Maintaining Seller Information

To ensure receipt of notifications about Bid opportunities or to be issued Purchase Orders
(POs) through Purchasing Portal, you must make sure your information is current within
the system. You can do this by accessing the Purchasing Portal login screen and signing in
with your unique Login ID and Password. You can refer to the email you were sent upon
completion of registration, or by using the link https://purchasing.cccounty.us. Purchasing
Portal can also be accessed through the County’s website at www.cccounty.us. Find the
Purchasing Services page under the Business tab at the top menu.

This guide will provide you with instructions on maintaining your company information. If
you find you need assistance, or have any questions about doing business with Contra
Costa County, please contact us by phone or email at (925) 313-2120 or

purchasing@pw.cccounty.us. We appreciate your interest in doing business with the
County.

Contra Costa Co. Purchasing Portal

CONTRA COSTA COUNTY

PURCHASING
PORTAL

-_— Register
Register here to begin using Contra Costa Co Purchasing Portal
Vendors. please read this disciamer prior to regsstenng
- Complete Registration
Complete registration here 1o begin using Contra Costa Co. Purchasing Portal
Vendors. please read this disciamer prior to compieting regestration
- OpenBids

Browse open bid opportunites

Login IO

Password

Forgot your password?
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Who Can Update Seller Data?

Upon logging into Purchasing Portal with your unique Login ID and Password, you may
update your company’s Seller data if you have the role of Seller Administrator. To update
your company’s data, click on the Seller Administrator tab. NOTE: Users without the role
of Seller Administrator can only update their personal information by clicking on My
Account.

PURCHASING
PORTAL
Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About August 8, 2012 10:16:11 AM PDT o ®x

Home | Org Maintenance | User Maintenance | Add User Chris Harris

Maintenance Home Page for: Periscope Holdings, Inc.
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Information Account Organization
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This section is used for This =ection iz used to maintain This section is uzed to add This section is used for adding
maintaining organization users for the organization. users to the organization. an organization with the same
information. Tax IDn.

Updating Seller General Information

By clicking on the Maintain Organization Information, Seller Administrators can update
company general information, addresses, terms, categories/certifications, and
commodities/services offered.
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By clicking on Maintain General Organization Information you can manage the general
information about your entity, including business description, primary email, attachments
and information you may choose to provide as an Emergency Supplier (authorizing the
County to contact you 24/7 for emergency orders).

Sefer Admanistyator

MIGP Code Browss | My Account | Customes Sarvics | Aboat Auguat B, 202 12747 AMPOT @ K

Homw | Ovg Marntenanes | Uset Mamtenancs | Add s

Maintain Organization Information for: Test Vendor

Maintain Ganoral Madntaen Commodity Codes

Mamitam Addresses
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Maintain Yermn and Mauntam Quote Attachment -
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reposioy

Maintain General Organization Information

Vender O 00008

Camgany Name™ Test Vendor Vandor LegaiName | Test Vendar
DaA for Vendor

Tax 0" 000000208 Cumuycmlu‘ruo. US - Unted States of America ~
Is Tax © 2 an Emplayer identificaton Number (EIN) or a Sooa! Securty Number (SSNj7 @ EN T SSN
hcomporation Detals. State w  Yeorof ncorporation. 0

Busness Descricton

Preferred Detvery Method  Emad ~

Vendec Emal chams@penscopehokdngs. com

Vendor Fax

Emergency Suppher T ves @ g

Emmrgancy Phone® Ext

Emergency Contact Name®

Emergency Emal”

Emargancy info Commant

User Last Updated Test Vendze

Date Last Updated DB0B2012 105111 AM

No Anachments

Fie [[Browee__|

Descrption
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Updating Seller Addresses

To update addresses, click the Maintain Addresses icon. This will provide a list of current
addresses registered for your company.

PURCHASING
PORTAL

soter
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You can update an existing address by clicking on the link in the Name column, or you can
click Add Another Address to create a new address for your company.

Maintain Addresses for: Test Vendor

Mame Address Type Address Information Status Default
for Type
General General Mailing Address Test Vendor Active Yes

123 Test
Martinez, CA 55555
us

Email: charris@periscopeholdings.com
Phone: (555)555-5555
T ———

Purchasing Portal allows you to save multiple types of addresses for your company,
including General, Bid, Purchase Order, and Remittance addresses. In addition, you can
have multiple addresses for each type (example: if you have multiple locations where POs

can be sent by the County); however, you will be asked to identify a Default address for
each type you create.
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Address Book - Test Vendor

Enter a New Address
Address Type: Bid Mailing Address A _

. P Bid Mailing Address
Name this Address™ Emergency Mailing Address
Purchase Order Mailing Address
Remit Address

Address Line 1% Sales Address

Contact Name™:

Address Line 2:
Address Line 3:
Address Line 4:
Cou ntr)f*: US - United States of America +
C'rty*: ] State/Province™: -
ZIF*: ] County:
Phong™: Ext:
Toll Free: WMobile:
Fax: Emai®:
Status: Active Web Address:
Default address for this address type (Begin with hitp:/ or https:)y

o e —

Once you have made all additions or changes, click Save & Exit to return to the list of

addresses for your company.

Updating Commodity Codes and Services

To update information you have provided the County about which goods and services you
offer, click the Maintain Commodity Codes and Services icon. This will help ensure that
you receive notifications about Bid opportunities for those commodities and services.

PURCHASING
PORTAL
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From this screen, you can either Display Inactive Commodity Codes to view any codes you
had previously registered for, but that the County no longer uses for Seller searches.

Commodity Maintenance Home Page for: Test Vendor

Maintain Commodity Codes
This section is used to add or remove commodity ——
codes.

Display Inactive Commodity Codes ‘

This section is used to display inactive commodity
codes.

For most updates, you should click Maintain Commodity Codes.

Commodity Maintenance Home Page for: Test Vendor

Maintain Commodity Codes
This section is used to add or remove commodity
codes.

2
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Display Inactive Commodity Codes
This section ig used to display inactive commodity
codes.

You will see a list of commodities and services you previously registered for. You can
deactivate current commodities, or add new commodities by clicking Add Additional
Codes to reach the Commodity and Services Codes screen.

Commodity and Service Codes

Curremt Codes - Test Vendor

]

Deactivaw Cute Desaription Dot Aucdee
20714 | Banery Chargers, Comguner and Perigharsl 0See202

B ] 0720 | Braces Maotoe, PCS, CAT'S, Dest Top Prindees. elc Sasa12
«1 021 | cam Conmpusor T omamiz

:. ] W73 :u:umumm-.mx s 2
B \ 207:30 | Compwst Diska, DVD, ROM, Bh-Rary, et oMIV12
] 0732 | Comper matructznsl Ads ang Trarng Devices owse 12

B 20704 | Covers and B « el For Equgmant) oetnR2a12
- J07-37 | CAT Hokders, Cones Guare Screens Locks, et 0Es82312
20747 | Fasteners aed Accessanes, Thumb Lock 02182912

5 ] 07-49 | Formm Barsters, Fostors, 08 Rrladod Accessories 02182012
n 207-50 | Forms, Chans, Templales, Rulers, edc 0zRa2
- 0740 | Keyscard Dust Covers, Kay Top Covwrn, Keybsard Orawers, Wt L2 a2

. merw e mew
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The Commodity and Service Codes screen allows you to search for the National Institute of
Governmental Purchasing (NIGP) Codes that correspond with what your entity offers. You
can peruse through general categories of commodities and services, or search by keyword.
Once you've selected all the codes that match what you provide, select Save or Save and
Add More.

Commodity and Service Codes - Testing Labs (7]
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Updating Terms and Categories
To update information you have provided the County regarding which goods and services

you offer, click the Maintain Terms and Categories icon.

Seller Seller Administrator

August8, 2012 11:36:45 AM PDT @ 3¢

NIGP Code B | My A t | C Service | About
Maintain Organization Information for: Test Vendor
Maintain Commaodity Codes

Maintain General -
Organization Information Maintain Addresses & Services

&
I
&
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This section is used to maintain

This section is used to maintain
commodity codes and services.

This section is used for
maintaining general organization addresses.

information.

Maintain Regions Maintain Tems and Maintain Quote_Aﬂachment Credit Memo List
Categories Repository

|

|
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This section is used to maintain This section is used to view

This section is used to maintain
files in the quote attachment credit memos.

regions. terms and categories.
repository.

Here you can update your standard payment and shipping terms, and designate your

status for categories and certifications requested by the County (such as business type or
minority business status). After you’ve completed this screen, click Save & Continue

This section is used to maintain

Registration along the bottom.

Terms, Categories. snd Certifications - Test Vendor

Payrrant Torws: 0% Ned 10
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