>l DEMANDSTAR

"\ Building Communities.

DemandStar User’s Guide

Welcome to DemandStar

Welcome to the DemandStar network! Whether you’re looking to win your first government
contract or you’re an experienced supplier, we’re here to make the bidding process clear,
simple, and easy so you can win more government work.

With DemandStar, you'll find out about relevant bid requests instantly and with way less effort
than searching on your own. You can submit your proposals with confidence, knowing you're
responding to the most up-to-date bid request and submitting directly to the government.

We'll even help you discover new opportunities to grow your business by showing you other
governments looking to buy from companies like yours.

This guide will walk you through how to use the DemandStar network to win more bids and build
better relationships with governments.
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How to get bid notifications

As a member of the DemandStar network, you can receive automatic notifications about bid
requests for goods or services you provide. But before we can do that, we need to know more
about what governments you serve and what goods and services you offer. That’'s why it's so
important to complete your account set-up!

Fortunately, it's a very easy process. We’'ll walk you through it.

Tell us what agencies you want to work with

When you choose an agency, you effectively “subscribe” to that agency, so that you will be
notified about any relevant bid requests that they post on the DemandStar platform. As a
member of the DemandStar network, you get to subscribe to your first agency for free. You may
have already selected your free agency when you created your account. If not, you’ll want to go
back and choose at least one agency that you want to work with. You can do this from the
“Subscriptions” section.

Click on your account name in the top right corner, and then select “Subscriptions”. You can

also go here to check your existing subscriptions or add your first agency if you haven’t already
selected one.

Coming Soon!
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Acme Bricks /

0 Bid Notifications 0 Quote Notifications Notifications (1)

@ Home ; Dashboard Account

Do

Subscriptions

Payments

My Bids

(]
$
[ Commodity Codes
?

® Active (0) Help

(® Recommendation Of Award (0)
Select Commodity Codes to Select Commodity Codes to I nccount ) B Log Out

® Awarded (0) receive bid notifications receive quote notifications

Please Select Your Commodity Codes
® Completed (0) Select the Commodity Codes that describe your
business. Governments will send you notifications

based on the codes that you select.

@ Cancelled (0)
No Bids | Am Watching No Responded Bids

Want to subscribe to more than one agency? That’s great! You can subscribe to agencies by
county, by state, or nationwide at any time by upgrading your account.
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—)::—DEMANDSTAR Dashboard Bids Quotes Activities Messages Responses & (@ BillWeaver ~

& Home » Subscriptions ) Renew /Upgrade

Subscriptions . ]
Subscriptions Detail

Product Type Price/Year Services Bidwire,QuoteWire
(Active)

Broward County Housing Authority Free Agency

Status Active

Total Yearly Cost:

_> Renew / Upgrade

Expires 11/09/2021

I ° o

Tip: If you work with multiple agencies and would like to start by subscribing to just one, we
recommend looking at how active each agency is on the DemandStar platform and picking the
one that’s the most active to start. For more information about how to browse bid requests, read
ahead to “How to Search for Bids”.

Tell us what goods and services you offer

Before we send you relevant bid notifications, we need to know what kinds of goods and
services you offer. You can do this by adding Commodity Codes to your account.

What’s a commodity code? Commodity codes are standard classification codes for goods and
services used for procurement and tracking of expenditures. They consist of 8 numbers and
look like this: 022-909-10 (that’s the code for Airport Facility Construction).

1. Log in to your DemandStar account.
2. Click on the drop-down menu below your username in the upper right corner and select
“Commodity Codes”.

Sl
I'\
DemandStar Corporation
February 2020 - All Rights Reserved
www.demandstar.com



https://www.demandstar.com/beta/suppliers/account/commoditycodes
http://www.demandstar.com/

Coming Seon!
—):(— DEMANDSTAR Bids Quotes Activities Mes:ages Responses > (@ BillWeaver ~

@ Home » Dashboard

& Account

0 Subscriptions

My Bids Acme Bricks S bayments
> = Commodity Codes
® Active (0) ? Hel
. - ? p
0 Bid Notifications 0 Quote Notifications Notifications (1)
(® Recommendation Of Award (0)
Select Commodity Codes to Select Commodity Codes to P Account ) G Log Out
® Awarded (0) receive bid notifications receive quote notifications

Please Select Your Commodity Codes

@ Completed (0) Select the Commodity Codes that describe your
business. Governments will send you notifications

® Cancelled (0) based on the codes that you select.

No Bids | Am Watching No Responded Bids
H “ Rl
3. Click on “Edit
| Coming Soon!
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@ Home , Commeodity Codes [ Edit

Commodity Codes

@ Select Commodity Codes to receive bid notifications.

4. Then use single words in the search field, for example: “hose” (Tip: Think of this like a
Google search)

Commodity Codes

Search

hose h

(e.g "Administrative" or "001-000-00")
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5. Select the codes that you want to add by checking the boxes.

Commodity Codes

Search

hose

(e.g "Administrative" or "001-000-00")
Commodity Codes Search Result

Clamps, Hose [004-060-33]
Hose and Hose Fittings: Brake, Heater, Radiator, Vacuum, Washer, Wiper, etc. [004-060-60]
Hose, Exhaust, Shop Use Only [004-075-36]

[ ] Lubrication Equipment: Guns, Hoses, Fittings, Lubricators, Qil Pumps, etc., Including Oil Filter
Presses [004-075-46]
OJ

Reel and Hose Assemblies, Air and Water Dispensing [004-075-57]

6. Don’t be shy - the more you pick, the better our chances of matching you with an
agency’s bid. Pick as many as could possibly apply to your business.

7. The commodity codes you have selected will appear at the top of the box to the right
under “Your Commodity Codes”. When you have finished selecting codes click on
“Submit”

Coming Soon!

—)::— DEMANDSTAR Dashboard Bids Quotes Activities Messages Responses & (@ BillWeaver ~

@ Home , Commodity Codes » Edit [®) submit X Cancel

Commodity Codes
Submit Commodity Codes
Search ’ Cancel ‘
hose
(e.g "Administrative” or "001-000-00") Your Commodity Codes (3)

Commodity Codes Search Result

Clamps, Hose [004-060-33] Clamps, Hose, [004-060-33] M
Hose and Hose Fittings: Brake, Heater, Radiator, Vacuum, Washer, Wiper, etc. [004-060-60] Hose and Hose Fittings: Brake, Heater, &
Hose, Exhaust, Shop Use Only [004-075-36] FEGIEL, B, (e vy
etc., [004-060-60]
" Lubrication Equipment: Guns, Hoses, Fittings, Lubricators, Oil Pumps, etc., Including Oil Filter
Presses [004-075-46] Hose, Exhaust, Shop Use Only, [004- ]

. ) . . 075-36)
Reel and Hose Assemblies, Air and Water Dispensing [004-075-57]
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Does your business qualify?

One common misconception about government contracts is that governments prefer to work
with large companies. But that’'s not true! Many governments prefer - and in some cases are
required - to work with smaller businesses and minority-owned businesses when they can.

Some governments invite certain types of businesses to bid on contracts. Does your business
fall into any of the following categories?

African American Owned
Asian/Hawaiian Owned
Hispanic Owned

LGBT+ Owned

Native American Owned
Small Business

Veteran Owned

Woman Owned

If your business matches one or more of these categories, you'll want to declare it. That way,
governments who are looking for suppliers like you can easily find your business in searches
and invite you to bid. Here’s how to declare what categories describe your business:

1. Login to your DemandStar account.
2. Click on your name in the upper right-hand corner and click on “Account”.

Coming Soon!
—)::—DEMANDSTAR Bids Quotes Activities Messages Responses & (@ BillWeaver ~

@ Home ; Dashboard

& Account

0 Subscriptions

0 $ Payments
My Bids Acme Bricks Y
|= Commodity Codes
© Active (0) ? H
A a ? Help
0 Bid Notifications 0 Quote Notifications Notifications (1)
® Recommendation Of Award (0)
Select Commodity Codes to Select Commodity Codes to P Account. } Cg Log Out

® Awarded (0) receive bid notifications receive quote notifications

Please Select Your Commodity Codes
©® Completed (0) Select the Commodity Codes that describe your

business. Governments will send you notifications
® Cancelled (0) based on the codes that you select.

No Bids | Am Watching No Responded Bids

3. Across the top, click on the tab for “Self Declarations”.
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-;::— DEMANDSTAR Dashboard Bids Quotes Activities Messages Responses

@ Home 3 Member Information

Member Information User Accounts Certifications Self Declarations

Member Information

4. Click the attributes that apply, and click “Save Changes”.

Member Information User Accounts Certifications Self Declarations

Self Declared Attributes

You are encouraged to self-declare any of the attributes that apply to
your business, as agencies may perform searches to actively seek out
businesses meeting this criteria.

(| African American Owned
D Asian/Hawaiian Owned
Hispanic Owned

(| LGBT Owned

| Native American Owned
Small Business

Veteran Owned

Woman Owned

Save Changes

How to search for bids

In addition to receiving notifications from agencies you follow, you can also browse all active
and past bid requests on the DemandStar network from hundreds of agencies. This is a great
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way to learn about different types of projects you could bid on, additional agencies you could
work with, or see how governments classify and name the types of projects you are interested
in.

To search DemandStar:

1. Log in to your DemandStar account.
2. From your Dashboard Homepage, click on “Bids” at the top of the screen.

Coming Soon!
—::(—DEMANDSTAR Dashboard H Quotes  Activities  Messages  Responses &, (@ Billweaver ~

@ Home > Dashboard

Acme Bricks

My Bids
® Active (0)
0 Bid Notifications 0 Quote Notifications Notifications (1)
® Recommendation Of Award (0)
Select Commodity Codes to Select Commodity Codes to
[ Account | X
® Awarded (0) receive bid notifications receive quote notifications
Please Select Your Commodity Codes
y . .
3. You'll see a list of all the recent bids posted to DemandStar.
Caming Soon!
—:::— DEMANDSTAR Dashboard Quotes  Activities Messages  Responses % (@ TESTSUPPLIER ~

@ Home > BidsSearch

Search Bids

Filter By Filters in use: Active
[7] BidsMNotifications
[ Ordered Bids Sort By Broadcast Date =

[] watched Bids
TestBid-G-1911201653 Active @

D Commedity Code Matches
27 agencydstest2.0, Auburn, WA

L] eBidding Available 1D: AVB-TestBid-G-1911201653-0-2020/A5 Broadcast: 11/19/2020 Due: 11/20/2020 Planholders: 0 Watchers: 0
Government Agency TestBid-G-1911201622 Active &
Search for agencies a Z Z agencydstest2.0 , Auburn, WA
1D: AVE-TestBid-G-1911201622-0-2020/AS Broadcast: 11/19/2020 Due: 11/20/2020 Planholders: 0 Watchers: 0

Bid Status

Active X v
TestBid-G-0001-1811201744 Active oY
Z Z agencydstest2.0 , Auburn, WA

Advanced Search ID: AVB-TestBid-G-0001-1811201744-0-  Broadcast: 11/18/2020 Due: 11/19/2020 Planholders:0 Watchers: 0
Bid Name 2020/AS
Bid Name Q

DSAUTO11172020025308 Active &
Location Z 2 apencydstest2.0 , Auburn, WA
1D: AVB-DSAUTO11172020025308-0- Broadcast: 11/17/2020 Due: 12/17/2020 Planholders: 4 Watchers: 1
2020/AS
See More Options
DSTESTB 01 17-11-2020 Active &

City of Port St. Lucie, Procurement Management Department, Part t. Lucie, FL
ID: ANN-DSTESTB 01 17-11-2020-0- Broadcast: 11/17/2020 Due: 11/30/2020 Planholders: 0 Watchers: 0
2NN fawn

4. On the left side of the screen, there are several Filters and Advanced Search features
you can use to narrow down the search results.
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Caming Soon!

—::i— DEMANDSTAR Dashboard Quotes  Activities Messages  Responses & (@ TESTSUPPLIER -~

@ Home > Bids Search

Search

Filter By

[ Bids Notifications

Bids

Filters in use: Active

D Ordered Bids Sort By Broadcast Date H
[] watched Bids
TestBid-G-1911201653 Active &
D Commodity Code Matches.
27 agencydstest2.0 , Auburn, WA
L] eBidding Available 1D: AVB-TestBid-G-1911201653-0-2020/AS Broadcast: 11/19/2020 Due: 11/20/2020 Planholders: 0 Watchers: 0
Govnrnment Agency TestBid-G-1911201622 Active @
Search for agencies Q
27 agencydstest2.0, Auburn, WA
1D: AVB-TestBid-G-1911201622-0-2020/AS Broadcast: 11/19/2020 Due: 11/20/2020 Planholders: 0 Watchers: 0
Bid Status
Active X v
TestBid-G-0001-1811201744 Active &
27 agencydstest2.0 , Auburn, WA
Advanced Search 1D: AVB-TestBid-G-0001-1811201744-0-  Broadcast: 11/18/2020 Due: 11/19/2020 Planholders: 0 Watchers: 0
Bid Name: 2020/AS
Bid Name Q
DSAUTO11172020025308 Active &
Location ZZ agencydstest2.0,, Auburn, WA
Search for state or county Q, 1D: AVB-DSAUTOL1172020025308-0- Broadcast: 11/17/2020 Due: 12/17/2020 Planholders: 4 Watchers: 1
2020/AS

Bid Identifier

3~ DEMANDSTAR

@ Home ; Bids Search

5. Review your results, then click on one that’s interesting to see the details.

Coming Soon!

Dashboard Quotes  Activities  Messages  Responses

& @ Billweaver ~

Search

Filter By
: Bids Notifications

Ordered Bids

Watched Bids

Commodity Code Matches

eBidding Available

Bids

Active Filters eBidding Available Bid Name Location Active

Sort By

I Old Palm City Ripple Stormwater Project (Construction) I

Martin County Purchasing, Stuart, FL

Broadcast Date ~ =

Active

ID: RFP-3277-0-2021/KB Broadcast: 11/09/2020 Due: 12/09/2020 Planholders: 33 Watchers: 6
Government Agency “CONSTRUCTION OF NEW PEDESTRIAN PATHWAY AT FUCHS PARK” Active @
Search for agencies Q

City of South Miami, South Miami, FL

ID: RFP-RFP #PR2020-25-0-2020/SK Broadcast: 10/30/2020 Due: 12/01/2020 Planholders:27  Watchers: 17

Advanrad Saarrh
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How to respond to a bid request

Once you're ready to respond to a bid request, the DemandStar platform will walk you through
how to submit your response. You can submit your bid response with confidence, knowing that
the bid information on DemandStar was entered directly by the government and represents the
most up-to-date version of the bid request.

Many governments require or provide the option for you to submit your bid electronically through
DemandStar. Even if they don’t, the bid request on DemandStar will provide clear instructions
about how to submit your bid response.

Here’s how to submit a bid electronically through DemandStar:

1. Click on the solicitation name.

Coming Soon!

—)::— DEMANDSTAR Dashboard m Quotes  Activities  Messages  Responses & (@ BillWeaver ~

@ Home ; Bids Search

Bids
Search
Filter By Active Filters eBidding Available Bid Name Location Active
Bids Notifications
Ordered Bids Sort By Broadcast Date sl
Watched Bids
I Old Palm City Ripple Stormwater Project (Construction) I Active @
Commodity Code Matches
Martin County Purchasing, Stuart, FL
eBidding Available ID: RFP-3277-0-2021/KB Broadcast: 11/09/2020  Due: 12/09/2020 Planholders:33  Watchers: 6
Government Agency “CONSTRUCTION OF NEW PEDESTRIAN PATHWAY AT FUCHS PARK” Active &

Search for agencies Q
City of South Miami, South Miami, FL

ID: RFP-RFP #PR2020-25-0-2020/SK  Broadcast: 10/30/2020 Due: 12/01/2020 Planholders: 27 Watchers: 17

Advanrad Saarrh

TIP: Occasionally, a government partner will require the word “EBID” in the Bid ID, and
sometimes not. Be sure to review the requirements to make sure you respond appropriately.

2. Once you are in the bid solicitation, you will see the Bid Details page, which is standard
for all solicitations.
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Coming Soon!

—)::—DEMANDSTAR Dashboard m Quotes  Activities Messages  Responses

ome » Bids ; Old Palm City Ripple Stormwater Project (Construction)

Bid Details = Planholders | Similar Bids

Old Palm City Ripple Stormwater Project
(Construction)

& Download Bid Package | > Submit eBid Proposal

Bid Details

Agency Name Martin County Purchasing
Bid Writer Krysti Brotherton

Bid ID RFP-3277-0-2021/KB

Bid Type RFP - Request for Proposals
Broadcast Date 11/09/2020 4:00 AM Eastern
Fiscal Year 2021

Due 12/09/2020 2:30 PM Eastern

Bid Status Text None

Scope of Work

The Old Palm City Ripple Stormwater Project is a water quality and eco-art project located in Old Palm
City, Martin County, Florida. The work includes, but is not limited to, clearing, grubbing, excavation,
filling and embankment, demoli

11

& (@ Billweaver ~

Upgrade Subscription

Similar Bids (11)

Murphy Road Resurfacing
Martin County Purchasing, Stuart, FL

South Selmon Ramps & Misc. Pavin...
Tampa-Hillsborough County Expressway
Authority, Tampa, FL

Major Road Resurfacing FY2021
City of Cape Coral, Cape Coral, FL

View more &

Planholders (33)

Blackham Contracting Group
Blue Goose Construction LLC
C. Slagter Construction, Inc.
Construction Journal, Ltd.

CWR Contracting

View more

3. When you are ready to submit your bid, click on “Submit eBid Proposal”.

Coming Seon!

—:::— DEMANDSTAR Dashboard E Quotes  Activities  Messages  Responses

@ Home , Bids ; oOld Palm City Ripple Stormwater Project (Construction)

Bid Details Planholders | SimilarBids

& (@ BillWeaver ~

Old Palm City Ripple Stormwater Project
(Construction)

Download Bid Package I > Submit eBid Proposal

Bid Details

Agency Name Martin County Purchasing
Bid Writer Krysti Brotherton

Bid ID RFP-3277-0-2021/KB

Bid Type RFP - Request for Proposals
Broadcast Date 11/09/2020 4:00 AM Eastern

Upgrade Subscription

Similar Bids (11)
Murphy Road Resurfacing
Martin County Purchasing, Stuart, FL
South Selmon Ramps & Misc. Pavin...
Tampa-Hillsborough County Expressway

Authority, Tampa, FL

Major Road Resurfacing FY2021
City of Cape Coral, Cape Coral, FL

View more £

4. Enter the information requested page-by-page. You can see what will come next via the

menu bar on the left under “eBid Progress”.
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Coming Soon!

—:::—DEMANDSTAR Dashboard m Quotes  Activities  Messages  Responses % @ BillWeaver ~

@ Home , Bids ; Old Palm City Ripple Stormwater... 5 My Ebid Response [E) Save &Finish Later X Cancel

. . eBid Response
Bid Details

Agency Name  Martin County Contact Information

Purchasing
Bid Number RFP-3277-0-2021/KB P
Acme Bricks
Bid Due Date 12/09/2020 2:30 PM
(Ea=tein Address 1
Countdownto 28 days, 23 hours, 37 136 Frederick St
Bid Due Date minutes, 00 second
Remaining Address 2
Bid Name 0ld Palm City Ripple Address 2
Stormwater Project (optionaly
(Construction) city
Tampa
eBid Progress
Country State/Province
©  contact Information United Statesof A... v California v
Documents Upload
County Postal Code
Review Bid Select... v Postal Code

(optional)

After you click NEXT on the Contact Information page, you will be directed to enter the
documents required. In this example, they only ask for one document, however, in
others, they may ask for multiple documents that each need to be uploaded separately.
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Coming Soon!

—;::— DEMANDSTAR Dashboard Quotes  Activities  Messages  Responses & (@ BillWeaver ~

» Bids 5 Old Palm City Ripple Stormwater... 5 My Ebid Response [ save &Finish Later X Cancel

eBid Response

Bid Details
Agency Name  Martin County Required Documents
Purchasing
gid Number RFP-3277-0-2021/KB The following decuments are required by the agency for this project. Please select which decuments you

| will be submitting electronically (online), and which ones you will submit directly to the agency (offline).
Bid Due Date 12/09/2020 2:30 PM

(Eastern)

Agency Accepted File Formats
Countdown to 28 days, 23 hours, 36 sency P

Bid Due Date minutes, 00 second Adobe Acrobat (*.PDF ) B AutoCAD Drawing (*.DWG )
Remainin
g B AutoCAD Drawing Web Format (*.DWF ) B GIFImage (*.GIF)
Bid Nam ity Ri
Cliame Old Palm City Ripple JPEG Image (*.JPG) B3 Microsoft Excel (*XLS )
Stormwater Project
(Construction) Microsoft Excel (*.XLSX) B Microsoft PowerPoint (*.PPTX)
4 Microsoft PowerPoint (*.PPT ) B Microsoft Word (*.DOC)
B Microsoft Word (*.DOCX) Plain Text (*.TXT)
eBid Progress B Plotfile (*.pLT) B Rich Text Format (*RTF)
Contact Information B TIFF Image (*TIF) B wordPerfect (*WPD )
. ZIP Compressed Archive (*.ZIP)
Documents Upload
REnemEd Required Document Submission Option Uploaded Document

Required Bid Documents None -

6. Review Your eBid Response, and if everything is correct, then press “Submit Response”.

Coming Soon!

-;:1- DEMANDSTAR Dashboard Quotes  Activities  Messages  Responses & (@ Billweaver ~

@ Home , Bids , Old Palm City Ripple Stormwater... » My Ebid Response £ SubmitResponse  [5) Save &FinishLater X Cancel

Review Your eBid Response

Bid Details
Agency Name Martin County Contact Info
Purchasing
Bid Number RFP-3277-0-2021/KB Company Name Acme Bricks
Bid DueDate  12/03/2020 2:30 PM Address 1 136 Frederick 5t
(Eastern) Address 2
Countdownto 28 days, 23 hours, 34 city Tampa
Bid Due Date minutes, 00 second
Remaining State California
Bid Name 0ld Palm City Ripple Country United States of America
Stormwater Project Postal Code 33647
(Construction)
Phone Number 410-980-1588
Bid Amount $325,000.00
eBid Progress Alternate Bid Amount
Contact Information Notes
Documents Upload Agency Required Documents
Review Bid @ Required Bid Documents(Electronic/Online)
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You are all done! The government can now download your responses and documents and see
the date and time at which you submitted your proposal.

Managing your account

You can access your account settings at any time by clicking on your name in the upper
right-hand corner once you login.

From your account settings, you can:
e Add more users to your account

e Upgrade or change your subscription to access more governments
e Add and manage government certifications

Upgrade your Subscription

Upgrading your DemandStar account is one of the easiest ways to see more bids and more
opportunities on the DemandStar network. Here’s how to upgrade:

1. Login and click on your name in the upper right-hand corner and click on “Subscriptions.”

Coming Soon!
—):(— DEMANDSTAR DEHLLETGE  Bids  Quotes  Activities  Messages  Responses & @ Billweaver ~

Acme Bricks /

0 Bid Notifications 0 Quote Notifications Notifications (1)

@ Home  Dashboard

Account

Do

o

Subscriptions

$ Payments

My Bids

[ Commodity Codes

® Active (0)

? Help

(® Recommendation Of Award (0)
Select Commodity Codes to Select Commodity Codes to P Account L4 Log Out

receive bid notifications receive quote notifications

© Awarded (0) .
Please Select Your Commodity Codes

©® Completed (0) Select the Commodity Codes that describe your

business. Governments will send you notifications
based on the codes that you select.

@ Cancelled (0)
No Bids | Am Watching No Responded Bids

2. Click on Renew/Upgrade and follow the steps to add agencies to your account.
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Coming Soon!

—)::—DEMANDSTAR Dashboard Bids Quotes  Activities Messages Responses & (@ BillWeaver ~

@ Home » Subscriptions ) Renew [ Upgrade

Subscriptions .. .
Subscriptions Detail
Product Type Price/Year Services BidWire,QuoteWire
(Active)
Broward County Housing Authority Free Agency 0
Status Active
Total Yearly Cost: 0 Expires 11/09/2021

T

3. You can choose a State, then drill down to add counties. You can get notifications for
every agency on DemandStar in a county for only $25 per county, per year.

Coming Soon!

—):(— DEMANDSTAR Dashboard Bids Quotes Activities Messages Responses ® (@ ZacharyCohn ~

ay County year
Choose Your Counties FEHER sl g
States (0)
Alabama Alaska Arizona Arkansas
California Colorado Connecticut D'St”d_"f My Current Subscriptions (o)
Columbia
Nation (0)
Counties (0)
Counties (54) States (0)
Search for Counties Add to Cart
Search for Counties A5 Conntea inFlori NoarCrTentEate
unties in Florida
$900/year Total (3 subscriptions) $75/year
|| Alachua County $25/year View Agencies
Baker County $25/year View Agencies View All Agencies (377) Proceed to Checkout
Bay County $25/year View Agencies 3 counties selected =
Bradford County $25/year View Agencies $75/year { Skip for Now ]
[} Brevard County $25/year View Agencies This selection of 3 counties
includes information from 4
[} Broward Count i i
- Frowardtounty $25/year View Agencies different government agencies.
L e -~ . PR
\‘l
S
I'\
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Add another user

If you want to give someone else on your team access to DemandStar so that they can search
and respond to bids, you can add them as a user on your account for no extra charge. Here’s
how you do it:

1.

Login to your account

2. Scroll over the upper right-hand corner, click on the little down arrow next to your name

and click on “Account”.

Coming Soon!
—)::— DEMANDSTAR Bids Quotes Activities Messages Responses & @ Billweaver ~

@ Home 5 Dashboard

& Account

@ Subscriptions

; Acme Bricks $ Payments
My Bids
|= Commodity Codes
® Active (0) ? H
a n ? Help
0 Bid Notifications 0 Quote Notifications Notifications (1)
© Recommendation Of Award (0)
Select Commodity Codes to Select Commodity Codes to P hccount § e Log Out

® Awarded (0) receive bid notifications receive quote notifications

Please Select Your Commodity Codes
©® Completed (0) Select the Commodity Codes that describe your

business. Governments will send you notifications
® Cancelled (0) based on the codes that you select.

No Bids | Am Watching No Responded Bids

3. Across the top you will see four tabs, click on “User Accounts.”

4.

Caming Soon!

—)::—DEMANDSTAR Dashboard Bids Quotes Activities Messages Responses & (@ BillWeaver ~

@ Home ; Member Information
Member Information Certifications  Self Declarations

Member Information \

Scroll down to the bottom of the page, and click the big teal button that says “Add User”.
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Coming Soon!

—:::— DEMANDSTAR Dashboard Bids Quotes Activities Messages Responses % @ BillWeaver ~

@ Home 3 User Accounts Add User

Member Information ~ User Accounts  Certifications  Self Declarations

User Accounts
Current Active Accounts (1)

Filter Status
Search by Account Name, Email, Title and User n... Active 4

Primary  Account Name =| Title Notified Active

(] Bill Weaver Main Contact (/] (] Recover Password =

Add User

5. Fill-in the requested information.

Coming Sean!

—)::— DEMANDSTAR Dashboard Bids Quotes Activities Messages Responses & (@ BillWeaver ~

@ Home ; Account Info 5 AccountInfo [E) save X Cancel

Add User Account

User Information

First Name
Marco

Last Name
Gutierrez

Username

marcog@acmebricks.com

Email Address

marcog@acmebricks.com

6. Scroll to the bottom and make sure the toggle is switched on to “Receive notifications”.
Then click “Save Changes”.
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Account Status

Receives Notifications [ ) <—

Permissions

[ edit Member Information
__| Manage Accounts
| Respond to Bids

] Respond to Quotes

=

7. User-name now appears under “User Accounts”.

Manage certifications

DemandStar makes it easy for you to manage your certifications across multiple agencies.

1. Login to your DemandStar account.
2. Click on your name in the upper right hand corner and then click on “Account”.

Coming Soon!
—)::—DEMANDSTAR Bids Quotes Activities Messages Responses & (@ Billweaver ~

@ Home ; Dashboard

& Account

@ Subscriptions

: $ Payments
My Bids Acme Bricks
= Commodity Codes
® Active (0) 3] ? Help
0 Bid Notifications 0 Quote Notifications Notifications (1)
® Recommendation Of Award (0)
Select Commodity Codes to Select Commodity Codes to [C4 Log Out
© Awarded (0) receive bid netifications receive quote notifications

Please Select Your Commodity Codes
© Completed (0) Select the Commodity Codes that describe your
business. Governments will send you notifications

© Cancelled (0) based on the codes that you select.

No Bids | Am Watching No Responded Bids

3. Click on the tab for “Certifications”.

Coming Soon!

—)::—DEMANDSTAR Dashboard Bids Quotes Activities Messages Responses & (@ BillWeaver ~

@ Home ; Member Information

Member Information User Accounts || Certifications J Self Declarations

Member Information
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4. Here you will see a list of agencies that government agencies use to track suppliers that
meet specific certification or qualification criteria. These will all be listed here and you
can apply for them here, by clicking on “Apply”.

Coming Soont

-;::-DEMANDSTAR Dashboard  Bids Quotes Activities Messages  Responses & (@ BillWeaver ~

@ Home ; Certifications

Member Information UserAccounts  Certifications | Self Declarations

Information .
Filters
Status Changed Since
Government Agencies can set up "Certifications", such as M/WBE, to track suppliers that meet specific certification or MM/DD/YYYY e

qualification criteria
(e.g. "11/10/2020")

) X 3 L . - Expires After
Search here to see a list of agencies with certifications for which you may be eligible.
MM/DD/YYYY s
Certification (44 "11/10/2020"
( ) Certification Status I )
Search Select... v
Search...
Attribute Matching
. . - _ Last .
Certification Name = Buyer Name =1 Status Changed Expired (® Only show certifications which
s match my self declared attributes
Affirmative Action (AAP) City of Springfield, OH - Purchasing Apply Show all certifications

Division

Archived Award Onvia, Inc. - Agency Services Apply m
Berth Reconstruction Manatee County Port Authority Apply Clear Filter

Engineers

5. Simply click on “Apply” and follow the prompts.

How to get help

DemandStar has amazing customer support available from 6 a.m. to 6 p.m. Pacific Daily (9 a.m.
to 9 p.m. Eastern).

If you ever have an issue, give us a call at (206) 940-0305 or toll-free at 1 (866) 273-1863. We
will happily walk you through the product and answer any questions. You can also email us
(support@demandstar.com) and we will respond to your request in the order it is received.

e Phone Support: (206) 940-0305 or toll-free at 1 (866) 273-1863
e Help Desk: support@demandstar.com

Note that most DemandStar support tickets are resolved within 4 working hours.
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