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Getting Started

From the portal:
* Click “Register”.

3 https:/ /sourcingtest.co.guilford.nc.us /imdey /SourcingSupplier,/controller.servlet?context.sessio - Microsoft Internet Explorerp

GUILFORD COUNTY

PURCHASING DEPARTMENT

Cecember 11 2007

Strategic Sourcing

What's Posted
p Br

y Welcome to Strategic Sourcing

fou can browse sourcing events
available for bidding. Login or Register
to start bidding.

Login/Register
» Login
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* Read and accept terms and conditions, cicktinue

Microsoft Internet Explorer p

GUILFORD COUNTY Sourcing 8upp|ier

Read the Terms and Conditions before registering The individual who registers your company will become the primary contact and
administrator. Checlk Accept Terms to begin.

Thank you for wour interest in registering on-line to do business with Guiltord Countw. AIl date in thiz website iz subject to -
the Horth Carolina General Statutes and Guilford County purchasing policy. Guilford County will not be held legally bound by any
software limitaions or defects.

Guilford County strives to include as many suppliers as ic feasible in each competitive process, but is unable to include every
supp lier in all events that they may be able to quote on. Registering on this site does not guarantee your organization
notification of every bidding epportunity.

Dizclaimer: Guilford County intends to maintain continuous access to the Sourcing website, however from time to time access to
information andfor documents might be interrupted either because of site problems, user problem, Internet problems. or

mzintenance. Mot all access difficulties can be resolved by the agency since some access failures may be due to the type of
computer or communication equipment and services emploved by the website wser. In effort to allow masimum access to wsers, bid
events shall be posted 2 minimum of 7 working days and no amendments shall be made within the last 2 working days before the bid
event is due. Suppliers zre cautioned that the cempetitive nature of the offers could be affected in their submissions do not
include all amendments.  For this reason suppliers are encouraged to revisit all solicitations to which they intend to respond 3 E

€D Cancel 4 Back Continue = J

TS e

|a Powered by Landmark {Patent Pending). Copyright {c) 2005-2006 Lawson Software, All Rights Reserved.,

Enter Supplier Information

Microsoft Internet Explorer p

Create a login and primary contact information for your business. As the primary contact you are the administrator for this account

Become A Supplier- Create An Account

* Login Mame |

* Pasaword |

* Confirm Password |

Enter Information About Yourself

* First Mame |
* Last Mame |

Contact Title |

* Phane Mumber |

Fax hlumber |

* Bmail Address | Fecelve Emall Notification

€3 Cancel

Powered by Landmark {Patent Pending). Copyright {c) 2005-2006 Lawson Software, All Rights Reserved., ’_ ’_’_’_ =)
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Note: All fields flagged with an asterisk (*) are recpd.
Create your login nameNote: Your login is case sensitive and should be one
continuous group of characters. Do not use spaces.
Create your passwordNote: Your password is case sensitive, should be one
continuous line of characters.
Enter information about yourself; required fields:airst Name, Last Name,
Phone Number, and e-Mail Address.
Click Continue
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Enter Your Company Information

O

Enter information about your company: RequiretdBeare: Company Name, Tax Id
Type, Tax Id number, Address line 1, City, Statest®l Code, Country.
When complete, clicontinue
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Answer Supplier Questions

Answer all Required questions, then cl€&ntinue
Required questions are indicated with a *.
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Select Your Commodity Codes

To select the Commodity Code(s) for which you wdikd to receive future bid
notifications, click the button in the middle oktpage labeledAdd From List of
Available Commodity Codes”
The system will open a list of available codesetect the code that best matches
commodities or services you provide.
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O

e

To find the Commodity Code(s), you may:
0 Use theNext Pageoption at the bottom to scroll through the listofles.
0 Use theSearchfunction at the top of page to locate Code(s)igreng
either the specific code number or a keyword dpson
Use an * (asterisk) as a wildcard to find a keywwrthin a string of
characters. Example: To display all codes withviled “office” in
the description, enter *office*
To display codes for a specific match to a keywerder only that
word. Example: office
To select the code, click in the box to the lefthed Code(s) and clickttach to
Contact in the upper right hand corner of the form. Blstem will return you to
the Selected Commodity Codes form where you can previously selected
Commodity Codes.

Note: If you are selecting multiple commaodities from iipldtpages, you must “attach to
contact” after each page before going to the neade
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O

To select additional codes, clichdd from list of Available Commodity Codes
in upper right area of the form. The system vathpen the select box.

Locate additional codes and click the box to thiedethe desired Code(s).
Click “Attach to Contact’ to update

When finished, clickContinue
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Enter Proxy Notifications

Optional information: Proxy Notifications. A proxy someone you want to receive
the e-mail notifications about bids within the cootdity codes you selected. This
individual does not have a login or password tosystem. ClickAdd to enter

proxy information.

Click Continue  when finished.

Click Continue  again.
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O

Enter Name and Email Address for Proxy Notificasion
Click Continue
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Complete Registration

Click Doneto complete registration
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Maintain Your Account Information

» To update your account information, click dpdate Account Information

Click Continue  to scroll thru the forms until you reach your dediform.
After making updates, clickontinue
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You will see“Registration Status: Complete.”
Click Doneto finish the update process and return to the Ntaim.
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