=BEACON

WebProcure™

Vendor Registration User Guide

Document Version 3.0.01.18

p
=" PERFECT COMMERCE
WebprocureTM powered by A PROACTIS COMPANY




Beacon - Vendor Registration

Table of Contents

I OAUCHION ettt ettt e et e e re e e saeesssnessssnesssaessssasssssesssnsesssnsasssssessssnesssssesssessssssasssasssnes 5
YT o [0 =T I = =15y = o) o 5
Vendor Self-ReEISTration ......cuoicviieieiiiiiieicicetcctetccte et aees 6
GettiNg STArted. vttt ae e 6
Step 1 - Collect Information and General DiSClaimer.......ccccvvveeirneenieiiisieniineienteeeeneee et sseeaees 7
Step 2 - Organization INfOrmMatioN ... 9
Now/Later Supplemental INfOrmMation ......c..coccevievieneiiuenirininineiicicccce e 13
BUSINESS VeI iCAtiONS weeeeieeeeieeeeeieeeeeccteeeeectee e e et e eeecreeeeeesaeeeeeeessseeseessseseeesssssasesssssssssssnsesasesnnnes 14
(@] 00} =1 0}V 1 ES) ) 2 15

W-9 Form Request for Taxpayer Identification Number and Certification .......ccccecueeuereuennnnns 15

City TaX COMPHANCE c..ciuviriitiriitiiticicitcetcctc st esae b st sssesbes s esssesness 17
PrOTESSIONAl LICENSUIE cuuuveeiereeeceteeceteeceteeeteeeceeseseesssatesssssesssanesssssesssssesssssesssssssssssssssesssssasans 19

(@1 U = [ <Rt 24

City of Pittsburgh Areas Served ...ttt 26
Diversity / Disadvantaged Business Classifications ........ccocevuevueviinuininininiiinicicicicicnicnncnncnnens 28

Step 3 - Organization Contact INfOrmMation ........ccevuevenininininiiiiicicee e 31
PN [ [ o) g =1 W @o] o = ot 43T 33
Step 4 — Select Commodity [ SErvice COAES .uuinirimiriiiiiiiiininitntctsiestet et se et sssessneane 35
AVailable CateZOrIES...uuiiiiiititictictictcttttete e 36

SeleCt CAtREOTIOS uvvvirerietiteiititetctctete ettt b bbb sa e b b e as s esnesnes 36
Remove Selected Cat@EONIES ..uuuuiiiiriiieirtiteictitetccttcete et sse e snenens 37
Process My RegiStratioN ...cuucieciiiniiiiiiiiciiiiiicieciectrct st as s es 37
LOE IN 10 WEDPIOCUIE ...ttt 39
WebProcure Usage Terms and CONAItiONS......cceveueeieieintiieintiieiciteicsecteteteseeseeesese s 40



Beacon - Vendor Registration

WeDProcure HOME PAE ....c.ccviiiiiiitiiiiicticiicictcttetetestt it b s b b
MY ACCOUNT.ceiiiiiiiiictteee e e e s e s b s s s s s sas s e s s s sas s s e e s asaassesssnanes

[0 ] 1= =1 | o N



Beacon - Vendor Registration

Introduction

The City of Pittsburgh is implementing a secure, web-based statewide eProcurement system, Beacon,

using the WebProcure application provided by our partner, Perfect Commerce.
Beacon offers many user-friendly features and expanded services, including:

= Business opportunities from the City of Pittsburgh posted to a consolidated bid board where

you may view and respond.
= Ability to view and respond to other public-sector opportunities within City of Pittsburgh.

» Access to the WebProcure marketplace, which provides public sector opportunities with other

Perfect Commerce clients.
» Automatic email notification of business opportunities.
= Ability to electronically submit bids or proposals.
* Enhanced self-service vendor registration in a one-stop shop.
* Improved vendor registration allowing for multiple users, contacts, attachments and more.

= Ability to review award results/postings electronically.

Required Registration

All vendors who currently (or in the future) sell products and/or services to the state will be required
to register their business with the Beacon. The vendor registration portal for registering your business

is accessible from the Beacon website at: pittsburghpa.gov/beacon/

This document will serve as a guide on how to register your organization.


http://pittsburghpa.gov/beacon/
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Vendor Self-Registration

Beacon utilizes the Perfect Commerce WebProcure application to provide vendors with the ability to
self-register. This is a multi-step process to establish contact and company information, areas served,

commodity classifications and tax identification information.

Getting Started

It is suggested that you have the following information on hand to complete the required sections of

the registration:
= Organization’s Taxpayer ID Number (TIN)
= Business Type (Corporation, LLC, Sole Proprietorship, etc.)
* Email Address

= Internal Revenue Service W-9 Form (ready for upload), Request for Taxpayer Identification

Number (TIN) and Certification
You will also have the opportunity to enter in supplemental information including:

* Organization Information

Pittsburgh Areas Served

Diversity / Disadvantaged Business Classifications
0 Minority Business Enterprise (MBE)
0 Women Business Enterprise (WBE)
0 Veteran-Owned Small Business

* Organization Contact Information

Commodity / Service Code Selection

After gathering the necessary information, access the website: pittsburghpa.gov/beacon/registration

The website opens to the required Registration page.


http://pittsburghpa.gov/beacon/registration.html
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Step 1 - Collect Information and General Disclaimer

The first step in the registration process is to collect the information that will be necessary to complete
your registration. This includes, the previously mentioned, taxpayer information, contacts, and

commodity classifications.

BEACON

REGISTRATION

= Vendor Registration Instructions

Instructions Organization Information Contact Information Commodity/Service Codes
.

Doing Business with the City of Pittsburgh

Welcome to the City of Pittsburgh's Vendor Registration process. This registration will quickly allow you to get a username and passwerd to view, as well as
respond to, business opportunities issued by the City of Pittsburgh's departments.

Prior to starting the registration, please make sure to have the following information available:

Qrganization’s Taxpayer 1D Number (TIN)

Business Type (Corporation, LLC, Sole Proprietorship. etc.)

Email Address

Internal Revenue Service W-9 Form, Request for Taxpayer Identification Number (TIN) and Certification

Registration is a multi-step process with the opportunity to complete the following information:

Organization Information
Pittsburgh Areas Served
Diversity/Disadvantaged Business Classifications
o Minority Business Enterprise (MBE)
o Women Business Enterprise (WBE)
o Veteran-Owned Small Business
Organization Contact Information
Commedity/Service Code Selection

General Disclaimer:

The City of Pittsburgh is not responsible for and accepts ne liability for any technical problems that result from using this website. In addition, the City of Pittsburgh
is not responsible for problems related to the transmission of data to and from this site.

1 agree with the terms. *
[l Yes, 1 agree

*denotes required fields,

e
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Located at the bottom of this first step, is the General Disclaimer for the City of Pittsburgh.

General Disclaimer:

The City of Pittsburgh is not responsible for and accepts no liability for any technical problems that result from using this website. In addition, the City of
Pittsburgh is not responsible for problems related to the transmission of data to and from this site.

I agree with the terms. *
¥/ Ves, I agree

*denotes required fields.

The disclaimer states: ‘The City of Pittsburgh is not responsible for and accepts no liability for any
technical problems that result from using this website. In addition, the City of Pittsburgh is not

responsible for problems related to the transmission of data to and from this site.’

Agreeing to the General Disclaimer is a requirement as indicated by the red asterisk (*). To proceed

with the registration, check the Yes, | agree check box.

Click Next.
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Step 2 - Organization Information

In step two, you will begin entering the information that was collected in step one.

CITY OF PITTSBURGH
Instructions ~ Organization Information Contact Information Commeodity/Service Codes
&

Organization Information

Please enter the information requested below. ( *) denotes required fields.

Select Country

United States v

This Office is
If you are an individual’ sole proprietor. select "ParentHolding Company." If your organization has a DBA please register the DBA separately as a
"Branch.'

Parent/Holding Company BranchDBA

Federal Employer Identification Number * Social Security Number *
- Clear - - Clear
—-0OR--
Confirm Federal Employer Identification Number * Confirm Social Security Number *
DUNS Number Confirm DUNS Number
Enter DUNS Number Confirm DUNS Number

Legal Name of Entity/Individual®

Address® Ciry *

30 characters onls haracters only

Address Line State/Province ™

30 characters onls Pennsylvania v

Postal / Zip Code *

Type of Business *

Please Select v

Business Verifications
Would you like to provide this information now or later?

Now Later

City of Pittsburgh Areas Served
Would vou like to provide this information now or later?

Now Later

Diversity/ Disadvantaged Business Classifications
The following information is optional and may not apply to your organization

If applicable, would you like to provide this information now or later” Select Later’ if none of the classifications apply to your organization.

Now Later

*denotes required fields.

(o [

A red asterisk (*) indicates that a field is required and must be completed to proceed to the next step

in the registration.
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Please enter the information requested below. ( * ) denotes required fields.

Select Country

United States v
This Office is
If you are an individual’ sole proprietor, select "Parent/Holding Company." If your organization has a DBA please register the DBA separately as a
"Branch.'

Parent/Holding Company Branch/DBA

Federal Emplover Identification Number * Social Security Number *
Clear - - Clear
—0R--
Confirm Federal Emplover Identification Number * Confirm Social Security Number *
DUNS Number Confirm DUNS Number

Ertar T TS Mmyher r F T TS W

nter DUNS Number Confirm DUNS Number

Legal Name of Entitv/Individual®

Address® City *
Address Line 2 State/Province ™
aracters only Pennsylvania ¥

Postal / Zip Code *

Tyvpe of Business *

Please Select v

Complete the above fields as follows:

» Country - Use the drop-down menu to select the country location of your organization. The

default selection is United States.
> This office is — Choose the appropriate designation for your organization:

* Parent/Holding Company - This is the default designation and applies to your organization

if it is the parent or headquarters location of your organization.

= NOTE: If you are an individual / sole proprietor, select ‘Parent / Holding Company’.

10
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* Branch - If your organization is a child company or branch location of another entity, select

this option.
NOTE: If your organization has a DBA, please registers the DBA separately as a ‘Branch’

Federal Employer Identification Number* -- OR - Social Security Number* — During your initial
registration, either a Federal Employer Identification Number (FEIN), or a Social Security
Number (SSN), needs to be entered to identify your organization in WebProcure. The City of
Pittsburgh may use this information to associate your WebProcure registration with their

accounting and payment systems for Federal tax reporting.

Application Note: The Clear link, located to the right of the Federal Employer Identification
Number and Social Security Number text entry fields, allows you to empty those fields and re-

enter numbers as needed.

DUNS Number - Enter the D-U-N-S number issued by Dunn & Bradstreet, which provides unique
identifiers of single business entities, while linking corporate family structures together. This

field must contain 9 digits. It cannot contain letters or symbols.

NOTE: This field is required when registering as a ‘Branch’.

This field is required

>

>

Legal Name of Entity / Individual* - Your organization’s legal name must match the company
name on record with the IRS for your Tax Identification Number. If you file with a Social
Security Number, you must enter your name exactly as it shows on your Federal Tax Return.

This field accepts up to 50 alphanumeric characters.

Address* — Use the two lines to enter street address or post office box information in full. Each

of the Address and Address Line 2 fields accept up to 30 characters.

Application Note: The application will identify the number of remaining characters allowed as

you type.

Address*®

1 BayPort Way

City* — Enter the city where your organization is located. This field accepts up to 50 characters.

1
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> State [ Province* — Use the drop-down menu to select the state where your organization is
located. The default selection is Pennsylvania. If your organization is located outside of the
continental United States, choose the last option, listed as Other from the listing of available

choices.

0 If Other is selected from the State / Province menu, a new, required Other Region* field

will display. Enter the appropriate region in this field

> Postal | Zip Code* — Enter the postal code or zip code with extension, if known, for your

organization.

Application Note: The application will perform an address validation. If the address cannot be
located, you have the option of correcting any errors that may exist or you may acknowledge that

the entered address is correct by double-clicking the here link.

Postal / Zip Code

23606 - We could not find this address.
Please check for spelling errors. If it appears correct, please double click here

» Type of Business* — Use the drop-down menu to identify the type of enterprise that best

represents your organization. Options include:

e Benefit Corporation (B Corp)

C Corporation

e Individual/Sole Proprietor

o Limited Liability Company — C Corporation
o Limited Liability Company — Partnership

e Limited Liability Company - S Corporation
e Other: Federal Tax Exempt [ Non-Profit

e Other: Government Entity

e Partnership

e S Corporation

e Trust/ Estate

12
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Now/Later Supplemental Information

The lower portion of step two consists of several sections that may be entered now or later. These do

not need to be completed during the registration process to advance to the next step.

Now Later

Now Later

Now Later

Business Verifications

Would vou like to provide this information now or later?

City of Pittsburgh Areas Served

Would you like to provide this information now or later?

Diversity/ Disadvantaged Business Classifications
The following information is optional and may not apply to vour organization.

If applicable. would vou like to provide this information now or later? Select Later' if none of the classifications apply to vour organization.

By default, the Later option is selected for each section:

=  Business Verifications

(0]

o

o

o

Company History

W-9 Form Request for Taxpayer Identification Number and Certification

(Upload W-9 Form)

City Tax Compliance

Professional Licensure

City Insurance

= (ity of Pittsburgh Areas Served

= Diversity / Disadvantaged Business Classifications

This information may be entered later once you are logged in to the WebProcure application.

To enter information in now, while registering, simply click the Now button for the desired section.

13
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Business Verifications

To address each of the topics in the Business Verifications section now, select the Now button. The

page will refresh to include several new topics as shown below:

Business Verifications

‘Would you like to provide this information now or later?

Now Later

Company History

How long has your organization been in business?

aracher max

W-9 Form Request for Taxpayer Identification Number and Certification

"In order to conduct business with the City of Pittsburgh, you must submit a signed IRS W-0 Form certifying the Federal Employer Identification
Number or Social Security Number entered above was assigned to your organization by the Internal Revenue Service. You can download this form
here. You may also provide a W-8 form, if applicable. Please upload your document below."

IRS Form W-9 or W-8

City Tax Compliance
For the purposes of tax payment verification please List the Parcel Identification of all properties owned by your organization:
Property Address:

Address Address 2
Country* State/Province™
United States L) Pennsylvania v
City® Postal / Zip Code *
+ Add another property
Professional Licensure

If your organization possesses a professional licensure. please provide below.

NOTE: The City of Pittsburgh Department of Permits, Licenses, and Inspections issues many fypes of licenses. For more information, visit
‘http://pittsburghpa gov/pli/licenses

City of Pittsburgh - Trade City of Pittsburgh - Amusement City of Pittsburgh - Business Other

License Name Document™®

] Electrical Contractor License T

(] General Contractor License e —

HVAC Contractor License

Upload Document

] Sign Contractor License

Upload Document

[ Stationary Power Engineer License

ad Document

[} Welding License

ad Document

City Insurance

For all contracts in which insurance is required. a certificate evidencing the following minimum insurance must be provided when award is made.
unless otherwise specified:

A. GENERAL LIABILITY Single limit of Bodily Injury and Property Damage Combined: $300.000.00 each occurrence. $1.000.000.00
aggregate.

CITY OF PITTSBURGH must be listed as "Additional Insured' on the insurance certificate. NOTE: The name(s) of the insured on the
certificate must be the same as the name(s) of the Contractor listed on the bid document

Insurance coverage must be an "OCCURRENCE POLICY". "Claims made” policies are unacceptable.

WORKERS' COMPENSATION STATUTORY LIMITS

AUTOMOTIVE LIABILITY INSURANCE - MINIMUM REQUIREMENTS: $300.000 for each individual occurrence and $1,000,000 in
aggregate coverage.

=]

[L=Ne]

Please upload your organization's insurance certificate(s) noting the City of Pittsburgh as additional insured below.

14
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Company History
The Company History section contains the following question: ‘How long has your organization been

in business?’

Company History

How long has vour organization been in business?

Please answer the question and if desired, enter in additional commentary regarding your

organization’s history. This field accepts a maximum of 1000 characters.

If desired, text may be copied and pasted into this field.
Hoyer

To expand the field and view all entered or pasted text,
tered matches the

. . ebsite. You may
click and drag the ~# lower right corner of the text ~ -
conduct business

box.

W-9 Form Request for Taxpayer Identification Number and

Certification

To conduct business with the City of Pittsburgh, you must submit a signed IRS W-9 Form certifying the
Federal Employer Identification Number or Social Security Number that was entered earlier in step
two. This form verifies that the number entered matches the number assigned to your organization
by the Internal Revenue Service. You can download this form directly from the IRS website. You may

also provide a W-8 Form, if applicable.

W-9 Form Reguest for Taxpayer Identification Number and Certification

"In order to conduct business with the City of Pittsburgh, vou must submit a signed IRS W-0 Form certifying the Federal Emplover Identification
Number or Soctal Security Number entered above was assigned to your organization by the Internal Revenue Service. You can downlead this form
here. You may also provide a W-8 form, if applicable. Please upload vour document below."

IRS Form W-2 or W-8

To upload your form, click the Add files... button. The Choose File to upload or Open window displays,

depending on your browser.

15
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See sample image below:

€ Open - TP o — - - el v ——

@Qv| . = Documnents + My Documents » SAMPLE Docurnents and Images » W-9 Tax Documnents - | +3 | | Search W-9 Tax Documents )
Organize = Mew folder =~ 0 u@u
i Favorites DOCUmE... ranele  Folder ~

W-9 Tax Docu...

4 ) Libraries Name 4

3 Documents

J’ Musi "L Brady Designs TEST VENDOR W-9

usic

&) Pictures " Monroe Works W-9

H videos
a Computer Select a file to preview,

&, Local Disk (C:)

&‘j MNetwark

« | mn 3

File name: SubContractor License Proof - ’AII Files v]

[ Open v | Cancel |

— e ee—_—_— /e eV ere 0 ] 0.

Navigate to the local or network location of your W-9 or W-8 Form, select the file, and click Open.

The Choose File to upload or Open window closes, and the selected file will display inside the W-9
Form Request for Taxpayer Identification Number and Certification section as shown in the sample

image below.

W-9 Form Request for Taxpayer Identification Number and Certification

"In order to conduct business with the City of Pittsburgh, vou must submuit a signed IRS W-9 Form certifying the Federal Emplover Identification
Number or Social Security Number entered above was assigned to your organization by the Internal Revenue Service. You can dovnload this form
here. You may also provide a W-8 form. if applicable. Please upload your document below.”

IRS Form W-9 or W-8

File 1: Monroe Works W-9.pdf x

Repeat this process for each form to be uploaded.

To remove a file, simply click * the located to the right of the file name.

16



Beacon - Vendor Registration

City Tax Compliance

For the

owned

purposes of tax payment verification, please list the Parcel Identification of all properties

by your organization in the City Tax Compliance section.

For the

City Tax Compliance

Property Address:

Address Address 2
Country™ State/Province™

United States v Pennsylvania v
City* Postal / Zip Code *

purposes of tax payment verification please list the Parcel Identification of all properties owned by vour organization:

4+ Add another property

Complete the fields as follows:

>

Address — Use the Address and Address 2 fields to enter street address or post office box

information for the property address.

Country* - Use the drop-down menu to select the country location of your property address.

The default selection is United States.
City* - Enter the city where the property is located.

State / Province* — Use the drop-down menu to select the state where your property is located.
The default selection is Pennsylvania. If your property is located outside of the continental

United States, choose the last option, listed as Other from the listing of available choices.

0 If Other is selected from the State / Province menu, a new, required Other Region* field

will display. Enter the appropriate region in this field

Postal / Zip Code* — Enter the postal code or zip code with extension, if known, for your

property location.

17
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If additional Parcel Identifications need to be entered, simply click the Add another property button.
The page will refresh to display additional address fields for you to complete. Repeat this process for

each property to be added.

x
Address Address 2
Country* State/Province
United States v Pennsylvania v
City ™ Postal / Zip Code *

To remove an added address or remove empty address fields, simply click the * located in the upper

right corner of the address or address fields to be removed.

18
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Professional Licensure

If your organization possesses licenses and/or certifications, please use the Professional Licensure

section to select and attach supporting documentation.

Professional Licensure

If vour organization possesses a professional licensure, please provide below.

NOTE: The City of Pittsburgh Department of Permuits, Licenses, and Inspections issues many types of licenses. For more information, visit
http://pittsburghpa. gov/pli/licenses

City of Pittsburgh - Trade City of Pittsburgh - Amusement City of Pittsburgh - Business Other

License Name Document™

Electrical Contractor License

Upload Document Ebrowse
General Contractor License Upload Document browse
HVAC Contractor License Upload Document Wrbrowse
Sign Contractor License Upload Document Wrbrowse
Stationary Power Engineer License Upload Document Wrbrowse
Welding License Upload Document Ebrowse

The Professional Licensure section contains four separate licensure tabs:
= City of Pittsburgh - Trade (default)
= (ity of Pittsburgh - Amusement
= (ity of Pittsburgh - Business

=  Other

19
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By default, the page displays the City of Pittsburgh - Trade related licenses. To acknowledge that your

organization holds a particular license, check the box located to the left of the License Name. The

page will refresh to display an advisory message in red: ‘Please upload document.’

License Name Document™

i Electrical Contractor License Tindlaad Thacment m

Please upload document

To upload a copy of your license, click the Browse or Choose file button, depending on your browser.

The Choose File to upload or Open window opens.

4 M| Computer Select afile to preview.

£, Local Disk (C3)

9! Metwork

4 | 1 3

File name: SubCentractor License Proof - ’AII Files vl

[ open v | concel |

G Open RS [T =N - T — v [
@uv| . b Libraries » Documents » My Documents » SAMPLE Documents and Images » Licenses v|¢¢|| Search Licenses p'
Organize » Mew folder =~ O '@'

- Favorites DOCUTTIE... Arrange by:  Folder ~
Licenses
4 4 Libraries [errs -
3 Documents
JT Music @12 SubContractor License Proof
&= Pictures
E Videos

Navigate to the local or network location of your license document, select the file, and click Open.

The Choose File to upload or Open window closes, and the selected file will display inside the

Document field as shown in the sample image below.

License Name Document™

T Ml e SubContractor License Proof.docx m

20
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Repeat these steps for each license document to be entered.

The following images represent each of the available license tabs. The City of Pittsburgh - Amusement

is shown below:

City of Pittsburgh - Trade City of Pittsburgh - Amusement City of Pittsburgh - Business Other

License Name Document™

Amusement Places and Producers License Upload Document Ebrowse

Arade Libenae Upload Document — T

Carnival or Parade License Upload Document Ebrowse

Mechanical Device License Upload Document Srbrowse

The steps to acknowledge that your organization holds a listed license and uploading a copy of the
license document are the same.

21
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The City of Pittsburgh — Business is next:

License Name

(] Antigue or Secondhand Dealer License

O Bed and Breakfast License

(] Junk Dealer License

O Aobile Vehicle Vendor

(] Alobile Peddler License

(0] One-Day Solicitation (Tag Day) License

(] Parking Lot License

O Pawn Broker License

(] Stationary Vehicle Vendor License

(0] Stationary Vendor License

(] Ticket Reselling License

[ Towing License

(] Trade Fair License

(] Transient Merchant License

City of Piftsburgh - Trade City of Piftsburgh - Amusement

City of Piftsburgh - Business

Document*

Upload Document

Upload Document

Upload Document

Upload Document

Upload Document

Upload Document

Upload Document

Upload Document

Upload Document

Upload Document

Uplead Document

Upload Document

Uplead Document

Uplead Document

Other

Ebrowse

Erbrowse

Ebrowse

Erbrowse

Sbrowse

Ebrowse

Sbrowse

Ebrowse

Sbrowse

Ebrowse

Erbrowse

Ebrowse

Erbrowse

Erbrowse

22
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And lastly, the Other tab. The Other tab is slightly different, in that the fields are free-text fields and
allow you to enter license details as well as upload supporting documentation for a license that wasn’t

listed on the previous tabs.

City of Pittsburgh - Trade City of Pittsburgh - Amusement City of Pittsburgh - Business Other

Licensure Tvpe/Description
Certifving Authority *

Upload License Document®

Complete these fields as follows:

> Licensure Type/Description — Enter a description of the license that your organization holds.

This field accepts a maximum of 1000 characters. If desired, text may be copied and pasted

into this field. To expand the field and view all entered or pasted text, click and drag the ~

lower right corner of the text box.

» Certifying Authority* - Identify the name of the licensing authority, agency or board agency

that issued the license.

» Upload License Document* - To upload a copy of your license, click the Browse or Choose File
button, depending on your browser. The Choose File to upload or Open window opens.
Navigate to the local or network location of your license document, select the file, and click
Open. The Choose File to upload or Open window closes, and the selected file will display inside

the Upload License Document field as shown in the sample image below.

Upload License Document™

SubContractor License Proof docx m

23
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City Insurance

Vendors must provide proof of minimum insurance for all awarded contracts in which insurance is

required. The City Insurance section of registration identifies the minimum insurance requirements

as:

A. GENERAL LIABILITY Single limit of Bodily Injury and Property Damage Combined:
$500,000.00 each occurrence. $1,000,000.00 aggregate.

B. CITY OF PITTSBURGH must be listed as “Additional Insured” on the insurance certificate.
NOTE: The name(s) of the insured on the certificate must be the same as the name(s) of the
Contractor listed on the bid document.

C. Insurance coverage must be an “OCCURRENCE POLICY”. “Claims made” policies are
unacceptable.

D. WORKERS’ COMPENSATION STATUTORY LIMITS.

E. AUTOMOTIVE LIABILITY INSURANCE - MINIMUM REQUIREMNTS: $500,000 for each

individual occurrence and $1,000,000.00 in aggregate coverage.

City Insurance

For all contracts in which msurance is required, a certificate evidencing the following minimum insurance must be provided when award 1s made,
unless otherwise specified:

aggregate.

B. CITY OF PITTSBURGH must be listed as "Additional Insured' on the insurance certificate. NOTE: The name(s) of the insured on the
certificate must be the same as the name(s) of the Contractor listed on the bid document.

C. Insurance coverage must be an "OCCURRENCE POLICY". "Claims made” pelicies are unacceptable.

D. WORKERS' COMPENSATION STATUTORY LIMITS.

aggregate coverage.

Please upload vour organization's insurance certificate(s) noting the City of Pittsburgh as additional insured below.

To upload a copy of your organization’s certificate(s) noting the City of Pittsburgh as additional

insured, click the Add Files button.

24
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The Choose File to upload or Open window opens, depending on your browser. Navigate to the local

or network location of your insurance document, select the file, and click Open.

G Open - *TO mesme +*o . V¥ - — " =
@Qvl , « Documents » My Documents » SAMPLE Documents and Images » Insurance Related - |Ju’ | | Search Insurance Related R |
Organize v Mew folder =~ .@.

» 50 Favorites Docume...

Arrange by:  Folder =
Insurance Rela...

s

4 Libraries

= Name
[> j Documents -
3 J‘. Music Mf Liability Insurance from Advance Metworkin
> [ Pictures ﬂf Liability Insurance from Mitchell Enterprises
- B8 Videos M= Liability Insurance from Parker Enterprises -

48 Computer Select a file to preview.

> &, Local Disk [C:)

> Gh Netwaork

4 LI} 2

File name: - | Al Files -|

[ open |v] [ concel |

The Choose File to upload or Open window closes, and the selected file will display on the page as

shown in the sample image below.

Please upload your organization's insurance certificate(s) noting the City of Pittsburgh as additional insured below.

File 1: Liability Insurance from Parker x
Enterprises - Copy.docx

Repeat the above steps for each insurance document to be uploaded. To remove a single document,

simply click the * located to the right of the file name. To remove all of the uploaded insurance

documents from the registration page, click the Clear All link located to the far right of the Add Files

button.
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City of Pittsburgh Areas Served

If your organization operates only in select locations of the City of Pittsburgh, please select the areas

where you are available to provide goods and/or services. If you support citywide service, no action is

necessary here.

City of Pittsburgh Areas Served
Would vou like to provide this information now or later?

Now Later

If your company operates only in select locations of the City of Pittsburgh, please select the areas where you are available to provide goods and services. If you support citywide
service, no action is necessary here.

Select Areas Citywide

By default, Citywide is selected. To identify specific areas for which your organization provides goods

and/or services, click the Select Areas button.

The page will refresh to display an interactive map.

Select Areas Citywide

Select Wards
Ward 1 Ward 2 Ward 3 Ward 4 Ward 5 Ward 6 Ward 7
YWard 8 Ward 9 Ward 10 Ward 11 Ward 12 Ward 13
Ward 14 Ward 15 Ward 16 Ward 17 Ward 18 Ward 19
Ward 20 Ward 21 VWard 22 VWard 23 Ward 24 Ward 25
Ward 26 Ward 27 Ward 28 Ward 29 Ward 30 Ward 31

Ward 32

26



Beacon - Vendor Registration

Select one or more of the zones one at a time: Ward 1through 32.  As you select a Ward, the page
will briefly display that zone in yellow and then save the zone in blue. In the following sample image,

Wards 1, 12, 15, 18, and 22 have been selected and saved as indicated by the blue highlighted areas.

Select Areas Citywide

Select Wards
Ward 1 Ward 2 Ward 3 Ward 4 Ward & Ward 6 Ward 7
Ward 8 Ward 9 Ward 10 Ward 11 Ward 12 Ward 13
Ward 14 Ward 15 Ward 16 Ward 17 Ward 18 Ward 19
Ward 20 Ward 21 Ward 22 VWard 23 Ward 24 Ward 25
Ward 26 Ward 27 Ward 28 Ward 29 Ward 30 Ward 31

Ward 32
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Diversity / Disadvantaged Business Classifications

This section of the registration is optional and may be completed later from inside the WebProcure

application. If none of the classifications apply to your organization, leave the Later button selected

and continue with your registration. To view and/or select from the listing of available

diversity/disadvantaged business classifications (MBE, WBE, Veteran-Owned small business, or

Disadvantaged business enterprise), that may apply to your organization, select the Now button.

Diversity/ Disadvantaged Business Classifications
The following information is optional and may not apply to your organization.

If applicable. would you like to provide this information now or later? Select 'Later' if none of the classifications apply to your organization.

Now Later

Please select any diversity/disadvantaged business classification that applies to your organization from the options below. If vou select a classification. you must attach a copy of
your organization's classification certificate and certification expiration date.

EORC goals andlor for assistance i

Minority-owned business m =
Woman-owned business m )
Veteran-owned small business m =
Disadvantaged business enterprise m )

NOTE: To learn more about the City of Pittsburgh EORC goals and/or for assistance in obtaining a

certification, please contact the Equal Opportunities Review Commission (EORC) at (412)255-8804.
The available classifications include:

* Minority-owned business

* Woman-owned business

= Veteran-owned small business

= Disadvantaged business enterprise
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To acknowledge that a particular diversity/disadvantaged business classification applies to your

organization, check the box located to the left of the classification name.

| Minority-owned business Upload Document Erbrowse Farts

If a diversity/disadvantaged business classification is selected, you will be required to upload a copy of
your certificate and enter in a Certification Expiration Date.
To upload a copy of your certificate, click the Browse or Choose File button, depending on your

browser. The Choose File to upload or Open window opens.

€ Open I [ p— Ve , | C—— -y [
@uv| . ¢ Libraries » Documents » My Documents » SAMPLE Documents and Images » Certifications v|$¢|| Search Certifications ,Dl
Organize * Mew folder =~ [0 '@'
» .0 Favorites DO-C.UmE... Arrange by:  Folder =
Certifications
4 Libraries Mame -
> 3 Documents =
» & Music |5 MOB Classification
> =l Pictures
> B8 Videos
48 Computer
» &, Local Disk (C:)
>¢F Network
“ 1 LAIE 4
Filename: MOB Classification - ’A” Files ']
[ Open |v] I Cancel ]
e

Navigate to the local or network location of your certification document, select the file, and click
Open. The Choose File to upload or Open window closes, and the selected file will display inside the

Document field as shown in the sample image below.

| Minority-owned business MOB Classification. docx Wbrowse o iR e ]
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Select the calendar & iconto enter the expiration date of your organization’s classification certificate.

November 2016 W

Su Mo Tu We Th Fr Sa

20 30

LLA

Use the left and right arrows to navigate the months backwards and forwards, respectively. Click on
the date that is applicable to your certification’s expiration date. The selected date will populate the

Certification Expiration Date field.

#| Minority-owned business MOB Classification. docx m 04/14/2017 i

Repeat these steps for each classification to be entered.
When this step in the registration is completed, click Next.

If you inadvertently neglected to complete a required field, the system will display an error message

in red. See sample error message below:

Please fixed the following error's
Please upload all selected certificate document and also enter certificate expiration date.

If the entered information passes validation, you will proceed directly to Step 3 - Organization Contact

Information.
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Step 3 - Organization Contact Information

Enter the information of your organization’s main point of contact for the City of Pittsburgh. Once

inside the WebProcure application, this main contact will be allowed to manage your organization’s

Beacon account, add users to the system and determine who will be allowed to submit solicitation

responses on behalf of your organization.

Instructions  Organization Information Contact Information Commodity/Service Codes
N

Organization Contact Information

Please enter the information for your organization's main point of contact for the City of Pittsburgh.

Salutation
—-Select—- v
First Name * Last Name *
Job Title
Main Phone Number(10 digits,no spaces or hyphens)™® Fax Number{10 digits,no spaces or hyphens)
Ext
Email Address* User name™
= &
Password™ Confirm Password *
& &

Additional Contacts

The following information is optional, and can be added at a later date. If no information is provided. these additional peint of contacts will default to the Main Contact's

n purposes ondy. You may create onal users for your account once logged into the system with your main account.

*denotes required fields

o | v

A red asterisk (*) indicates that a field is required and must be completed to proceed to the next step

in the registration.

Complete this page as follows:

» Salutation — Use the drop-down menu to choose the appropriate salutation for the main

contact. Options include: Mr., Mrs., Ms., Dr. and Rev. This selection is optional.

» First Name* - Enter the first name of the main contact. This field is required.
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» Last Name* - Enter the last name of the main contact. This field is required.

» Job Title - If desired, enter the job title of the main contact. This field is optional.

» Main Phone Number* - Enter an area code, prefix, and phone number for the main contact.
Use digits only, no spaces or hyphens. If applicable, enter a direct extension number.

» Fax Number* - If applicable, enter a fax number for the main contact. Enter area code, prefix,
and fax number.

» Email Address* — Enter a valid email address for the main contact A confirmation email will be

sent to the email address entered here.

» User Name* - Enter a unique user name that you will use to access the WebProcure application.

Application Note: The application will perform a validation to ensure the User Name, is unique. If

the entered User Name has already been registered, a message displays in red:

User name™®

& | janedoeacme

The username " janedoeacme™ is already registered.

» Password* - Passwords must be at least 8 characters in length, must be a mix of upper-case

letters, lower-case letters, numbers and special characters.

» Confirm Password* - Enter the password a second time in this field to ensure accuracy.

32



Beacon - Vendor Registration

Additional Contacts

The lower portion of step three contains the Additional Contacts section relating to contacts for
Purchase Order submission. This information may be entered now or later and does not need to be

completed during the registration process to advance to the next step.

If additional contact information is not provided, the main point of contact will also be designated for
each of the specific contacts: Purchase Orders, Solicitation Notifications, and Remittance. To enter
the information during registration, click the Now button. The page will refresh to display additional

contact entry fields.

Additional Contacts

The following information is optional. and can be added at a later date. If no information is provided. these additional point of contacts will default to the Main Contact's

NOTE: This 1 is for PO subi

t once logged into the system with your mai

Now Later

PO Contact

Salurtation

—-Select-- v

First Name

Last Name Job Title

Main Phone Number® Ext Fax Number

Email Address*

Solicitation Notification Contact

Salutation
—Select—- ¥
First Name
Last Name * Job Title
Main Phone Number® Ext Fax Number

Email Address™

Remittance Contact

Salutation
—-Select-- v
First Name
Last Name * Job Title
Main Phone Number® Ext Fax Number

Email Address*

*denotes required fields.

[ o= [ e |
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Complete the contact fields as follows for each contact type:

» Salutation - Use the drop-down menu to choose the appropriate salutation for the specific
contact. Options include: Mr., Mrs., Ms., Dr. and Rev. This selection is optional.

First Name* — Enter the first name of the specific contact. This field is required.

Last Name* - Enter the last name of the specific contact. This field is required.

Job Title - If desired, enter the job title of the specific contact. This field is optional.

YV V V VY

Main Phone Number* - Enter an area code, prefix, and phone number for the specific contact.
Use digits only, no spaces or hyphens. If applicable, enter a direct extension number.

» Fax Number* - If applicable, enter a fax number for the specific contact. Enter area code,
prefix, and fax number.

> Email Address* — Enter a valid email address for the main contact

When finished with step three, choose Back to return to a previous step, or choose Next to advance

to step four.

NOTE: Additional users may be created for your account, once you log into the system with the chosen

User Name of the main contact.
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Step 4 - Select Commodity / Service Codes

This step is designed for you to select the UNSPSC (United Nations Standard Products and Services
Codes) commodity and service codes which best apply to your organization’s business. Selecting
these codes will subscribe your organization to receive notification on solicitations posted by the City
of Pittsburgh. It will also make your organization easier to find when City of Pittsburgh’s entities are
preparing to make a purchase. If you do not wish to receive solicitation notifications, please search

and select ‘Unknown’.

It is recommended that you select at least one commodity category. Once inside the WebProcure

application, you will be able to add or remove codes as needed from inside the application.

Instructions  Organization Information Contact Information Commodity/Service Codes
r N

Select Commodity/Service Codes
Select the commeodity and service codes below which best apply to your organization's business. Selecting these codes will subscribe yvou to receive notifications on solicitations posted by

the City of Pittsburgh. It will also make vour organization easier to find when Pittsburgh's entities are preparing to make a purchase. If vou do not wish to receive solicitation
notifications, please select "Unknown'.

'Select the UNSPSC commodity and/or service code(s) which apply to your organization's business. Choose at least one code. You may add more or update this information later in the
Profile Management menu.

Enter a kevword or search phrase and click Search. Check/Select the category to save vour changes.

Q, Search Clear Search

Available Categories Selected Categories

I Apparel and Luggage and Personal Care Products (53000000)

)" Building and Construction Machinery and Accesseries (22000000)

I Building and Facility Construction and Maintenance Services (72000000)

| Chemicals including Bio Chemicals and Gas Materials (12000000)

[} Cleaning Equipment and Supplies (47000000)

| Commercial and Military and Private Vehicles and their Accessories and.... (2!
| Defense and Law Enforcement and Security and Safety Equipment and Supp.
_| Distribution and Cenditioning Systems and Equipment and Compenents (4000
|| Domestic Appliances and Supplies and Consumer Electronic Products (52000
) Drugs and Pharmaceutical Products (51000000)

|| Editorial and Design and Graphic and Fine Art Services (32000000)

[} Education and Training Services (36000000)

I Electrical Systems and Lighting and Components and Accessories and Sup...
I Electronic Components and Supplies (32000000)

| Engineering and Research and Technology Based Services (81000000)

I Environmental Services (77000000)

| Farming and Fishing and Forestry and Wildlife Contracting Services (7000000(
Il Farming and Fishing and Forestry and Wildlife Machinery and Accessorie.... (0
I Financial Instruments, Products. Contracts and Agreements (64000000) -

F I I ¥F ¥I I ¥ I35 IFJ9 I3 I IJ9 I I IFJ I IV

*denotes required fields.

Process My Registration
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To locate a commodity category or code, enter a full or partial code or a keyword in the Search field.

Enter a kevword or search phrase and click Search. Check/Select the category to save your changes.

Network Routers Q, Search Clear Search
Available Categories Selected Categories
¥ [ Information Technolegy Broadeasting and Telecommunications (43000000)

¥ [ DataVoice or Multimedia Network Equipment or Platforms and Accessorie. ..
¥ L) Network service equipment (43222600)

(8] Network routers (43222609)

Available Categories

Available Categories that match your entered search term(s) are listed on the left panel of the page.

Available Categories

¥ [ Information Technology Broadcasting and Telecommunications (43000000)

¥ [J Data Voice or Multimedia Network Equipment or Platforms and Accessorie...
¥ [ Network service equipment (43222600)

L Network routers (43222609)

Select Categories
Check the box of one or more categories that are applicable to your organization.

Once a top-level or sub-level category is selected, the system automatically displays them in the

Selected Categories section to the right.

Available Categories Selected Categories
¥ ) Information Technology Broadcasting and Telecommunications (43000000) ¥ [ Information Technology Broadcasting and Telecommunications (43000000)
¥ [ Data Voice or Multimedia Network Equipment or Platforms and Accessorie. .. ¥ [ Data Voice or Multimedia Network Equipment or Platforms and Accessorie....
¥ & Network service equipment (43222600) ¥ & Network service equipment (43222600)
o Network routers (43222609) ™ Network routers (43222609)
3 3

36



Beacon - Vendor Registration

Remove Selected Categories

To remove a category from the Selected Categories section, simply click clear the check mark to the

left of the category name. Repeat this process for each category to be removed.

Category selection is the final step in registration, when finished with selecting your category or

categories, click Back to return to a previous step in the registration. If you are ready to complete your

registration, click Process My Resignation. Once

inside the WebProcure application, you will be able to Process My Registration

add or remove codes as needed.

Process My Registration

When finished with all four steps of your Beacon registration, simply click the Process My Registration

button.

m Process My Registration

Upon successful and completed registration, a registration confirmation will display. See sample

image below:

Vendor Registration

Brady Designs TEST VENDOR - Registration Confirmation

Thank You Brady, you are DONE!

Your registration to become a certified bidder for the City of Pittsburgh is complete. You can login to the system by clicking on the button below and navigate through the business
opportunities available in the system. If the City of Pittsburgh publishes any oppertunities for the categories of UNSPSC commedity codes you have chosen to provide, you will
receive an email alert in your email address, bmitchell@bradydesigns.com

A confirmation email of this registration will also be sent to you.
Please print or note the following:
Your username : bradymitchell

You will receive an email with confirmation of this registration. It will be sent to your email address, bmitchell@bradydesigns.com

Take me to WebProcure Now

Disciaimer: It is the responsibility of the subscriber to keep vendor information accurare for notification purposes. The City of Pittsburgh is not responsibie for faifure to notify any applicant

of solicitation opportunities if the contact information in WebProcure is not accurate.

For further assistance, please contact WebProcure Technical support using the information below. Support 15 available Monday through Friday 8:00am to 8:00pm (Eastern Standard Time).

Email : WebProcure. Support@perfect com
Phone : $66.880.8533
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An email confirmation will be sent to the email address shown on this page, which is the email address

that was entered as a main contact in step three of your registration.

This page acknowledges your registration as complete. You may log in to the system by clicking the
Take me to WebProcure Now button or by selecting the link that will be included in the confirmation

email.

If the City of Pittsburgh publishes any opportunities for the categories of UNSPSC commodity codes
you have chosen to provide, you will receive an automated email alert to the email address shown on
this page.

NOTE: Please know that you are responsible for maintaining the accuracy of this profile
information. After completing the registration, it is recommended that you log in to WebProcure

periodically to verify information. This will ensure that you receive the appropriate communications.

For further assistance with registration, please contact via e-mail webprocure.support@perfect.com

or by phone, 866-889-8533.
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Log in to WebProcure

At the successful completion of your registration, you may select the Take Me to WebProcure button

or select the link that will be included in your confirmation email. Either path will take you to the log
in page:

WebProcure

Username / Email Address

& Username or

Password

Vendors

Need an account? Register Here

Enter your chosen Username.

Enter the Password that you created during registration.

Click Login.
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WebProcure Usage Terms and Conditions

The City of Pittsburgh has contracted with Perfect Commerce to utilize the WebProcure system for
Beacon. Upon your initial log, you will be presented with WebProcure Terms and Conditions. Use the
vertical scroll bar to view the terms and conditions in their entirety. Once reviewed, click Accept to

continue into the application.

P
NS PERFECT COMMERCE

&< =)

WebProcure Usage Terms and Conditions

Please read the terms and conditions before continuing.
THE FOLLOWING SHOULD BE READ CAREFULLY BECAUSE IT AFFECTS
YOUR RIGHTS IN REGARDS TO THE USE OF THE SYSTEM.

ON-LINE SUPPLIER AGREEMENT

This Agreement (the "Agreement”) is between Perfect
Commerce LLC. ("Perfect"), you, and, if you are registering on behalf of an
entity, the entity. You and any entity you are registering on behalf of shall
collectively be referred to as the "Supplier”.

IFYOU ARE REGISTERING AS A BUSINESS ENTITY,
YOU REPRESENT THAT YOU HAVE THE AUTHORITY TO BIND THE
ENTITY TO THIS AGREEMENT. v

Y occune |1 oo 3

If you choose to Decline these usage terms and conditions, you will not be able to successfully log in

to the application.
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WebProcure Home Page

Once the terms are accepted, WebProcure opens to the home page.

7w  John Doew

(=
& perrecr commerce

Solicitations v  Orders v

Message Board Solu:ltatlons
Organization Formal Informal
City of Pittsburgh 0 0

Order Management Module Enabled
New & Updated Commodity & Service Codes - Register for Business Opportunities!
W-9 forms are now managed in the "Main Information” section of your View all public solicitations

organization's profile. Buyers can download/ view form from vendor's profile.
Orders

Organization Orders

Reminders

Please make sure your profile is up to date.

.
* Add mare buyers City of Pittsburgh 4
s Add more regions for wider geographical business offerings

.

Please fill in any additional required information for your selected buyers.

Video Tutorials

Solicitation Response Process

WebProcure

Solicitation Response in Review

B 000/727 @ o —e I

* Message Board section includes news about the product.

* Reminders section contains prompts advising the vendor to update their profile and ensure the
information is accurate.

= Solicitations section identifies the number of Formal and Informal Solicitations available for
review and response.

Orders shows a count of purchase orders and from which organization.
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= Solicitations drop-down menu enables you to view current and past solicitations.

Solicitations =

City of Pittsburgh
View Current Solicitations

View Past Solicitations

View all organizations

View all public solicitations

* Orders drop-down menu provides quick access to a listing of all purchase orders.

Orders =

City of Pitisburgh

View Orders

= User Menu provides access to usage terms, managing your business opportunities as well as

accessing and managing your own user account.

Mitchell Brady =

Usage Terms

My Account

Opportunity Management
Logout

42



Beacon - Vendor Registration

My Account

Selecting My Account opens the administration module to manage your organization’s details
including the information entered during the registration steps. This information may be edited and
updated as needed.

@A  Solicitations*  Orders »

2 Edit Main Org Info

- EQIL CONtACES

- Edit Demographic Info
- Edit Categories

- Edit ACH Information

- Edit Addresses Welcome to Profile Administration
- Enhanced Profile Information

; -# Edit Users Select from the menu items on the left, in order to edit your profile.
B Account Management

Please note that you are responsible for maintaining
this information. Keeping it up to date will ensure that you receive
the proper notices from WebProcure/AirportLink.

These links may be selected to edit or add contacts, company information, commodity categories,
diversity related information, and additional profile information. In addition, this is where users are
added to the system, passwords are reset, and permissions are assigned.

Online Help

This topic and more is covered in online help inside of WebProcure. There are also video simulations
available to guide you through responding to a solicitation and maintaining your organization’s

information.

Online Help

Phone Support
866-389-5533

Email Support
WebProcure. Support@perfect.com

NOTE: For questions relating specifically to City of Pittsburgh solicitations, please email

procurement(@pittsburghpa.gov directly.
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