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1. Purpose

NJSTART is the State of New Jersey’s vendor procurement portal. This NJSTART Quick Reference Guide,
Find a Bid, provides step-by-step instructions for two methods to find NJSTART bids:

Method 1: NJSTART Bidding Opportunities listed on the New Jersey Division of Purchase and
Property (DPP) web site, http://www.nj.gov/treasury/purchase/, and

Method 2: Those same opportunities listed as Open Bids in NJSTART at www.njstart.gov.

2.  Summary Instructions

All website and NJSTART features described in these pages are open to the general public. You do not
have to register or log in to do anything described in this guide.

2.1 What You Will Be Able to Do
Using the steps presented in this guide you will be able to:

e See lists of current bids in NJSTART and related summary information;

e Filter bid lists by commodity code groupings;

e Select individual bids and see their complete details;

e Download and save any bid-related files (e.g., RFPs, bid amendments, terms & conditions, etc.);
e Download and save any bid-related forms (e.g., vendor certifications, etc.).

After seeing what is available, you may choose to submit a quote that offers your company’s goods or
services in response to a bid. When you do, instructions for how to submit a quote are provided in a
separate NJSTART Quick Reference Guide titled Submit a Quote.

3. Detailed Instructions

3.1 Find Bids on the DPP Website

If you have already been doing business with the State, you may already be familiar with much of the
information presented in this section.
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A listing of Current Bidding Opportunities is a feature on the home page of the Division of Purchase and
Property (DPP) website at www.nj.gov/treasury/purchase/, shown below:

(3) State of NI- Departmen! %

&« C ¢ | @ Notsecure | www.statenjus/treasury/purchase/
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Department of the Treasury EIEITNITENTTS)) 44 selectLangusge ¥
- Disclaimar

of
cha

Pkl mguﬂmm’mmmmmmunw
Febe1-2007  [Esquest for Oustations for Oploid Advertising Services
Jan: 272017 ptige of Ind PaTi B P B P T w—Y

Jan-10-2017  |Eaminzer of Hasdatane Sita iut foe Bid Sofettation (RER: LIDPOOORER: Armad and LUearmad Sscullty
Guaed Sereices Statewide

Oe<-30-3036  |Bequest for Custation [RFQ): Law Enforcemant Driving Simulators (LED.S.)

Dec-30-2004  [HOT) i1 PASTICIPATE DOSERA BLANKET PURCHASE ORDER

Dec-23.2016

Quote {Proposslt Coening PoEDons .| 0035 MIDEP MSLA 1D il 52 D) Closare
[Canatiuctin

Cec-ti-saze |CustedPrersaall Do fostoonsmenl. LADERIDS BIUEE HOLA 10 Ll 52w LandSll Climace
Constryction

hov-29-3008  (Quste {Propcsal} Ooenicg Eosipanement: 1 TOPPOI00D MIDE MELA 10 Landill Sty

Kov-15-2016 (2016 Holkdyy Notice To Veedors

Hov 102016 |Eequest of Intert » potract
Wow-4-2018 [ equed o Qustalna LREG L Neon Jene HatoL el Dy Manuss

Note: all bidding opp are now through NISTART.

N}JW VIEW ACTIVE CONTRACTS

Tiacon AN Cinabics

Clicking the NJSTART View Bidding Opportunities (highlighted by the red rectangle above) will redirect
you to the Open Bids page within NJSTART, as shown below:

NJSSTART

Open Bids

Show Bids for Category| Al v (&)

. . Bid
Bid # Alternate Id Buyer Deseription Furchase | Bid Opening | pyo1ger
List
15DPP0100000384 Neme 01 | Req Test0513 Open 08/31/2015 List
Market 04:37:00 PM
15TEST00000364 052015 Test Blanket 08/10/2015
Name 02 01:14:00 PM
14DPP0100000038 | Small Business Name 03 | T-2774 Front End Mail Receipt & Pre-processing Open 04/02/2016
Certification Required Service - Division of Revenue Market 02:12:00 PM

B -~ | -

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved,
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3.2 Find Bids in NJSTART

Instead of starting at the DPP website, you can also find bids by going directly to NJSTART at
www.njstart.gov. All of the State’s new bidding opportunities are now posted and processed using

NJSTART. You will find it is both faster and easier.

The NJSTART login page opens, as shown below.

o o x

eo 3 hitps.//test njstart.gow/bso/view/logindoginghtml 0~ & e | NIStart | Test

NKESWRT Lo |

Passwords for NJSTART are cas:

Browse by Category

L Reglstration

Ssarting a Business in Nj

Version 145
Siart | Test Vendars, please read T Verdion 145 is ava

Bulletin Test
This BUSETN ARPEATS ON The NOME page:

>

<

Click on the Open Bids link (red rectangle) to see a list of open bid opportunities in NJSTART. This is the
same result using the method described in Section 3.1. Login is not necessary to see the bids.
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Open Bids in NJSTART are listed, as follows:

o o 3
e 3 hitps.//train njstart.govt wternal/put s O - & o | F NIStart | Train -
& -8 - ® - Page™ Salety ™ Tools~ @~ FO®
Open Bids
v Go
Show Bids for Category All J
[ i)
Bid # Alternate Id Buyer Description Purchase Method Bid Opening Date Bid Halder List
170PPOO166 Megan Tagliaferri TOOOD - Test 021418 Blanket 03/14/2018 02:00:59 FM
Print Page Exit
Copyright © 2017 Periscope Heldings, Inc. - All Rights Reserved.
< >

3.3 NISTART Open Bids Details

The Open Bids list contains all bids whose Bid Opening Date is still in the future. The Show Bids for
Category field contains a dropdown box that allows the user to filter the open bid list to show only bids
matching the selected commodity category.

The Open Bid list contains the following fields:
Bid #: The bid number is generated by NJSTART when the bid is created.
Alternate ID: This field is for use by State purchasers only and is left blank intentionally.

Buyer: The name of the State employee who created the bid. The individual listed here may or may not
have any continuing responsibilities concerning the bid and should not be contacted during the
procurement process.

Description: A short phrase used to identify the bid and its purpose.

Purchase Method: This field will always indicate either 1) Blanket — repetitive purchases from a term
contract, or 2) Open Market — a one-time purchase.

Bid Opening Date: Bids may be submitted at any time up to 2:00 PM EST on the assigned Bid Opening
Date. After that date and time, no bids will be accepted.

Bid Holder List: This field is for for use by State purchasers only and is intentionally left blank.
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3.4 Seeing a Bid

Click on the selected Bid # link, and the following dialog box appears:

3 hitps://train njstartgov/bso/external/bidack sdovhidi £ - & & | F NJStart | Train - .

® - Page~ Safely~ Tools~ @ - PO R

INJVEFEREC

Acknowledge Receipt and View Solicitation

Bid # 17DPPO016S
Bid Description TOO0OO - Test 021418

NJSTART allows you to see a bid* without logging in.

To submit your quote in response to a bid, you must login using your username and password at the NJSTART Login Page. If you have never logged into NJSTART, you can
complete the registration process on that same web page.

Bidders are strongly encouraged to visit the NJSTART Vendor Support Page, which contains Quick Reference Guides, supporting videos, a glossary of NJSTART terms, and
helpdesk contact information.

To see this bid, click "Proceed.”
*The term “bid” or “bid solicitation” in NJSTART is equivalent to a “procurement opportunity” or "solicitation” issued by the State to procure goods or services. A bid

solicitation consists of the Request for Proposal, State of N] Standard Terms and Conditions, price schedule, attachments, and bid amendments.

Proceed

This dialog informs new users that if they want to do more than just see the selected bid details they
must log into the system.

Review the information and then click on Proceed. The bid will display as shown on the next page:
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This is an example of a Bid Solicitation “Summary” page. Attached files or forms appear as blue text
links (see below adjacent to File Attachments). Click on the links to download, open and save these

attachments.

e 4 hitps.//trainnjstartgov/bso/external bidDetail s
% - B - ® - Pagev Safety~ Tooks~ @ - F O

Header Information

0 - &¢I NIstart | Train - -

Bid Solicitation: 177DPP00166

Bid Number: 170DPPO0166 Description: TOODO - Test 021418 Bid Opening Date: 03/14/2018 02:00:59 PM
Purchaser: Megan Tagliaferri Organization: Division of Purchase and Property
Department: DPP - Division of Purchase and Property  Location: COMP - Technology and Computing
Fiscal Year: 17 Type Code: 0303 - RFP/SC-SBE Allow Electronic Quote: Yes
Alternate Id: Required Date: Available Date : 02/14/2018 12:00:00 PM
Info Contact: Bid Type: OPEN Informal Bid Flag: Mo
Purchase Method: Blanket
Blanket/Contract Begin Date: 04/01/2018 Blanket/Contract End Date: 03/31/2021
Pre Bid Conference: Refer to Bid Solicitation {RFP}
Bulletin Desc:
5h|p_(0 Address: Divisien of Purchase and Property Bill-to Address: Division of Purchase and Property  Print Format: Bid Print New
32 West State Street 33 West State Street
Trenton, N 08625 Trenton, M) DB62S
us us
Email: test@periscopeholdings.com Email: test@periscopeholdings.com
Phone: (123)456-7890 Phone: {123)456-7890
Flle 12.6.17 NJSTART Technology Model RFP.docx
Attachments: o o '
Enrm

The bid can be printed using your browser’s print feature.

Since you are not logged in, the only remaining action you can take is to exit by clicking on the Exit
button at the bottom of the page.

Exit
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Information displayed on the Bid Solicitation includes:

e Bid Number: automatically generated in NJSTART;
e Description: a short description of the goods or services the State intends to purchase;

e Bid Opening Date: date formal bids will be opened for evaluation and closed to further quote
submissions;

e Purchaser: creator of the bid;
e Organization, Department, Location: agency information;
e Fiscal Year: self-explanatory;
e Type Code: assigned by the Purchaser, if applicable;
e Allow Electronic Quote: will indicate “Yes;”
e Alternate ID: reserved for State use;
e Required Date: Agency’s requested date, if applicable;
e Available Date: date bid was publically posted,;
e Bid Type:
— Open: any vendor can respond;
- Closed: only selected vendors can respond;
e Informal Bid Flag:
- Yes: aninformal bid — Purchasers can see quotes before Bid Opening date;
— No: a formal bid — Purchasers must wait until Bid Opening date to review quotes;
e Purchase Method:
- Open Market: one time purchase;
— Blanket: term contract;
e Pre-bid Conference Details: included in the RFP attachment to a bid, if applicable;
e Bulletin Description: additional RFP information, if applicable;
e Ship-to and Bill-to Addresses: refers to purchasing agency;

e File Attachments: attachments to the bid (be sure to read all attachments and read, complete
or submit files with your quote, as instructed);

e Form Attachments: bid-specific forms to be completed by the vendor, if applicable;
e T Number: contract number from legacy system;

e NJ Cooperative Purchasing: if applicable;

e Green Solicitation: if applicable;

e Emergency Solicitation: if applicable;

e Small Business Category: if applicable;

e Bid Bond Required: if applicable;

e Performance Bond: if applicable;

e Retainage: if applicable;

e Item Information: item description, NIGP commodity code (chosen by the purchaser), quantity,
unit cost UOM (unit of measure), and any other criteria entered by the purchaser.
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4. After You Find a Bid

Print the bid using your web browser and take note of specific identifying information, such as: Bid
Number; Description; Commodity Code; etc. Use these to quickly return to the bid after login.

Instructions on how to respond to a bid are provided in the Quick Reference Guide titled Submit a
Quote.

All quick reference guides can be found here:
http://www.nj.gov/treasury/purchase/njstart/vendor.shtml
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