Step By Step Guide for
Registering with BidSync

MIAMIBEACH

Procurement Department



Step 1:

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




Step 2:
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Step 3:

Owrector

PROCUREMENT .

X CTYFAL - PROCUREMENT

& pocueme:

* Scroll down and click el -

The Procurement Department will be working remotely until further notice. All
imeractions shall be electronic or telephonic. A staff directory is available at

1755 Mecian Avenoe. 310 Fioor
htps:/fwavw.miamibeachfl gov/city-hall/procurement/comact-procurement/ s Beac. Fioriaa 33128
o ? V24 Any question regarding any active solicitation shall be submitted electronically via
ow to become a vendor e T L e e T
L] remember that the cone of silence is in place for all active solicitations. ®
Any non-solicitation vendor concem or request for assistance (e.g., registration,
payments, deliveries, etc) should be submitted to vendorsuppon@miamibeachfl.gov.
. . Al bid submittals puUrSUANE to Solicitations issued before March 30, 2020 will be &
converted to electronic bids and delivered electronic via BidSync. Vendors will be
under the Top Links section. e e
Procurement Office.
All bids submittals pursuant to solicitations issued on or after March 30, 2020 should be

delivered electronically via BidSync. Hard copy bids should not be delivered to the
Procuremem Office

Alex Denis

Alex Denis has served as director for the Mismi Beach Procurement
Depantment since November, 2012. In this role, Alex serves as chief
procurement officer leading all SCGUISIION and CONLracting activities
for the City. Prior 10 joining the Clty, Alex served 8 vice-presicent for
operations at Browerd College. leading the areas of business services
and resource L facilities L auxiliary Senvices,

and safety. secunity and emergency management. Alex has eamed a
beccalsureste degree from Florida Interpational University and &
master's degree from Nova Southeastern University.

TOP LINKS

HOW TO BECOME A

BID OPPORTUNITIES cr CONTRACTS o VENDOR?

PROCUREMENT RELATED
POLICIES AND o PROJECTS UNDER CONE STANDARD TERMS AND o

PROCEDURES OF SILENCE CONDITIONS



Step 4.

CITY HALL BEACH

e Click on the link located in the

“Looking for Bid Opportunities”

HOW TO BECOME A STS—
VENDOR?

How to become a Vendor?

Section;

Procurement Related
Looking for Bid Opportunities? Policies and Procedures

. . .
e ent Depar & we the implementation of the iy
WWW b I d S n C CO m m I a m I - b e a C h The Procurement Department s pleased 1o onnounce the implementation of the BidSync Svandord Terms And
o o electronic bidding (e-Bid) platform beginning June 3. 2019. BidSync is the largest public sector Conditions
bid platform in North America and is already in use by a number of public sector agencies in
the South Florida area. including Miami-Dade County. BidSync provides an intuitive, modem

user experience across mobile phone, tablet, and desktop 1o ensure that any available bid
opportunity released by the City is available at your disposal 24/7.

City you I NEED TO...

Ttive solicitations released

dsync comMam:-Beach

If you would like to be netified of available
must register your company through Bid
easy and will only take a few minutes.

IT IS IMPORTANT THAT YOU REGISTER WITH BIDSYNC AS SOON AS POSSIBLE. VENDORS
THAT ARE NOT REGISTERED WITH BIDSYNC BY OCTOBER 1, 2019 WILL NOT BE NOTIFIED OF Al
BID OPPORTUNITIES RELEASED BY THE CITY.

ounts Receivadie -

Should you have any questions regarding this new system or registration, please visit the Appty for accounts recenabie
above link or contact BidSync a fsync com or 800.990.9339, option 1, option 1 {this

Is not a typo). Of course, you may always contact the Procurement Depanment at

We look forward to providing you with increased business opportunities, clear communication
less paperwork, and a simplified bid process for everyone involved




Step 5:

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

Miami Beach

Sign Up FerFree Access to Bids

Miami Beach has partnered with BidSync to provide web-based bidding services to their suppliers.
To do business with Miami Beach you can register for a free BidSync Basic account.

If you are interested in seeing bids from over 100,000 government agencies across the US
subscribe to a BidSync Pro Account.




Step 6:

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

BldSynC FEATURES  CUSTOMERS PRICING WHYBIDSYNC ~ THELAB  MARKETPLACE @ SIGNIN B|dSynC FEATURES ~ CUSTOMERS PRICING WHY BIDSYNC ~ THELAB MARKETPLACE @ SIGN IN GET BIDSYNC NOW

Get BidSync Basic

T —— BidSync Basic ‘ ST

,

Visit our compare plans page to see @

! vearv) sice by sice comparison of our Rasic ,
State Pro, Regional Pro, and National Company Size * v

e
e R—
rituiosich il
‘ il
\ B
Registering With Bidsync? * ~ ‘

O Yes, | understand and agree to the BidSync Terms and Conditions.




Step /:

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

Thank you, Kristy, for ordering BidSync Basic

Please check kristybada@miamibeachfl.gov to verify your email address




Step 8:

* Click the link to confirm your email address.

Please Complete Your BidSync Registration

——— =

To Bada, Ki Thu 6/18/2020 1:28 PM

If there are problems with how this message is displayed, dlick here to view it in a web browser.

Toll Free: 1-800-990-9339 Website: www.bidsync.com

idSync

; Periscope

Dear Kristy,

Thank you for getting started with BidSync. We need a little more information to complete your
business profile, including confirmation of your email address. Click below to confirm your email
address:

https://app.bidsync.com/register/v1/verify/tTzvHpvsERBUhw8hk3y2mm0148W4iXaOg

ve problems please paste the above URL into your web browser.

Need Help? Contact our Support Team:
Email:support@bidsync.com
Phone: 801-765-9245
Online: support.bidsync.com

PLEASE DO NOT RESPOND TO THIS EMAIL.
If you have questions about your subscription or if you would like to make changes to your plan, please contact
our subscription support department.
subscriptions@bidsync.com
800-990-9339 x204



Step 9:

* Once you click the link, create your password.

Set Your Password

Please select a secure password.

Set Password

New Password *

Confirm Password *

help@bidsync.com




Step 10:

* Join or Create a company.

Get Invited to Bids

Join or create a company profile to receive bid invitations from
agencies.

Join or Create a Company

Company Name *

Type company name or select company from list

help@bidsync.com




Step 11.:

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

Sales Territory

Select all areas you are able to provide your goods or services

Regions

smEey o

E \:l-:"i A
R — =I *I ’u‘,-:.»;

UNITED STATES UNITED STATES SPECIFIC STATES (US)

AND CANADA OR PROVINCES (CAN)

help@bidsync.com



Step 12:

* Select three (3) keywords to create a bid list that fits your business

and click “next.”
Enter Keywords

Keywords are used to create a bid list that fits your business.

Enter Keywords

Keywords are used to create a bid list that fits your business.
You can edit keywords later after you log into BidSync.

You can edit keywords later after you log into BidSync.

Keywords

Enter Keywords o

Keywords

Enter Keywords You can also enter keywords that eliminate bids from the bid list.
Add Negative Keywords (Optional) e
Keyword 1 Keyword 2 Keyword 3
Sample Bids

Best Match Mumcnpal Government Services Procurement

help@bidsync.com

Possible Government of Services Municipal Funding Program, Water Se




Step 13:

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

NIGP Codes

Select NIGP Codes

anitorial X USE KEYWORDS IN MY PROFILE
Based on youl ords the appropriate NIGP codes have been selected
You can edit the codes now or later in the company profile. Available NIGP Codes Selected NIGP Codes
48576
NIGP Codes @ Recycled Janitorial
Supplies
958-63
Enter Keywords or NIGP Codes ® Janitorial
USE KEYWORDS IN MY PROFILE Management NIGP Codes X
Services
. .9W0‘-39 . - Enter Keywords or NIGP Codes
Available NIGP Codes Selected NIGP Codes o
fanitorial X USE KEYWORDS IN MY PROFILE
Administrative, Financial, and Management Services Available NIGP Codes Selected NIGP Codes
Agricultural Equipment and Related Products and E
Services
485-76 958-63
Arts, Crafts, Entertainment, Theatre ® Recyc!ed Janitorial ] Jagjtorial
Supplies agement
Services
Automotive Products, Vehicles, and Services 958-63
o Jagitorial
nagement
Services
910-39
help@bidsync.com S il

CANCEL SAVE



Congratulations,
your business
profile is complete!

Your Bids are Ready rm—————

ey |

We've created a list of bids, just for you!

GETREA DY TU BID!

You can use the additional edit options now or
later in the settings to further refine your bid list.

INCREASE BID RELEVANCY

help@bidsync.com




BidSync Notifications

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

New Bids!

«
A [ i | 6 ko | o | -
To Bada, Kristy

Sun 6/28/2020 12:09 PM
If there are problems with how this message is displayed, dlick here to view it in a web browser.

BidSync T ——

Toll Free: 1-800-990-9339
support@bidsync.com

Subscription Type: BidSync Basic

Subscription Locations: FL

Keywords: city, government, municipal, 950-10, grants, cities
Excluded Keywords: N/A

Update Notification Settings

Your Bid Notifications

HVAC Split Unit Air Conditioners Bid #: 2006-001
_ City of Santa Clara Due: 07/31/2020
Spectra, on behalf of the City of Santa
BEST MATCH Clara,is requesting bids for two (2) wall @33
mounted HVAC Split Unit Air Conditioners
for use at the facility, in accordance with Days Left

the Agreement for the Management and
Operation of the Santa Clara Convention
Center, dated March 12, 2019. The
quantities specified h... Read More

See all new bids

Want to see more relevant bids?
Add positive or negative keywords to your profile.

View Bid



BidSync Notifications (Continued)

* Firms will also be able to

log-in to their BidSync i L S : Tews
profile and view — h
advertisements that S I ——— "
meet the firms D “o g
preselected keywords; - - )
this is automatically e —h e .
generated by BidSync. prumanE B U
OR e V ;
* Firms may also search for © T e .
solicitations via the o - ) )

BidSync search database. S ™ o3



STEP BY STEP GUIDE
ON HOW TO
SUBMIT AN ELECTRONIC BID

Procurement Department



Step 1:

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

BidSync Links

Home Orders

Bid #2006-014 - Professional Coastal AMIAMIR
Engineering Services for Waterway
Dredging

City of Miami Beach, FL  Procurement

Time left: 2 days 8 hrs
Bid started:  Jun 08, 2020 3:59:50 PM EDT
Bid ends:  Jun 12,2020 5:00:00 PM EDT

Download Bid Packet

| Add to My bids

6 How do | place an offer?

J Details U Documents. u Lineitems | Q&A u Vendor ads H Planholder’s list

Bid #2006-014 - Professional Coastal Engineering Services for Waterway
Dredging
o RFOg§

Time started: Jun 08, 2020 3:59:50 PM EDT
Bid contact: See contact information
Issuing agency: City of Miami Beach, FL See other Bids by this agency
Issuing department: Procurement See other Bids by this department

Bid Comments: 1. GENERAL . This Request for Qualifications (RFQ) is issued by the City
of Miami Beach, Florida {the “City"), as the means for prospective
Proposers to submit for the City's cor 1in evaluafing
qualifications to select a firm with whom it may negotiate an agreement for
the purpose noted herein.

Prospective Proposers that have obtained this solicitation in any manner
other than via BiaSync (waw bidsync com ) are advised that the City
utilizes BidSync (www.bidsync.com ) for automatic notification of
compefitive solicitation epportunities and document fulfillment, including the
issuance of any addendum to this RFQ. Any Prospective Proposer who
has received this RFQ by any means other than through BidSync must
register immediately with BidSync to assure it receives any addendum
issued to this RFQ. Failure to receive an addendum may result in
disqualification of proposal submitted.

Agency list

Admi



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.

BidSync Links

Home My account Orders Admil

Bid #2006-014 - Professional Coastal
Engineering Services for Waterway
Dredging 9 How do | place an offer?

City of Miami Beach, FL Procurement

Time left: 2days, 8hrs
Bid started:  Jun 08, 2020 3:59:50 PM EDT
Bid ends:  Jun 12, 2020 5:00:00 PM EDT

Download

cket | Addto My bids |

Details | acuments ” Line items ” QBA ‘\| Vendor ads ” Planholder’s fist

2006-014 - Professional Coastal Engineering Services for Waterway
Dredging
e RFo gy

Time started: Jun 08, 2020 3:59:50 PM EDT
Bid contact: See contact information
Issuing agency: City of Miami Beach, FL See other Bids by this agency
Issuing departmen Procurement See ofher Bids by this department

Bid Comments: 1. GENERAL . This Request for Qualifications (RFQ) is issued by the City
of Miami Beach, Florida (the “City"), as the means for prospective
Proposers to submit propesals for the City's consideration in evaluafing
gualificaions to select a firm with whom it may negofiate an agreement for
the purpose noted herein

Prospective Proposers that have obtained this solicitation in any manner
other than via BidSync (www.bidsync.com ) are advised that the City
utilizes BidSync {www.bidsync.com ) for automatic notification of
competitive solicitation oppertunities and document fulfiliment, including the
issuance of any addendum to this RFQ. Any Prospective Proposer who
has received this RFQ by any means other than through BidSync must
regisier immediately with BidSyrc to assure it receives any addendum
issued to this RFQ. Failure to receive an addendum may result in
disqualification of proposal submitted




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.

Classification codes:
Contract duration:
Contract renewal:
Prices good for:
Regions:

Wendor viewed report
Bid History

Vendors must possess the following qualifications before they can participate in this bid: QUALIFICATIO!

required qgualifications

Altendance (in person or via telephone) is encouraged and recommended
as a source of information but is not mandatory. Proposers interested in
participating in the Pre-Proposal Submission Meeting via tefephone must
follow these steps

(1) Dial the TELEPHONE NUMBER. 1- 877-873-8018 (Toll-free North
America)
{2} Enter the MEETING NUMBER: 6312925

Proposers who are interested in parficipating via telephone should send an
e-mail fo the contact person listed in this RFQ expressing their intent to
participate via telephone.

View classification codes

3 years
2 annual renewals
3 years

View regicns

Fill out other qualfications for this agency. Click here

Offers last updated on Jun 10, 2020 8:51:20 AM EDT

2.

Classification codes:
o 5

ontract duration: 3|
3

Regions:

Vendor viewed report
Bid History

Vendors must passess the following qual

required quaifications

Fill out other qualifications for this agency

Offers last updated on Jun 10, 2020 8:51)

u . VENDOR QUESTIONNAIRE

Proposers who are interested in participating ia telephone shouid send an
‘e-mail fo the contact person listed in this RFQ expressing ther intent fo.
perheintavia telanhane.

City of Miami Beach qualifications Expand alt

Please enter your password below and click Submit to send your response.

O 1 certity this info is true
Username: testvendor3

Password: |
‘Submit (0 of 1) [Reset | [ Cancel |

.
Please enter your password below and click Submit to send your response.

rtify this info is frue

Username: testvendor3

eg@wore|

I =

\- Cancel |

=



Step 4.

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

Bid #2006-014 - Professional Coastal
Engineering Services for Waterway

[}redging a How do | place an offer?
City of Miami Beach, FL  Procurement

Time left: 3 Gﬂ}'S, 5 his Notifications are OFF

Bid started:  Jun 08, 2020 2:5%:50 PM COT

Bid ends:  Jun 12, 2020 4:00:00 PM CDT With notifications turned off you will not be

netified of the following information for this
Bid: Addendums, Q&4 and Pre-bid
conferences

Mofify me about this Bid

Download Bid Packet [IFVEICL G LS

| Details @ Line items l. Q&8A | Vendorads | Planholder's list |

Bid #2006-014 - Professional Coastal Engineering Services for Waterway
Dredging
e RFO g

You must view/accept all documents before you can place an offer on this bid.



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.

Bid #2006-014 - Professional Coastal
Engineering Services for Waterway
Dredging €@ Hov co i pisce an ofter?

City of Miami Beach, FL  Procurement
Notifications are OFF ﬂ

With nofifications turned off you will not be
nofified of the following information for this
Bid: Addendums, Q&4 and Pre-bid
conferences

Notify me about this Bid

Time left: 2 days, 5hrs
Bid started:  Jun 08, 2020 2:59:50 PM CDT
Bid ends:  Jun 12, 2020 4:00:00 PM CDT

Download Bid Packet _|IETRIT

| Details | Documents | Lineitems | G8A | Vendorads | Planholders list

Bid #2006-014 - Professional Coastal Engineering Services for Waterway
Dredging
e RFO g
You must view/accept all documents before you can place an offer on this bid.

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.

\Wnen 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

Select the documents you want to visw:

[ RFO 2020-161-ND 3 18.20 ESW doc [@j Not viswed
] pid Submittal Questionnaire W/O Living Wage and Equal Ben. - Final [@5 Fending

ascepiance

Bid #2006-014 - Professional Coastal
Engineering Services for Waterway

Dredging 9 How do | place an offer?
City of Miami Beach, FL Procurement

Time left: 2 days, 5 hrs
Bid started:  Jun 08, 2020 3:59:50 PM EDT
Bid ends:  Jun 12, 2020 5:00:00 PM EDT

Download Bid Packet | Addto My pias |
Details Documents. Line items QaA Vendor ads Planholder's list

Bid #2006-014 - Professional Coastal Engineering Services for Waterway
Dredging
e RFO g

You must view/accept all documents before you can place an offer an this bid.

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 andfor print it out

When working with a document from this secfion, be sure to save your work at least every 30 minutes to avoid
losing any data that you have entered.

Select the documents you want to view:

[ RFQ 2020-181-MD 3.19.20 ESW.doc Iduu.-nluad@
[ Bid Submittal Questiennaire W/O Living Wage and Equal Ben. - Final [download]

Selectall Deseiect ail = Bid P

Generate zip file

Send to Print Vendor |

ou want from the fist 7o send docu foa Print
weant fram the fist above and c

ment|s) you
o~




Step 6:

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

Bid #2006-014 - Professional Coastal
Engineering Services for Waterway

Dredging
City of Miami Beach, FL

Time left: 2 days, Shrs

Procurement

Bid started: .Jun 08, 2020 3:59:50 PM EDT
Bid ends:  Jun 12, 2020 5:00:00 PM EDT

Downioad Bid Packet | Add to My bids |

0 How do | piace an offer?

I‘ Details U Documents @“ Q8A H Vendor ads ” Planholder’s list L

Items ﬁ
| Title Descrption | Itemn Number Has Offer |
SUBMIT - TAE 1 2006-014-01-01 Yas | Place offer |
CoverLefter & 1.1 Cover Letter
Table of Contents and Table of
Contents. The
mrnrar lodtnr raoacd




Step /:

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.”

Bid #2006-014 - Professional Coastal
Engineering Services for Waterway

Dredging € How do | piace an offer?
City of Miami Beach, FL  Procurement

Time left; 2 days, 5hrs
Bid started: Jun 08, 2020 3:58:50 PM ECT
Bid ends:  Jun 12, 2020 5.00.00 PM EDT

Downioad Bid Packet [ Add to My bids |

| Details || Documents | Lineitems | @&A | Vendorads | Planholder’s list

Items @
Title [ Description [ Item Number [ Has Offer

SUEBMIT-TAB 1 | 2006-014-01-01 Yes | Flace offer |

Cover Letier & 1.1 Cover Letter

Table of Contents and Table of
Contents. The

nnnnnn Lmdd e e amd



Step 8:

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

Bid #2006-014 - Professional Coastal Engineering Services for Waterway Dredging

Pagelafl

Time Left: 2 days £ hrs Bid Ends: jun 12, 2020 5:00:00 PM EDT
Line ltems per page:[5 |

TR0 Default Lok SUBMIT -TAB 1 Cover Lester & Tabls of Contents
Broduct Code Prices are not requested forthis tem.
(options) See
Notes for Buyer Attachments  [Upload Atachrent]
4
20RO Default Lot SUBMIT -TAB 2 Experience & Qualfications of the Finm
Broduct Code Prices are not requested for this e
[options]) 5o
Notes for Buyer

Attachments  [Ugioad Atschren]



Step 9:

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

Bid Notes: These notes apply o the bid as a wihole,

Note: This agency may choose to make all documents and notes apen to the public

# Fee Waived.



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.”

2Mezze send me & confirmaton email. **if you have op!

ANg block your nodficadons, you will ot receive a confirmation email

Username  testvendor3

Rgae 2 3Wane that yping in your oassword ac

A signature, which s just a5 iegal and binding 22 an original siznature. (See Electronic Signatures in Global and National Commerce Act for more information.}

Is your information correct?

If you made & mistake on an offer, dick on the "Back” button below, and change your offer information.

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 BidSKnc 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 Lproposal format indicated below). All proposals receiveJand 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.



