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1. Purpose

The State of New Jersey has several forms that are required to be submitted by Vendors {Bidders} as part
of every procurement and contracting process. A key feature of NJSTART is the elimination of most of the
repeated effort associated with preparing and submitting these required forms by allowing Vendors
{Bidders} to complete and securely store them online in their NJSTART Vendor Profile until they are used
to respond to a Bid Solicitation or until they need to be updated. This Quick Reference Guide (QRG):
Vendor Forms, explains how to complete and save forms into a Vendor Profile.

If you have any questions on what a field means, click on the question mark icon & on the top right
hand corner of your screen. A drop-down menu will open in your browser, containing the User Manual
for the Seller and Seller Administrator roles. To find the section of the manual pertaining to forms, find
the Seller Administration heading.

QRGs for managing your NJSTART Vendor Profile, and many other topics can be found at the New Jersey
Division of Purchase and Property Vendor Support Page at
http://www.nj.gov/treasury/purchase/njstart/vendor.shtml .

If you have questions regarding the material presented in this QRG or maintaining your Vendor Profile,
you may contact a New Jersey State Vendor Administrator at (609) 341-3500 or email
nijstart@treas.nj.gov.

Note: all forms necessary for a Quote submission are identified in Section 4 of each Bid Solicitation.
Forms are either included with the Bid Solicitation as an attachment located on the “Attachments” Tab
of the Bid Solicitation page within NJSTART or may be found on the Division’s website at
http://www.state.nj.us/treasury/purchase/forms.shtml.

2. Instructions

The remainder of this QRG provides step-by-step instructions on how to manage your vendor forms using
NJSTART.

2.1 Loginto NJSTART

This QRG assumes that you have already registered your company in NJSTART. If you have not yet
registered, complete the steps shown in the QRG titled “Vendor Registration,” and then return to this
guide. Once you have completed registration, you can log in and make any updates or changes to your
information as necessary.

Navigate to www.njstart.gov. Log in using the Login ID and Password you created during registration or
that was provided to you by another user in your organization.

2.2 Verify the Seller Administrator Role Is Selected

The activities described in this section require the user to have Seller Administrator privileges. Ensure the
Seller Administrator role is selected from the drop-down menu indicated in red in the screenshot on the
next page.
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" Dave Rodriguez

Seller Admin =
Seller
General §ETTT 3
I Seller Administrator I
Maintain Crganization Maintain Users on this Add Users on this Add Assoclated
Information Account Account anization
Praanization. My Account

—— | — [—

= . . Logout

s— — |
This section ts usad for This saction is used to maintain | This section is used to add This section is used for adding
MmaIniENINg organgaton users for the organization. usans to the
information Tax 1D

If you cannot select the Seller Administrator tab or see the screen shown above, then you do not have the
necessary privileges to perform vendor form management tasks. To remedy this you may request that
the necessary privileges (role) be granted to you by your company’s Seller Administrator.

2.3 Click on Maintain Organization Information

Once you have logged into NJSTART and are in the Seller Administrator role, you can access all of your
organization’s information. Click on the Maintain Organization Information screen in red below.

NJ START ®0®

] e
Maintain & i Maintain Users on this Add Users on this Add Associated
Information Account Account Organization
— | —
— — —_—
—
This section is wsed for This saction is used to mamtain | This section rs used 1o add This saction is used for adding
mantaining organization usars fof the organcation users to the organizabon &n organizabon with the same
Tax ID

2.4 Click on Maintain General Organization Information

NJSSTART CRORA)

Maintain General g Maintain Commodity
Organization Information ST ATk Codes & Services
o — e
—_— —_— —_—
This section is used for Thes sechon is used to maintain | This section s usad to mainan
mamntaining ganeral addresses commodty codes and Services.
ongangzabion information
Maintain Terms and Maintain Quote
Maintain Regions Categories Attachment Repasitory Credit Memo List
_— —_—
— — — e——
This Section & used 1o maintain | Thes sechan is wsed to maintain | This Section i used 1o maintain | This section it used 1o view
rogions s and categornies filos i thir quole attachmant cradit Memos.
repository.

The Maintain General Organization Information view, shown above, is divided into three sections.

40f 11




>>3_\ Department of the Treasury N A y
\ _/ Division of Purchase and Property o EE

Top Section — General Organization Information: The information recorded in this section was entered
during NJSTART registration, but may be updated if necessary. It contains your company’s identification
information, the nature of your business, and primary means of contacting you via email and phone. The
Vendor ID and Tax ID fields cannot be edited.

Middle Section — Attachments: NJSTART allows you to attach files, in a variety of formats, to your Vendor
Profile using the functionality provided in this section. For more information and instructions on how to
attach files to your Vendor Profile, see the QRG titled Attaching Files.

Bottom Section — Forms: This is where you will find functionality to access templates for vendor forms,
complete them online, and then attach them to your Vendor Profile. You can also edit or delete them.

This key feature eliminates the repeated effort associated with filling out these forms each time you
respond to a Bid Solicitation. You can now complete forms online just once and then store them securely
as attachments to your Vendor Profile. As long as the information entered on your attached forms does
not change, they will always be ready to be attached to a Quote.

When responding to a Bid Solicitation using NJSTART, it will now take only a few mouse clicks to attach
the completed forms stored in your Vendor Profile to your Quote. Please do not mark any forms in your
profile as Confidential so they can be viewed by State procurement staff.

2.5 Attachments and Forms Section

The Attachments section shown below allows you to upload files in a large variety of formats, including:
documents, images, audio and video. Once these are uploaded into your profile they can be downloaded,
deleted from NJSTART, or attached to Quotes or other records created using NJSTART.

Below that, the Forms section presents a list of the forms that already have been added to your Vendor
Profile by you or other Seller Administrator(s) in your company.

o P
: A gl : ( D @
[P— £ 418 s s T = — —
Attachments
. T T T T | configential | Detete |
Download | File | Deseription site Uplaaded By Uploaded Date |
__l‘.' SarmgleBlankCwnarshipDesclosure. pdl 1,785,807 byles Daver Rodriguor 06212017 09-48:23 AM
Filg Choose File | Mo file chaosan
Description |
HName Description Confidential Attached By Attached Date Delete
Disclosure of Investigations and Other Actions Invalving Bidder - Full Version Daver Rodrigue? 04132018
Ownership Disclosure - Use with Completed NISTART Category ONLY E | Dave Rodriguez | O4/06/2018

Subcontractor Utilization Plan Dave Rodnguez 04132018

Add Farm | Save & Exit | saves Connue | Fesal | _
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2.6 Click the Add Form Button

Click on the Add Form button, as shown below in red.

Attachments

Confidential ‘m

Download File ‘ Description Size ‘ Uploaded By Uplcaded Date

4 SamplaBlankCwnershipDisclosure pdf 1,795,807 byles | Dave Rodngusz 062172017 09 4823 AM

Fila Choosa File | Mo fike chosan

Descnption: |

Dischosure of Investigatsons Desclosure of Investigations and Other Actions Invohvng Bidder - Full Version Dave Rodriguez 4132018
Sratermient of Cnwniershi O hi « Use with Completed NISTART Category ONLY. L4 Dave Rodriguer D4/062018
Subcontracior Uilization Fian Subcontractor Litilization Plas Dave Rodriguer 041132018 |

e L o | | oo

NJSSTART ®Q®

Search Using: ALLofthecriteria o

First Name Last Hame
Search Flelds:
orm Title

Resules

Copyright © 2018 Pariscope Holdings. Inc. - All Rights Reservod

2.6.1. Searching for a Form Template

If you know the name of the form, or even just the first few letters, type it in the Form Title field and click
Find It. If you do not know the name of the form you are seeking, leave all search fields blank and click
Find It. A list of all available forms will be displayed, as shown on the next page.
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Search Using: |  ALLof the criteria o,

First Name Last Name
Search Flelds:
‘orm Title
Find 1 Cloar
Results
Select | Form Title Form Description FirstName | Last Name | Date Created
(o] | Disclosene of Investigations. Disciosure of Imwrstigations and Other Actions Involving Biddar - Full Yersion insctive insclive ] MMB2014
Diescloswre of Investigations and Other Actions Invilving Bidder Drsciosure of Investigations and Cdher Actions Involving Bidder - Uise with Compdated Magan Tagliafesri | 11212014
MUSTART Category ONLY
Descloswa of Investmeant Actaities in fran | Dhsclosure of Investmant Actraties in Iran - Usa with Complated NJSTART Category OMLY | Adminstrator | System | ND42014
Disciosure of Invesiment Activities o Iran | Desclosure of Investment Actvies in Iran - Full Version (Non NISTART Ci | i Kemery | 24721
Souroe Dieclosure CartiScation Form | Source Debcloturs - Full Version | Magan Tagliatesn | 0B/27/2015
Statemnant of BudderVendor Ownershig | Ownership Disclosure - Full Version | Shawn Lawtfleny | o30az2017
Statsment of BddesVendor Ownership | wmatship Disclosure - Use with Cormplatod NISTART Categary ONLY | Shiswn Laawe | 030972017
Subcontractor Utilization Plan | Suncontractor Utizaton Flan | Magan Tagliatesri | 08272015
Two-Yaar Ch 51/ Executve Order 117 Vender Centification and Declosurs of Two-Year Ch 51/ Execute Order 117 Viandor Coetfication and Dhsclosure of Poitical Shawm Laidiaw | (3062017
Poiical Contritution Conntution |
Current C ny: Vendor Admin, Inc. | April 13, 2018 3:09:03 PM EST
Adtach Foem Edi & Adtach Form

2.6.2. Select a Form Template from the Search Results

e Select a form template from the search results as shown above.

e Click Select next to your choice and then click Edit & Attach Form.
e Please ensure that you do not accidentally click the Attach Form button instead because this will
merely attach a blank form to your profile.

NOTE: Your edits are recorded in a copy of the form template. The template itself remains unchanged.
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2.6.3. Complete the Online Form

“Fill out” the form by entering or editing text in the fields provided and in accordance with the instructions
contained on the form. A red asterisk * next to a form field name indicates that an entry in that field is
mandatory. You will not be able to save or attach the completed form if any of these mandatory fields
are left blank.

The following exhibit represents a sample of an online form. Complete all required form entries (indicated
by an asterisk *) and follow all instructions.

Statement of BidderVendor Ownershi
&~ p

[ownership Disclosure - Use with Completed NJSTART Category OMLY
* OWNERSHIP DISCLOSURE - TO BE USED WITH COMPLETED NJSTART CATEGORY ONLY

* BIDDER/VENDCOR

Acme, Inc.

MN.J.5.A 52:25-24 2 requires disclosure of names/addresses of those individuals, partnerships and/or corporations owning a 10% or greater interest in
the bidderivendor. If one or more of these entities is itself a corporation or partinership, you must also disclose all parties that own a 10% or greater
interestin that corporation or partnership.

TCO COMPLETE THIS STATEMENT PLEASE PROVIDE THE REQUESTED INFORMATION PERTAINING TO EITHER "INDIVIDUALS" OR
"PARTNERSHIPS/CORPORATIONS" HAVING A 10% COR GREATER INTEREST IN THE BIDDER/VENDOR.

~ INDIVIDUALS

4]
MNANE: DATE OF BIRTH:
Stacy Seller 11111983
HOME ADDRESS: CITY:
1234 Pheasant Run Ave. Princeton
STATE: ZIP CODE:
New Jersey v 08540|

Are there additional entities that own a 10% or greater ownership interestin the bidderfivendor and its parent corporation/partnership?

Optional fields that are left blank while editing will display as blank when the form is attached to your
profile or other NJSTART records.
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2.6.4. Save the Completed Online Form

After completing the form, scroll to the bottom, click Save, and then click Exit, as shown below.

NJSSTART

company?

i |I©
=
| €

* Vendor Bidder is to Select YES or NO
YES
= NO

PLEASE ENSURE THAT YQOU HAVE IDENTIFIED "ALL" PARTIES HAVING A 10% OR GREATER OWNERSHIP INTEREST IN THE VENDOR
BIDDER AND ITS PARENT CORPORATIONS/PARTNERSHIPS/LIMITED LIABILITY COMPANIES.

NN BN

An asterisk (') indicates a required field.

Capyright © 2018 Pariscope Holdings. Inc. - All Rights Resenvid

Once the new form is saved and attached to your profile it will appear in the list of forms at the bottom
of the General Organization Information page, as shown below. This list also presents the form
description, the name of the person who attached the form, and the date it was attached.

I Confidential Delste |
Dawnload File Description Size Uploaded By Uploaded Date
é I SampleBlankOwnershipDisclosune pdf [ 1,785 807 bytes Dave Rodnguez 082172017 09,4823 AM I
| | |
Fia Choose File | No file chosen
Descrgtion: [

Nams Description Confidential Attached By Attached Date Delete
Desclosure of Inves Drsclosure of Investigations. and Other Actions Involvng Bidder - Full Version Dave Rodrigues 0411372018 ]
Stavernent of Bidder/Mendor Ownershep Ownership Disclosure - Use with Completed NISTART Category ONLY ] Dave Rodrigues Q4A132018
Subcontractor Utilization Plan Subcontractor Utilizaton Plan Dave Rodnguez an3zms

- - [ ] = | - DR

Copyright © 2018 Pariscope Holdings, Inc - All Rights Reserved

2.7 Making a Form Confidential

Please do not mark any forms in your NJSTART profile as Confidential. Marking a form Confidential means
that it cannot be viewed by the State’s procurement specialists when they examine your Vendor Profile
or submitted Quote. The State reserves the right to uncheck any documents marked as Confidential in
order to view them.
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2.8 Deleting or Editing an Existing Vendor Form

When using NJSTART you will have both the opportunity and responsibility to keep your company’s
vendor forms up-to-date. That way, you can quickly and easily include them as attachments to your Quote
when responding to State Bid Solicitation opportunities.

2.8.1. Deleting an Attached

Form

To permanently delete a form from the Forms list, return to the Forms section at the bottom of the
General Organization Information page, click the box in the Delete field for the selected form and then
click Save & Exit or click Save & Continue. Deleted forms will no longer be accessible.

BN \j START ® Qe
pr— ra 3
| Confidential Delete
@ | Download ‘ File ‘ Description ‘ Size ‘ Uploaded By ‘ Upicaded Date ‘
3 | SamploBsankCwmarshipDiscosume pdf | 1,785,807 bytes | Deve Rodnguis 06:2172017 094873 AM
Fila Choose File | No file chosen
Description

Dhschosure of Investigatsons Drsclosure of Investigations and Other Actions Invohang Bidder - Full Version Dave Rodriguez 041372018
Statemnent of Bidder/Vendor Ownership Ownership Disclosure - Use with Completed NISTART Category ONLY. Diave Rodriguez 041372018 L4
Subcontractor Utdizatson Plan Subcontractor Utilization Plan Dave Rodrigues 0411372018
= el
- [ e e [ e T e
T e TETTETEmRiohts Resarved
2.8.2. Select and Open the Form to be Edited
Choose the form you wish to edit by clicking on its link in the Name field of the Forms list.
[ wme [ Deseriten | Confidentisl | AtachedBy | AttachedDate | Deleto |
Disclosure of Investigations and Other Actions Invohang Bidder - Full Version Dave Rodriguez 04N 32018 |
Lo hip Disclosure - Use with Completed NJSTART Catagory ONLY Dave Rodriguez 4r13/2018 Ld
Subcantractor Utilization Plan ! Dawe Rodrigues 0401372018
AgdForn | Save&Ext | Swve&Contwe | Resot | Cancels Ext _
Copynght © 2018 Penscope Holdings, Inc. - All Rights Resarved

Before the form itself opens,

the screen on the next page will appear.
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NJSTART CHON
P s AN L)
Statement of BidderVendor Ownership
3
2018-04-13 15:10:57.543
User Last Updated NIVENDORADMIN
Edit Primary Form
Form Versions
Compare [ Form Version I User | Date Created [ Primary [ POF
1 NIVENDORADMIN 082172017 Download POF
2z RIVENDORADMIN | 041062018 | Download PDF
3 HIVENDORADMIN 04132018 - Download POF
C  ermoroaaeowaeew

Copynight & 2048 Penscope Holdngs, Inc. - Al Rights Reserved

This screen presents a list of all saved versions of the selected form, the username of the Seller
Administrator who last edited them and the date they were last saved. From this screen you can
download PDF copies of any of the forms to your desktop. To aid in form review and selection, you can
make a side-by-side comparison of any two versions of the same form by clicking in the checkbox for each
one in the Compare column, and clicking on the Compare button at the bottom of the page.

You can make a final selection of the form version that you wish to edit by clicking the button in the
Primary column and then clicking on the Edit Primary Form button at the top of the screen as shown
above.

Designating a version of a form as PRIMARY flags that version as the most current (most recently edited)
version. Remember, all form versions are saved in NJSTART until deleted by a Seller Administrator.

After the primary version of the form has opened it can be edited, and then saved.

2.9 The Link between Some Vendor Forms and Vendor Profile Categories

Your company’s NJSTART Vendor Profile contains a number of categories. These are managed by Seller
Administrators using the instructions provided in the QRG titled Categories & Certifications.

Some Vendor Profile categories allow Vendors {Bidders} to submit shortened versions of some required
forms. In some instances, no forms may be required. These forms can be identified by the description,
“Use with Completed NJSTART Category ONLY.” Shortened versions of required forms must be completed
and submitted using NJSTART. Hard copy submissions of shortened vendor forms will not be accepted.

Vendor Profile categories that qualify for shortened versions of required vendor forms include:

e Disclosure of Investigations and Other Actions Involving Bidder ;
e Disclosure of Investment Activities in Iran;
e Ownership Disclosure.

NOTE: Please refer to the QRG titled Categories & Certifications for further information
regarding the completion of shortened vendor forms and the circumstances under which they
can be used.
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