Registering as a Supplier with the County of San Diego - BuyNet

The County of San Diego provides suppliers the opportunity to register through our online electronic
procurement application called BuyNet. There is no charge to register for or use our system. Using
BuyNet, you can:

o Register as a supplier

e Register to receive commodity based solicitation notifications

e View open solicitations

o Download solicitation documents

e Submit Quotations

e View posted bid abstracts

e View posted notices of intent to award

e View posted awards

e View historical solicitations, including documents and award information

Many of the BuyNet features are available to visitors who are not registered on the site. However, if

you wish to receive solicitation notifications, respond to RFQ’s, or download solicitation documents,
registration is required. A valid email address is required to receive notifications.

How to Register on BuyNet

You may access BuyNet through the County of San Diego website (http://www.sdcounty.ca.gov)
or you may enter the address directly into your web browser: http://buynet.sdcounty.ca.gov

From the County of San Diego home page:

SanDiegoCount

‘B DEPARTMENTS I WANT TO.. GOVERNMENT RESIDENTS BUSINESS

Step 1: Go to the
Business menu option.

COUNTYNEWSCENTER

Stay Cool During the Heat Jobs
Wave :
= d Child Support
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Planning & Devalopmant Services

Flanning & Development Services
Contact/Dffice

COUNTYNEWSGENTER Senvic Board of Supervisors
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You have arrived at the BuyNet website when the following page displays:

2l Welcome to BuyNet - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Ba:k v \__,J @ @ \7;} ;\J Search i?Favuntss {‘3 [i’}:' :;. lﬂ_fl @ J ﬁ ﬁ

Address | [ hetp:buynet.sdeounty. ca.gov) v‘ Go  Liks 7 @jComvert + [Bsele

B UYINE T

| | Information

County of San Diego Online Bidding System

New to BuyNet? Already have a BuyNet ID?

Wwelcome! You can Login as a Guest and browse this site. 45 3 guest of the User 1D |
site, you will have full access to the County's solicitation listings and award

history. Password ‘
Cr you ca gister [to submit an online response to an RFQ and be notified of Forgot your User ID or Password?

future solicitalons.

welcome

welcome to BufgNet. If you wish to receive commodity based notifications of new solicitations and changes to solicitations, you must register for commodities using
the UNSPSC cdnmodity code,

What's New
NOTICE: PaC pffices will be closed on Monday, January 18 - Martin Luther King, Jr. Day.

Dec 15, 2009:f Solicitation attachments for closed solicitations are now available through the solicitation tracker.

Oct 18, 2009:§BuyNet has improved. Browser compatibility has been improved and several new features have been added:

Step 3: Click on the “Register” link. Note: If you select the “Login as a Guest” link, you will have the option to browse
through the current listing of solicitations, awards and other related content.
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The Registration page has three sections which must be completed: Account Information, Company
Profile Information and Contact Information.

2 Registration - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@Back v ‘\_[i}} @ @ £:j pSearch *Favurites @ &é- :\F w4 - I_J ﬂ .3

Addresshttp:Hhuynat.sdcnunty.ca.gnviRag\ster‘aspx?RegUser=Guest v| EJco ks ? @convert - [ sel

B U Y Nl E T‘ Step 4: Complete all sections of the
registration form
| Information
Registration

Required fields are shaded and shown in bold

Account Information

User ID \

Password I

characters long ,
), but no spaces,

Re-enter Password |

Company Profile Information

Company I

infi ation in Ad tinue on
aAddresss |

address 2 |

city |

State/Province ‘Callfﬂmla v

Postal Code |

Country |

Tax 1D |

[ 1My company is certified by the State of California as a Disabled Veteran Business Enterprise (DVBE)

- 0 0 - - - - - - — - 0 00000
GContact Information

First Name

Last Name

Telephone Step 5: When you have completed the form,
click on the “Register” button.

Email

|
|
|
Fas |
|
|

Re-enter Email

You will arrive at the following page after creating a successful registration:

3 Buynet Registration Confirmation - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

@Back = -J E @ \r_h psaarch *Favor\tes @ D:»;zv :\;! lD_.FI = I_J ﬂ .ﬁ

Address http:j/buynet.sdcounty, ca, goviRegCaonfirmation, aspx V‘ Go | Links @CUHVErt = 5E‘EE

UYN E T

Change Password | My Profile | Logout | | Information

Thank You!

You have successfully registered.

Welcome to BuyNet. As a registered BuyNet lier you can r d to RFQs, d load attachments, and review your response history.

You will be receiving an email confirming your registration.

Your next step is to register commodities so you will be notified of future solicitations.

Register Commuodities

Step 6: To build your commodity profile, click on the “Register Commodities” button.
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Before registering for your commodities, read the Commaodity Instructions inside the Commodity Help
pop-up window. It is important to read the Commodity Registration Instructions as it provides an
overview of the UNSPSC (United Nations Standard Products and Services Classification) hierarchy and
provides additional instruction on how to browse, search, and register for the goods and services that
you wish to be notified of via e-mail.

i
% @@ s

v EYGo  Linke ? @gconvert - [ Selec

UYINE T

Home | Change Password | My Profile | Logout | | Information

Register Commodities

dcounty.ca.gov - Commodity Help - Microsoft Internet Explorer

You have not registered for any commodities.

Commodity Registration Instructions

Step 7: Read the

Commodlty reglstratlon This page allows you to register the commadities for which you are notified of solicitations.
instructions. . BuyMet uses the United Mations Standard Products and Services Code (UNSPSC). UNSPSC numbers are
9 eight digits, broken into four Heirarchal levels:
3 spsc @ T
Bt Seainais dagel by Segment: The |ogical aggregation of families for analvtical purpose, Example: "Furniture and Furnishings" i
@unsese OTitle | [éo
- Family: &4 commonly recognized group of inter-related commodity categories. Example: "aAccommmaodation
Furniture”

UNSPSC Title - Class: & group of cornmadities sharing & common use or function. Example: "Furniture”
1 1oononoo -Segrment- Live Plant and Animal Mate|
7 11000000 -Zegment- Mineral and Textile and Ind - Commodity: & group of substitutable products or services. Example: "Chairs"
(31 12000000 -Segment- Chemicals including Bio CH
3 13o00000 -Segment- Resin and Rosin and Rubbd You may register at Cammadity, Class, and Family levels. If vou register for a commodity, you will be
1 14000000 -Segment- Paper Materials and Produ notified of all solicitation lines that match, If you register for a Class ar Family, you will be notified of
3 15000000 -Seament- Fuels and Fuel Additives ang solicitation lines with Commodities within that Class or Family., We recommend that you register at the
1 zonoonon -Segment- Mining and Well Drilling Ma highest applicable level.
1 21000000 -Zegment- Farming and Fishing and F
3 s00nnnnn i To browse the Heirarchal list, click on the plus sign to the left of the Segment name. Then click on the 5

@] Done g] Done B Internst rnet
—

@Back il > ﬂ lg _;‘| /T‘Search i‘?‘\{’Favurites ﬁi} o ../’. ] - __.': j:;"i ﬁ

Address@http:Hbuynst.sdcuunty’.ca.guv,iCDmmud\t\esJCDmde\tyFrams.aspx v B unks 7 G:EC””VE”: v @SEIE

SUYNET

Home | Change Password | My Profile | Logout | | Information

You have not registered for any commodities.
To search,enter your search keyword or UNSPSC number into the search box, select the type of
search, and click the submit button, Keyword searches are inclusive, You may enter a space before
and/or after your keyword to omit search results where you keyword is contained within another word.
To see more information about 2 code, click on the magnifying glass icon to the right of the UNSPSC
number,
(7 14000000 -Searnent- Paper Materials and Products
] 15000000 -Segrent- Fuels and Fuel Additives and Lub To register for a Comodity, Class, or Family, click on the disk icon to the right of the UNSPSC
1 zooooooo -Segrment- Mining and Well Drilling Machiner number, You will see the line added to the upper frame, To remave the ling, click on the red X icon to
(3 21000000 -Segment- Farming and Fishing and Forestry the right of the description in the upper frame.
] zzooooon -Zegment- Building and Construction Machin
3 23000000 -Segment- Industrial Manufacturing and Pro The UNSPSC is a living code. As 3 result of reqgular updates, your commodity profile may become
] 24000000 “Segment- Material Handling and Conditionin| outdated, We recommend that you confirm the accuracy of your commaodity profile on a regular basis,
7 75000000 CShamenk Chi el Witaes s Priv Since most changes are additions, registering at the highest applicable level will minimize their impact
3 26000000 Seqmapt Power Geperafinn and Dictibitio on your profile.
3 z7oooooo -Sean : ; . ;
£ 20000000 _Segm Steg 8: After you have resulting from your commodity profile are a convenience only, It is your responsibility to
3 31000000 -Seém finished reading the site for new solicitations and changes to solicitations,
(1 3zoooooo -zearn] . ) g
3 33000000 seqr| iNStructions, click on the
3 40000000 -Seam| o« n _
Z7 41000000 -Seqrr| Close” button. > Close J
(1 4zoooo00 -Seam [
= 1
,'aj |=§] Dane 8 Internet
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The Register Commodities page is divided into 2 sections:

e The top section is your commodity profile which lists all the commaodities you have registered
for. If you have no registered commodities, it will display, “You have not registered for any
commodities” (as shown in the screen shot below)

e The bottom section displays the UNSPSC hierarchy from which you search and register your
commodities.

A Commodities - Microsofi Internet Explorer g@

File Edit View Favorites Tools  Help
P 1 €24
@Back A > | Iﬂ Ig { Favorites {_‘f - i w - J ii ‘i“

Address @ http:fbuynet. sdcounty . ca. goviCammadities fCammadityFrame . aspx By a g

UYNET‘

Links ™ @gComvert ~ [ Sele

Information

Home Change Pass Profile | Luguut |

Register Commodities

Instructions Request Help

You have not registered for any commodities.

TOP SECTION

s F‘Iease select additional EDmdeltlE‘S from the list below

E Browse Segment level by: search Fori O ungpsc @ Title
| v Om BOTTOM SECTION | ' | &l
-

- UNSPSC Title

X 3 10000000 -Zegment- Live Plant and Animal Material and Accessories and Supplies

-Segment- Mineral and Textile and Inedible Plant and Animal Materials

-Zegment- Chemicals including Bio Chemicals and Gas Materials

-Segrment- Resin and Rosin and Rubber and Foarn and Filmn and Elastorneric Materials
-Segment- Paper Materials and Products

o ] 15000000 -Zegment- Fuels and Fuel Additives and Lubricants and Anti corrosive Matenals

e (1 20000000 -Segment- Mining and Well Drilling Machinery and Accessories

E 3 21000000 -Zegment- Farming and Fishing and Furestry and Wildlife Machinery and Accessories
=3 aoannnnn

SE)

@Back - gl |ﬂ Igl ;“ / ! Search 4y ~ = W - ﬁ i‘;

S % v .GD Links > w%gConv'ert = @Sele
If you have registered commodities, the top section of
your Commodity page will display a list of your registered
commodities. See example below.

Information

Home | Ghange Password | My Profile | Ll:lguut |

e TLEEEID :

.
: TOP SECTION Register Commodities :
: :
E You are registered for the following commodities: Instructions Request Help 3
E Code Title Remove 5
s 10100000 G Live animals - E
s 10itoo0a G Domestic pet producks 5 E
§ 101zo000 G animal feed 5 §
s 10iz0000 G anirmal containment and habitats % E
& #0000, S o 29010 309 DAMESEAOTE Lt vee e e eneeeeeneens 998090900 ses0ssesessssesessss s98090900s0s0s00s0s0s0esesssesses sssessssessssssessatesses I .

Flease select additional commodities from the list below

Browse Segrent level byt Search Fori (O unspse & Titls

@unzesc OTite or =0
UNSPSC Title

3 1000000 -Segment- Live Plant and Animal Material and Accessories and Supplies

(3 11000000 -Segment- Mineral and Textile and Inedible Plant and Animal Materials

(3 12000000 -Segment- Chemicals including Bio Chernicals and Gas Materials

ﬂ 13000000 -Zegment- Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials
E] Done g Internet
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How to Register for a Commodity (Segment level research):

Each of the UNSPSC segments numbers or segment titles can be clicked on to view all related

Families, Classes and Commodities.

UNSPSC Title

O 1gooooog -Segment- Live Plant and Animal Material and Accessories and Sugplies

Step 1: Click on the UNSPSC number. The Family section for Segment 10000000 will open up and
display. In this example the Family section is listed for “Live Plant and Animal Material and Accessories

and Supplies”

N\

UNSPSC Title

.

.10000000. oo ) : =.Live Plant.and. Animal .l
10100000 & B \ -Family- @ Live animals
10110000 & B i -Family- @ Domestic pet products Step 2: To see the related Classes under
1o1zooo0 & { -Family{®] animal feed one of the Family sections, click on the +
10130000 & & E—Family— animal containment and habitat|  sign.
10140000 & @ ;—Family— Saddlery and harness goods
10150000 & @ g—Famin— Seeds and bulbs and seedlings and cuttings
10160000 & @ E—Family— Floriculture and silviculture products
1i01vooo0 & @ ;—Family— Fertilizers and plant nutrients and herbicides
1otoonon & & w-Family- B Pest control products
T
‘@ 10000000 -segment- Live Plant and Animal Material and Accessories and Supplies
10100000 & @ -Family- @ Live animals
10110000 & @ ~Farmily- Domestic pet products
''''' i5156050 M
10121500 & ClClass- @ Livestock feed
10121600 & & i —Class- ® Bird and fowl food
10121700 & & i -Class- ® Fish food Step 3: To see the related
10121800 & & i ~Class{®| Dog and cat food Commodities under one of the Class
1o1zio00 & & i -Class- @ Rodent food sections, click on the + sign.
101zzo00 & & i -Class- @ Reptile food
101zz100 & & V -Class- Miscellaneous animal food

€. | «— bring you back to the Segment listing.

Note: To start your search all over again, click on the arrow at any time — this will

10100000 S
10110000 S
10120000 S
10121500 &
10121600 G

~Family- Live animals
~Family- Domestic pet products
-Family- B Animal feed
-Class- Livestock feed
-Class- Bird and fowl food

10000000 -cegment- Live Plant and Animal Material and Accessories and Supplies

10121700 &

-Class- Fish food

10121801 G
10121802 &
10121803 &

: -Commodity- Dry food for dogs
-Commodity- Moist food for dogs
i -Commodity- Milk for dogs or cats

There are no more sections left to
browse once you have reached
the Commodity level (the plus
sign is not available).

-Commodity- Dry food for cats
i -Commodity- Moist food for cats
* -Commodity- Treats or snacks for cats or dogs

10121804 G
10121808 &
10121806 G

-

o

=

n

=

uxl

o

o

I
INDNCONONODOn
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4 http://buynet.sdcounty.ca.gov/Commodities/CommodityFrame.asp - Microsoit Internet Explorer
File Edit Wiew Favortes Tools Help

GBack v &+ v @ [ 7| QSearch GiFavoites PMeda (3| B Gl v B £
Address Iﬂj hittp:fibuynet sdeounty. ca goviCommoditiestCommadityFrame. asp

| My profile |

Logout | | Information

Register Commodities

You have not registered for any commodities. Instructions Requesthelp | —
B
B
UNSPSC Title
A 10000000 -Gegment- Live Plant and Animal Material and Accessories and Supplies
10100000 & (@ -Family- @ Live animals
10110000: mducts Step 4: When you have found a specific product or
A - — " . . . .
10120800 2 amily- 3 anmal feed service, click on the disk icon. You can register at the
10121500 & | ~Class- B Livestock feed . . .
D = Class B Bird 2 fol food Family, Class or Commodity. In this example, the
10121700 & | @ ~Class- B Fish fand Family level of “Animal Feed” is being registered. We
1otz1e00 & | ~Class- & Dog and cat food recommend registering at the Family level.
10121900 & |@ ~Class- F_PRodent food
\ 4

Once you have registered for a commodity, it will appear in the top section of the Register Commodities page.

Q) gark - <]

Address :@ http: ) fbuynet]

Igl kh j.— ! Search

isdcounty. ca.goviCommodities/ CommadityFrame. aspx
I

' Favorites 6‘7 v

LT5]

Links > %Convert - gsalec

VV.BGD

Home

Y N E T

| Chanye Password | My Profile | Logout |

rou are registered for the following commodities:

| Information
Register Commodities

Instructions

Request Help

10000000 &

E Code Title Remove E
ElUlZUUUU aQ Animal feed x :
To delete a commodity from your profile,
iEREE e click on the red X under the “Remove”

-segment- Live Plant and Animal Material and Accessories and Supplies

5]

column. The commodity is removed
immediately.

10100000 & @ -Family- B Live animals

10110000 G u -Family- B Domestic pet products

101zooon & B -Family- B Animal feed

10130000 & & -Family- B Animal containment and habitats

1n1aooon0 & @ -Family- H Zaddlery and harness goods

10150000 & @ -Family- H Seeds and bulbs and seedlings and cuttings

10160000 T n -Family- B Floriculture and silviculture products

10170000 & & -Family- B Fertilizers and plant nutrients and herbicides

101g0000 G u -Family- B Pest control products

e Inkernet

Registering as a Supplier With the County of San Diego — BuyNet Page 7 of 8

Rev. Sept 9, 2014



How to Regqister for a commodity — Search by Keyword

‘2 Commodities - Microsoft Internet Explorer

File Edit “iew Favortes Tools  Help

@Eack el > Iﬂ ﬂ .;\; /.-:Searth E.‘:'Favnrites {“t - ...”, o] - ! ‘ﬁ i‘s

Address f http:p’,ihuv[ﬁt‘sdcounty’.ca.gow’CommodltlestommodltvFrame.aspx

UY N E T

Home | Change Password | My Profile | Logout |

| EJoo ks ® @gConvert - BRSel

| Information|

Register Commodities

You have not registered for any commodities.

Instructions Request Help
Step 1: Select “Title” and enter
Please select additional commaodities from the list below your keyWOfd. In this example
Browse Segment level by: “FOOD” is entered. Click on N Se.arch For: O unspse (;:.‘Title
@ unspsc O il the “GO” button. 1 _FOOD‘ |
UNSPSC Title

10000000 G -Segment- Live Plant and Animal Material and Accessories and Supplies
10100000 & & -Family- B Live animals

10110000 & n -Family- B Domestic pet products

1izooon & B -Family- B Animal feed

10130000 & @ -Family- B Animal containment and habitats

10140000 G n -Family- B Saddlery and harness goods

1niso000 @ n -Farnily- B Seeds and bulbs and seedlings and cuttings

1oison0n G n -Farnily- B Flariculture and silviculture praducts

‘& Commodities - Microsoft Internet Explorer

File Edit ‘View Favorites Tools Help

QBack A > ) Iﬂ |§‘ ;‘J /.-“Saarch ‘-;jj‘\'i‘Favﬂr\tas €‘? == ﬂ - ﬁ ‘fi

address | [ httpsf/buynet. sdcounty  ca. gov/Commodities/CommadityFrame. asps v @ ks * @ convert - [ Sele

Home | Change Password | My Profile | Logout | | Information
Register Commodities
You have not registered for any commoditih. Instructions Request Help
UNSPSC Title

45111104 Qn -Carnmaodity-& la carte foods vending machines ]
85151703 Qn -Carnmaodity-Assessment of emergency food requirernents Ste“ 2 A“ “food" results d|sp|ayl Select the
rorzte0s. &M -clessfird and favl foad disk icon for the products or services you

48101603 G u -Commodity-Cormmercial use food choppers or cubers or dicers N )
45101605 Qn -Carnmadity-Cormmercial use food grinders Want added to your Comm0d|ty prOfI|e
45101612 Qu -Carnmadity-Commercial use food pracessors
48101616 ::.H -Cummud\ty-CDmmercfal use food slicers NOte The + Slgn Wthh a”OWS drl” down
4101510 G -Commodity-Commerdial use food warmers . ) N .

21111803 G -Commodity-Cooking or food preparation services Capablhty IS not avallable When d0|ng the
10121800 S -Class-Dog and cst food “Search for" OptIOI’l.

szisisos O B -Commodity-Domestic disposable food containers
52141531 Qu -Cormmodity-Dormestic food choppers

sr151631 G -Commeodity-Domestic food mill

You are now registered for BuyNet and will receive notifications for solicitations with matching
commodities. Click on the Home button on the menu bar to explore the rest of BuyNet.

Commaoadity profiling may be changed at any time in Buy Net by going to your profile. Go to “My Profile”
—> click on “Commodities” button.

For additional questions, contact the County of San Diego, Department of Purchasing and Contracting
at (858) 505-6367.
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