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BidSync Supplier ID 1.0

Supplemental Job Aid

Date: 9/2/2014 

Target Audience: Department Vendor Processor (DVP), Central Vendor Processor (CVP) and Central Vendor Approver (CVA)

Purpose: This Supplemental Job Aid provides the instructions for adding or updating the BidSync Supplier ID to a vendor record in the Vendor Management File (VMF). This Job Aid only applies to the BidSync Supplier ID as it relates to the PO Job Aid “Resolve FI$Cal SCPRS Interface and BidSync SCPRS Upload Errors 1.0.” 
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	Acronym
	Definition

	CVA
	Central Vendor Approver

	CVP
	Central Vendor Processor

	DGS
	Department of General Services

	DVP
	Department Vendor Processor 

	FSC
	FI$Cal Service Center

	LPA
	Leveraged Procurement Agreement

	SCPRS
	State Contract and Procurement Registration System

	TIN
	Taxpayer Identification Number

	VMF
	Vendor Management File

	VUR
	Vendor Update Request




[bookmark: _Toc397440617]BidSync Supplier ID Basics
The Procurement Team devised an upload tool to help Wave 1 departments meet the Department of General Services’ (DGS) policy of reporting purchasing and contracting transactions over $5000. The upload tool takes procurement data from FI$Cal and populates them into DGS’ State Contracting and Procurement Registration System (SCPRS). SCPRS is currently hosted by a company called BidSync. 
[bookmark: _Toc390106769][bookmark: _Toc397440618]BidSync Supplier ID Purpose
To facilitate the SCPRS upload process, the BidSync Supplier ID is used as a crosswalk to link the vendors between FI$Cal and SCPRS; thereby allowing the corresponding transactions to populate into SCPRS accordingly. Wave 1 departments are responsible for obtaining the BidSync Supplier ID when a procurement transaction involves a vendor that does not yet have a BidSync Supplier ID. Without the appropriate BidSync Supplier ID, that department’s SCPRS upload will error out. The BidSync Supplier ID field is located in the Custom tab of the FI$Cal vendor record.
[image: ]
[bookmark: _Toc390106770][bookmark: _Toc397440619]When is a BidSync Supplier ID Needed?
A BidSync Supplier ID is needed when a procurement transaction occurs and:
· A valid BidSync Supplier ID is not already in the corresponding FI$Cal vendor record, or
· The BidSync Supplier ID on file with FI$Cal is not linking to the right BidSync supplier causing the SCPRS upload to error out.

A BidSync Supplier ID is not needed for non-procurement vendors or transactions.
[bookmark: _Toc397440620][bookmark: _Toc390106771]Obtaining the BidSync Supplier ID
A department end user must ensure that the BidSync Supplier ID indicated in a FI$Cal vendor record is tied to the right BidSync Supplier ID for the procurement transaction being executed. This includes performing a thorough search in BidSync to rule out any possible duplicate vendors. The end user must also equally ensure that in the case of a Leveraged Procurement Agreement (LPA) transaction, the correct BidSync Supplier ID is noted in FI$Cal. The selected BidSync Supplier ID must also be in an “Approved” status. To recap, the end user must note and/or ensure:
· There is at least one valid BidSync Supplier ID in the FI$Cal vendor record when conducting a procurement transaction.
· Only one BidSync Supplier ID is allowed per FI$Cal vendor record. 
· The FI$Cal vendor record is the primary vendor (information) in this case. If the department end user has information suggesting there is more current information than what is in FI$Cal, the end user must attach the support documentation showing the new information to their new vendor or update vendor request. FI$Cal will not change any vendor records without proper documentation.
· The Taxpayer Identification Number (TIN) for a BidSync Supplier ID must match FI$Cal’s TIN
· The vendor name and address in FI$Cal does not have to match exactly with BidSync. The TIN match is the most important factor since transactions roll up to a vendor’s TIN. The department end user must conduct a thorough name and address search to rule out possible duplicates.
· If the vendor does not exist in BidSync, the department end user must request a quick-add (process to add a new vendor in BidSync).
· The BidSync Supplier record must be in “Approved” status before a BidSync Supplier ID can be populated in FI$Cal. If there are non-approved suppliers in BidSync that match FI$Cal’s vendor information, the department end user must request a quick-add. 
· The department end user who will be requesting BidSync quick-adds must have a BidSync user profile.
· The department end user must ensure the correct BidSync Supplier ID is being entered into FI$Cal, including those associated with LPAs.
· Initiate SCPRS upload errors (including vendor-related issues) as an incident ticket with the FI$Cal Service Center (FSC) help desk so the issue can be tracked.
· Any issues or questions with BidSync should be directed to the DGS eProcurement Help Desk by email at eProcure@dgs.ca.gov or by phone at (916) 375-2000.
· For Confidential SCPRS transactions, new vendors are added and existing vendors are updated as normal.
[bookmark: _Toc397440621]BidSync Supplier ID Procedure
[bookmark: _Toc397440622]Locate a Matching Vendor in BidSync
Step 1: Prior to a procurement transaction, verify that the vendor being used has the appropriate BidSync Supplier ID entered in FI$Cal.

Existing FI$Cal Vendor
If an existing FI$Cal vendor has a valid BidSync Supplier ID on file, this process has been done and you may proceed with procurement transaction.

If an existing FI$Cal vendor needs the BidSync Supplier ID added or updated, the DVP must submit a Vendor Update Request (VUR) form. (See the FI$Cal.142 “Update a Vendor Record” Job Aid.)
[bookmark: _GoBack]
New FI$Cal Vendor
If the vendor is new to FI$Cal, the DVP must create a new vendor record and include the BidSync Supplier ID. (See FI$Cal.139 “Add a New Vendor” Job Aid.)


Step 2: Verify whether the FI$Cal vendor has an existing BidSync Suppler ID.

Using your Internet Browser, enter www.bidsync.com in the address bar. Press the Enter key. BidSync’s homepage appears. Click on “My Account.”
[image: ]

Step 3: BidSync’s login page appears. Enter your BidSync Username and Password. Click “Login.” 
NOTE: End users using BidSync for vendor searches and quick-adds must have a BidSync user profile. Contact your department BidSync administrator or the DGS eProcurement help desk for assistance with user profiles.
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Step 4: The DGS eProcurement home page appears. You are in BidSync.
[image: ]

Step 5: Click on the “Vendor Search” link in the lower-right corner of the “Quick Nav” bar.
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Step 6: The “Search Vendors” page appears.
[image: ]

Step 7: Enter the TIN from the FI$Cal vendor record into the FEIN field. Click “Search.” You should also conduct searches using vendor name and address to rule out duplicate vendors.
[image: ]

Step 8: Search results are displayed at the bottom of the page. Verify that the “Approved” column for this vendor says “Yes.” Click on the Vendor name link to view the vendor’s detailed profile.
[image: ]

Step 9: Confirm that the TIN matches and the Supplier Lock is in “Approved” status. Verify that the vendor name is similar. If it is not similar, submit a Quick-Add request in BidSync. It is ok if the address is not an exact match. The “Vendor Code” is the BidSync Supplier ID that will be entered into the FI$Cal vendor record.
[image: ]


Step 10: For individuals or sole proprietorships with SSNs, click on the “Advanced Search” link. Entering an SSN in the main “Search Vendors” page will not produce accurate results. Click on “Business Profile” to show more search options.
[image: ]

Step 11: Click on the “General Info” tab to display SSN field.[image: ]
Step 12: Enter the full SSN without spaces or dashes. Click “Search.” You will receive the same type of search results as in Step 8 above if there is an SSN match
[image: ]

Step 13: The FEIN field for a BidSync Supplier profile with an SSN will be blank, but the Supplier Lock will be approved.
[image: ]

[bookmark: _Toc397440623]Quick-Add Process
Use the Quick-Add Process when:
· BidSync does not return any matches for your vendor, 
· BidSync has a matching vendor(s), but the match(es) is/are not in “Approved” status.
Step 1: If Process 3.1 does not return any matches, you must add a vendor via the Quick Add Process.
[image: ]

Or, a match exists, but the vendor is not in Approved status.
[image: ]

Click on the “Quick add vendor” option.
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Step 2: The New Vendor window appears. Fill in all of the required fields marked with an asterisk “*”. Skip the Classification section. Click on “Next.”
[image: ]
[image: ]DO NOT COMPLETE


Step 3: If there are other vendors matching your vendor’s TIN, name and/or address, a New Supplier Search results screen appears listing the vendor(s) that share a match.
By clicking on “Continue” the request will be routed to the DGS eProcurement Help Desk for their review and approval. You will receive an email regarding the quick-add request with the link to your quick-add request and the results.
[image: ]

Step 4: If there is not a match, you will not receive any notification. This means that your unique vendor was auto-approved and a BidSync Supplier ID was assigned. 

To locate your newly added BidSync vendor, you may either:
· Return to the “Vendor Search” page, do a new search for your vendor or refresh the page if the same search page still exists. Click on your vendor in the Results section.
[image: ]
· Or, click on the “Quick Add Vendor” option, and then click on the Quick Add Approvals link.
[image: ]
Then click on the “Quick Add Name” or the “View” link to view the vendor’s profile.
[image: ]

Step 5: Obtain the BidSync Supplier ID from the Vendor Code field.
[image: ]

Step 6: Go to FI$Cal vendor record. Enter the BidSync Supplier ID in the Custom tab when adding a new vendor or enter it in the BidSync Supplier ID of the VUR form when updating an existing vendor. End of procedure.
[image: ]
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[bookmark: _Toc397440624]BidSync Supplier IDs for LPAs
Step 1: If an LPA contract is used in a procurement transaction, you must use the BidSync Supplier ID associated with the LPA. To obtain the BidSync Supplier ID, click on the “Contracts Search/Purchase” link in the Quick Nav bar or the “Contracts” tab.
[image: ]





Step 2: Enter the appropriate search criteria in the Contracts Search tool. Click on “Find.”
[image: ]

Step 3: The search results are displayed. Find your LPA. The Supplier ID is listed next to the Supplier Name in the Supplier column. Click on the Contract Title or Supplier Name link for the supplier’s detailed profile.
[image: ]



Step 4: Supplier profile detail is displayed. This vendor’s Supplier Lock is in Approved status and their BidSync Supplier ID (Vendor code) is listed. If you are adding an LPA vendor to FI$Cal, be sure the TIN on the STD 204 matches the TIN in BidSync.
[image: ]
End of procedure.
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