
Step By Step Guide for 
Registering with BidSync

Procurement Department



Step 1: 

• Enter City of Miami Beach Website www.miamibeachfl.gov and click 
“CITY HALL.” 



Step 2: 

• Scroll the Departments 
listed and click on the 
“PROCUREMENT” tile.



Step 3: 

• Scroll down and click 
“How to become a vendor?” 
under the Top Links section. 



Step 4: 

• Click on the link located in the 
“Looking for Bid Opportunities” 
Section;
www.bidsync.com/miami-beach



Step 5: 

• Once you enter www.bidsync.com/miami-beach, click “Register for 
Free.”   



Step 6:

• Fill in the required information and click “Submit.”



Step 7:

• Once you submit visit your email to verify email address.



Step 8:

• Click the link to confirm your email address.



Step 9:

• Once you click the link, create your password.



Step 10: 

• Join or Create a company.



Step 11:

• Once you have joined or created a company you must select a sales 
territory.



Step 12:

• Select three (3) keywords to create a bid list that fits your business 
and click “next.”

EXAMPLE



Step 13:

• Select the NIGP Code that match your keywords or search codes that 
match your company profile.





BidSync Notifications

• Registered firms will receive emails from BidSync with advertised 
solicitations that meets keywords selected during registration.



BidSync Notifications (Continued)

• Firms will also be able to 
log-in to their BidSync 
profile and view 
advertisements that 
meet the firms 
preselected keywords; 
this is automatically 
generated by BidSync.

OR
• Firms may also search for 

solicitations via the 
BidSync search database.



Procurement Department 

STEP BY STEP GUIDE 
ON HOW TO 

SUBMIT AN ELECTRONIC BID



Step 1:
If interested in a solicitation click “Add to My Bids.”



Step 2:
You will find various tabs for the solicitation on the main page for the solicitation, read through information
found in the “Details” tab.



Step 3:
At the bottom of the “Details” tab you will find the following statement “Vendors must possess the following
qualifications before they can participate in this bid: QUALIFICATION View required qualifications.” Bidder shall
complete the vendor qualifications prior to proceeding any further by clicking “view required qualifications.”

1. 2.

3.



Step 4:
Once you have completed the vendor qualifications and the City has approved the qualifications you may
proceed to the “Documents” tab.



Step 5:
Next you must view/accept all documents and complete the questionnaire found in the “Documents” tab
before you can place an offer. To accept or view a pending document, click on the name of the document, NOT
on [download]. Click on download only if you want to save the document to your computer and/or print it out.
When working with a document from this section, be sure to save your work at least every 30 minutes to avoid
losing any data that you have entered.



Step 6:
Once you have completed the documents tab you may proceed to the “Line Items” tab.



Step 7:
In the “Line Items” tab you will find the submittal requirements for the solicitation. You must place and offer
for every line item by clicking “place offer.”



Step 8:
Then click “Upload Attachment” to upload your response(s) to each line item/submittal requirement



Step 9:
Upon submission of all line items/submittal requirements you must click “Review response” located at the
bottom of line items page.



Step 10:
Next you must review your response and confirm you have provided responses/attachments where required.
Then proceed to the bottom of the page, enter your password, and click “Confirm & Submit Response.”



CONGRATULATIONS YOU HAVE SUBMITTED YOUR OFFER !

Electronic responses to solicitations are to be submitted through BidSync until the date and time as indicated in the document. It is the sole
responsibility of the Proposer to ensure its proposal reaches BidSync before the Solicitation closing date and time. There is no cost to the
Proposer to submit a proposal in response to a City of Miami Beach solicitation via BidSync. Electronic proposal submissions may require the
uploading of electronic attachments. The submission of attachments containing embedded documents or proprietary file extensions is
prohibited. All documents should be attached as separate files (proposal format indicated below). All proposals received and time stamped
through BidSync, prior to the proposal submittal deadline shall be accepted as timely submitted. Proposals will be opened promptly at the
time and date specified. Hard copy proposals or proposals received electronically, either through email or facsimile, submitted prior to or after
the deadline for receipt of proposals are not acceptable and will be rejected. Late bids cannot be submitted, bidders are cautioned to plan
sufficiently. The City will in no way be responsible for delays caused by technical difficulty or caused by any other occurrence.


