this registration is true and accurate as of the time ofthis registration. |
further understand that using any false or may resultin or
CI iCk N Xt fraud, deletion from this website, revocation of registration, and having this business placed on a suspension
e list barring it from contracting with the State of Indiana or any of its agencies

Public web site: [www.public.com

Public telephone: 317-333-3333

Public email; |

Description: Include a short description of your business (1000 characters).
Great Company

Step 7: Business Classifications
Favgr'mﬁ Main‘Mem> ManageEvenEal\deceElds > My Bidder Information

Indiana Veteran Business Enterprise: Check this box if

[#Indiana Veteran Business Enterprise DUNS 123458785
P

you are an IVBE according to the information listed at the A Do By e go o282 i
.
website shown.

Expiration dstes electronically populsted from State Certification datsbase.
*Don’t forget to file your IVBE Certification Application

Interested in becoming an Indiana certified Minority or Women Business Enterprise?

State of Indiana MBE/WBE Certification: Your current o o sy st o o oy o o S e
Indiana certification information will populate from the e cartes 7 et oty

state certification database. If you are interested in getting e

more information on becoming a certified with the state of

Indiana visit www.in.gov/idoa/mwbe o s mears st s oyt ound nd pui ' o dran .

business must also satisfy one of the following areas of business. Select none if you do
itena.

Other Certified Minority or Women Business Teyen st Temmmors e s SIS
Enterprise (M/WBE): Check this box if you are a ey
certified M/WBE with the federal government, a city, ' = chowty A e
town, or other entity.

Small Business: Select one small business classification
to be registered under. If you do not qualify for any,
select None

or more veterans who have been residents

sy .o
CI iCk Next o 1) year before making an offer or, in the caze of 3



http://www.in.gov/idoa/2467.htm
https://fs85.gmis.in.gov/psp/guest/EMPLOYEE/ERP/c/AUC_MAINTAIN_BIDDERS.SOI_BUYIN_SEARCH.GBL?FolderPath=PORTAL_ROOT_OBJECT.EPCO_BID_MAN1.SOI_BUYIN_SEARCH_GBL&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder
https://forms.in.gov/Download.aspx?id=12350
http://www.in.gov/idoa/mwbe
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Step 8: Add Ordering & Remitting Addresses

Favorites | Main Memus > Manage Events and Place Bids » My Bidder Information
setil: BNU Bidder I GUDOUSIT4

*You must enter address in both fields, even if they are the
same address

Please click + sign and enter both Ordering and Remitting Address Types.

Select the address type using the drop-downs use the + M 1t i s nd i s et s
icon on the top right to create a new address field oy o e s e
[1224 Raseif Ln Pastal Search
Address Types —
Ordering = Where purchase orders should be mailed ] [
Remitting = Where payments should be directed o
*|f you enter an address outside of the USA, please make e —
sure you select the proper country prior to entering the = Tooey Rt

address information.

. (=]
saddress T
RCCre=s P Click the + sign to add an address and click the - sign to delete this
Remiting v address
** Complete Address Is Required

When both address types are complete, click Next Coutry: [OBAIR, Ui States
Address 1: [1224 Radciif Ln

Address 2: |
Address 3: [

City: Indiznapolis

Step 9: Pay Audit Contacts
Select the primary contacts from your business that you L
would like designated to receive notifications from the

(] | NBEMBEMEE & Sl Business | Addresses B Lt Gl GoudsiSenices | INDOT Nalificaion

Pay Audit System for each subcontractor contract type. e smo meenm oo
Ihe Stata uflnqmna_. I.nmana Uepanment of Adminisiraiion manages a Fay Audil System for compiianca mongonng
The contact person will receive notifications from the Pay | “ ™"

. . . The ?a‘f.ﬂud!?}s&erﬂ c,a'%re: aﬂiwma@;&nﬁadﬂﬁirﬂan&hfﬁ:-’I'.'EEI]. MlnoerSngcxn-?en; Burziness
Audit System if your company is awarded a contract that A WG eyt s o £1c3 M R WG S o
has SchontraCtor partICIpatlon' This valuable resource helps the Stabs monitor and enforces IVBC and MWDC spend commitmends on stale confracts.

. R 61 Wb o, 15 b aTsi ot g o g A e
A primary contact must be selected for each type of i et compancs g

: .
business enterprise.
Contact Name: Amey Redding Phone; | 317/213-2333
*If the contact information is the same for all three you T o e s e
can fill out the Minority Business Enterprise section and I ormtion t A 8o
then select Apply Information to All Below.

Contact Name: {funiey Redifing Phona: 117734333333

When a_|| contacts are Comp|ete, click Next Emall Andress: fney retking@yahan ton

Contact Name: Amey Redding Phone; [3177333-3303

Fmall Adress: f@ney redding@yaboo.com



http://www.in.gov/idoa/mwbe/payaudit.htm
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Step 10: Goods/Services

wiirtes | Han Moni o Manage Events aod Place Bits > My Bidder Information

(3] | Bipinciana  Pubbclistng | VEEMBEVWEE £ Smum Busingss | Adoresses | Pay Auti Contacs

Select the goods/services your business provides using
UNSPSC codes. You will receive notifications for
business opportunities based on your selection. B TS P

Seul: STIND Badder 10 0000033147

=

Click on the folder icon to see the top level categories and
click the folder symbols to see more details. Add
categories by clicking the underlined names. Remove
categories by clicking the minus icon next to the category.

** Please sebect a3 mary UNSPSC calegones a5 possible hat refed your business. Bids will
a sant ol o 15 ponses

4 0 this e veng lractor cerlibes under the pains and penallies of
parjury that all &1 ha InkarMatian i trus And ACCETats a8 of the dats of submeLssn.

*We advise not to make your UNSPSC choice too narrow.
Example: If you select only the highest level, you will s
receive only solicitations that are sent out at the highest

level.
*IVBEs and MWBEsS are requested to use the UNSPSC
that is on their application with the Division of Supplier

Diversity.
When all UNSPSC choices are added, click Next

Step 11: Sign up for INDOT Notifications

Favores - ManMenu > Manage Events and Plica Bids > My Bdder Information

(4] | IVBEMBEMWEE & Smal Busingss | ASIresses | Pay AuORContadts | GooasfSraces

To receive solicitations from the Indiana
Department of Transportation, click the
corresponding checkbox for the type of
purchase notification you wish to receive.

Setilk ammn Didder ID: (00003147

INDOT Putic kavolverment E-mail Liats

Highway ConsInschon and mainlanncs Coatracts

glajaial

| Hewrs on Bad Ogportunities

Protessicanl Servdces Dulletin information

Dy executing this registrodion the vendor'contractor certifies under the
paing and ponaltes of parjury tat all of the iformation is trus and
mccurats os of the date of submission.

Pruious Bave



http://www.in.gov/idoa/mwbe/2489.htm
http://www.in.gov/idoa/mwbe/2489.htm
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Step 12: Save Your Changes

FavrRes  Man Menu ; Manage Events and Place Bids » My Bidder Information

Click save @

et STHOD Badder i 0000013147

*1f you forget a mandatory field you may be redirected to
the corresponding page. -

L Ll he conifies under the
pains and penaltses of pedury that off of the information is true and

accurate as of the date of submEssion.

Step 13: Pop Up Box

Once your bidder profile has been saved, you will receive
a message saying “You have successfully registered with
the state of Indiana”.

Click Ok
An email will be sent to the email address connected to

your profile. It will contain a copy of the information you
entered, but will not include your mailing addresses.

Step 14: Sign Out

Click Sign Out in the upper right corner of your screen to
complete the process.

10
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