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:

e Register as a supplier

e Register to receive commodity based solicitation notifications

¢ View open solicitations

e Download solicitation documents

e Submit Quotations

e Submit files on RFQs

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 RFQs, 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.sandiegocounty.gov/)
or you may enter the address directly into your web browser: https://buynet.sdcounty.ca.gov

From the County of San Diego home page:
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http://www.sandiegocounty.gov/
https://buynet.sdcounty.ca.gov/

You have arrived at the BuyNet website when the following page displays:
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County of San Diego Online Procurement System
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Step 2: 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.

\ | In addition to DVBE, you can now add the VOSB or SBE certification to your
ﬁ}y company profile:

Step 3:
e Complete all sections of the registration form.
e Check the certification (s) that your company currently holds, if any.
o If you select DVBE, BuyNet will automatically check VOSB as well.
o Each magnifying glass will direct you to a website with information about the certification.

BUYNET @

Registration

Required fields are shaded and shown in bold
Account Information

I Use only letters (a-z), numbers (0-9), the underscore (_), and
User ID | no spaces.

Password I Must be Must be at least seven (_7) characters long ,
contain at least two numbers (0-9), but no spaces.

Password may not contain User ID.
Re-enter Password I Make sure it is difficult for others to guess!

Company Profile Information

Company |
Enter only street address information in Address. Continue on
Address I the second line if needed.
Address 2 |
city [
State/Province ICalif‘ornia For foreign addresses other than Canada, select Other as the
state/Province. Enter City and Province in the City field.
Postal Code I
Country |
Tax ID |

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

a |:|I'\-"I\,-r company is certified by the United States Department of Veteran Affairs as a Service- Disabled Veteran-
Owned Small Business (VOSB)

& [Omy company is certified by the State of California as a Small Business Enterprise (SBE)

Contact Information

First Name

Last Name

Telephone

Fax

Email

Please be sure to enter your Email address correctly. We use
this address to confirm your registration and contact you about
upcoming business opportunities.

Re-enter Email

)

Step 4: When you have completed the form,
click on the “Register” button.

You will arrive at the following page after creating a successful registration:
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UY N E T

Change Password | My Profile | Logout | | Information

Thank You!

You have successfully registered.

lier you can v d to RFQs, d load attachments, and review your response history.

Welcome to BuyNet. As a registered BuyNet
¥ou will be receiving an email confirming your registration.

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

Register Commaodities

1

Step 5: To build your commodity profile, click on the “Register Commodities” button.

Register Commodities

Add ta My Commedties
Instrustions

a

_Racusst halp |

Step 6: To add to your commodity profile, click on the “Add to My Commaodities” button.

Register Commodities

e My Commosoes.
to your Est, dick on the chedkbox next one or more items and dick on the Add to My C. dities Button

Step 7: 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

Step 8: 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 9: 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 Commaodity, Class, and Family levels. If you register for a commodity, you will
be natified of all solicitations that match that specific commaodity. 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
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o your click on the checkbox or maore It rd click on the Add to My © Button
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Step 10: 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 11: Once you find a code that you would like to register, click on box directly to the left of the
code to check it. 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 natified of all solicitations that match that specific commaodity. 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
To add b0 your dity list, dick on the checkbox next one or more items and dick on the Add to My Cs dithes Button

Brocan Sagmans levsl by Ans
or

o 68
9 [ Add 1o My Commodtie I

uRsPSC Title

Step 12: 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.

BUYNET [

Home | Change Password | My Profile | Logout

Register Commodities

‘View My Commodties

':.:‘j?.‘;”“ - r.k:l-\:ob( list, click on the chedibox next one or more items and dick on the Add to My C. ‘ iunon
e | : i
Step 13:  You can view your registered commodities by selecting the “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 “Commodities” 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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