Instructions on how to Update Your Supplier Profile on BuyNet

If you already have a BuyNet account, use the following instructions to review and update your profile.
New information has been added so you can indicate if your company has DVBE, VOB, and/or SBE
certification.

Begin at BuyNet’'s homepage: https://buynet.sdcounty.ca.gov
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County of San Diego Online Procurement System

assword |

A Forsatvour User 1 or Fassward?

Step 1. Enter your User ID and Password, and click the “Login” button.

Note: If you do not remember your User ID or Password, use the link directly below the User ID and
Password fields titled “Forgot your User ID or Password?”

BUYNET @

Change Password | My Profile | | Logout

L N Welcome Lara Kirsch

What do you want to do today?

ond to Open Solicitations

- IMEDRTANT INFORMATION -

vou st register for UNSPSC commodity codes in order to receive commadity based notifications of new solicitations and changes to sclicitations. To do 56, you must first be register and log in.
Tharll chck "My Profila” on the black menu bar below the DuyNat loge. Then click on the bue "Commodities” buttan.

Step 2: Click on “My Profile” from the taskbar.
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https://buynet.sdcounty.ca.gov/

\ In addition to DVBE, you can now add the VOSB or SBE certification to your
\m* company profile:

Update Profile Commodities

Required fields are shaded and shown in bold
Account Information

User ID LKIRSCHTEST

Company Profile Information

Company [cosp

Address 5560 Overland Ave. STE 270 Enter only strest address information in Address. Continue on the second
I ’ line if neadad.

Address 2 |

City |San Diego

State/Province |Calif0mia For foreign addresses other than Canada, select Other as the

l=t=te/Province. Enter City and Province in the City fizld.
Postal Code 92123

Country |

Tax ID |

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

& [OMy company is certified by the United States Department of Veteran Affairs as a Service- Disabled Veteran-
Owned Small Business (VOSB)

@ My company is certified by the State of California as a Small Business Enterprise (SBE)

Contact Information

\ 2

First Name |Lara
Last Name Kirsch
Telephone |p5e-505-6372
Fax |
Email |Iara kirsch@sdcounty .ca. gov
Flease be sure to enter your Email address caorrecty. We uss this
Re-enter

|| ara kirsch@sdcounty .ca gov address to confirm your registration and contact you about upcoming

Email business opportunities.

I would like to receive Email notifications on upcoming business opportunities

Update | Cancel |

Step 3: Check the certification (s) that your company currently holds, if any.

e If you select DVBE, BuyNet will automatically check VOSB as well.
e Each magnifying glass will direct you to a website with information about the certification.

Continue to next page if you wish to review/update your Commodity codes...
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CIMy eompany & centdied by the State of Cakfomia a5 & Small Bnines Entedeise (SBE)

Contact Infonmation
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Update Profile
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Step 4: Click on the “Commodities” button

Register Commodities

Add 1o My Commoddies |

unsese Titte
10000000 Segment - Live Plant and Animal Hateris! and Accessaries and Sepplies
& 11000000 Segment - Mineral and Tewtile and [naditie Pant and Animal Materals
& 12000000 Segment - Chemicals including Bso Chemecals and Gas Haterials
# 14000000 Segmeent - Paper Materialy snd Products

 J00000C8  Segeent - Mining snd Well Drilliag Hachinary sad Accessosies

® 7200000 Segement - Building and Co
& 13000088 Sageent - Indusirisl Hanulncturing and Processing Hachinery and Accesssrins

niction Mathinery and Accessaries

& 76000000 Segeeent - Powe
% 37000008 Sogeent - Tonls
% 30000060 Segesent - Straciur

# 31000008 Segment - Manufacluring
%77000000  Sagesent - Ploctreic Comg
& 39000000 Segeanl - Elecirical syste:
& $0000008  Segmenl - Diatribution and Condl
41000000 Segeant - Lataratory and Sesssring and Obsarving and Testing Equigement
® 42000000  Segemen - Hedical Enuspment and Actesssries and Supslies.

® 43000000 Segment Technalogy and atsos

% 44000000 Sageent - (#ficn Tquipmant and Accessorias and Seppliss

s Distribution Machisnry and Accessories
chinary

s and Supplies
Supglinn

5 AT000000  Seqment - Clnaning Tauipmest saad Supplies
5 4D000CSD  Segment - Servica Indwstry Machinery snd Equipment and Sepplies

EEE W R

% 13000008 Segesent - Eesin and Boin sad Rubber and Fosm and Film and Flastomerc Matariabs

% 15000000 Segment - Fucls and Fuel Addilrees asd Lsbricants and Ankl corrostve Materisls

% 71000008 Fegennt - Farming and Fishing and Forastry and Weldifa Hachinary and Accossanes

g Systems and Eguipment and Camponests

W AS000000  Sagment - Printing and Fholegraphic and Audis and Visual Eguipmant and Supplies
& 36000000 Seymenl - Defense and Law Enlerensent snd Security and Salety Egupment and Sssplies

& 74000008 Segesent - Haterial Handling sod Conditioaing and Storage Machinary sad their Accessores sad Supplies
& 25000000 Segment - Commercial snd MlRary and Private Vebicles and their Accessories and Companents

e Constrection amd Manulscliring Companents and Supplies

and componests and atcessories and supslies

Step 5: Browse for commodities within the listing, or use the Search box feature.

Clicking on the plus sign next to each Segment will expand the hierarchal list of codes. Clicking
on the negative sign will collapse the hierarchal list of codes.
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How to Reqister for a Commodity — Search by Keyword

BUYNET @

Home | Change Password | My Profile | Logout

Register Commodities

View My Comemditins

T add commondities to your commodity list, click an the checkbox mxt ong or mores itens and click on thi Add to My Commd ditiars Button

or

A4 10 My Commedons

umspsL Title A

Step 6: Select “Title” and enter your keyword. In this example “Food”
is entered. Click on the “Go” button.

Register Commodities

| View My Commodiies
Ta add ilies, 1o your dity list, click om the checkbox mext one or more itenrs and click on thie Add to My C % Bulton

Asd 10 My Commaatas

umsPSC Tite

Step 7: All “food” results display.

— Once you find a code that you would like to register, click on box to check it directly to the left of the
code. Repeat for as many codes as you'd like to register.

Please note: You may register at Commodity, Class, and Family levels. If you register for a commodity,
you will be notified of all solicitations that match that specific commodity. If you register for a Class or
Family, you will be notified of solicitations with Commodities within that Class or Family. We recommend
that you register at the highest applicable level (i.e. family or class).
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How to Regqister for a Commodity — by Drill Down

Register Commodities

e
ko your click on the checkbax or more It o click on the Add to My C. Button

o T uhsrme T

P | 5 10000000 Fageent - Lb
# 11000000
& 12000000
5 13000008
# 14000000
15000000
5 J0000000  Sa
71000000 Se
& xz000000 8

& 13000068
& 74000000
W 25000008 Se
& 16000000
% 77000000 Sa
% 30000000 %

& 31000000
533000000 S
& 39000000 8

W 20000008 Se
& 41000008
® 42000000 .
% 43000000 %
& $4000000
45000000 &
& 26000000 8
= 47000000 .

5 40000000

Step 8: Clicking on the plus sign next to each Segment will expand the hierarchal list of codes.

46000000 Segment - Defense and Law Enforcement and Security and Safety Equipment and Supplies
47000000 Segment - Cleaning Equipment and Supplies
= 48000000 Segment - Service Industry Machinery and Equipment and Supplies

> = [+l 28100000 Family - Institutional food services eguipment
[]48101500 Class - Cooking and warming equipment
[]48101600 Class - Food preparation equipment

E e

[]48101700 Class - Food and beverage dispensing equipment
(143101800 Class - Cookware and kitchen tools

F

[ 123101900 Class - Tabletop and serving equipment
(48102000 Class - Restaurant furniture

&3]

(48102100 Class - Storage and handling equipment and supplies
[14s110000 Family - Vending machines
[14s120000 Family - Gambling or wagering equipment
[l4s120000 Family - Funeral equipment and materials
49000000 Segment - Sports and Recreational Equipment and Supplies and Accessories

Step 9:  Once you find a code that you would like to register, click on box to check it directly to the
left of the code. Repeat for as many codes as you'd like to register.

Please note: You may register at Commodity, Class, and Family levels. If you register for a commodity,
you will be notified of all solicitations that match that specific commodity. If you register for a Class or
Family, you will be notified of solicitations with Commodities within that Class or Family. We recommend
that you register at the highest applicable level (i.e. family or class).
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Register Commodities

View My Commodties
hes Button

To add b0 your list, click on the checkbox next one or more items and dick on the Add to My Cs

aarch o .
" T

9[ Add 1o My Commodtie I

a0 |

uRsPSC Title

Step 10: Once you check off all of the codes you'd like to add to your profile, click on the button
“Add to My Commodities.”

A confirmation message will display, as shown below.

Home | Change Password | My Profile

BUYNET )

Register Commodities

‘View My Commodties
To add to your list, click on the chedibox next one or more items and cick on the Add to My C Button

' v w0
Add ts My Commodts | Tha items you chicked wers added to your commuditios list

Step 11: You can review your registered commodities by selecting “View My Commodities” button
which will take you to a page listing your selected commodities.

BUYNET @

Momn | Changs Password | My Prafila | Logout

Register Commodities

[ A 0 My Commosties
You are registered for the following commaodities:

Instructions | | Request Help |
= | J[code status ][ memave ]

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.

Commodity profiling may be changed at any time in BuyNet by clicking on “My Profile” in the
menu bar and then clicking on “Commaodities” button at the top of your profile.

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