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Registration for Current NPS
Vendors
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Current NPS Vendors Checklist

To Complete Supplier Setup You Will Need:

O Invitation to register with link to the eSupplier Portal
Code supplied by NPS to enter when registering
Vendor ID supplied by NPS to enter when registering
Your Tax Identification Number (TIN)

Choose the Current NPS Vendors Register Here link

I W MRy W

— Click on the link “Current NPS Vendors Register Here”

NEWARK PUBLIC SCHOOLS

Favorites
-

Main Menu
-

Home | Sign out

‘ Login ‘ Sell Events

Login here as an existing User.

User ID: ’7 Event Name Event Type Start Date/Time
' Talent Acquisition RFx 10/31/2013 6.00AM PDT
Password: Syslem

= See all of my events
Sign In

‘ﬁ‘l Non NPS Vendors Register Here

Customize | Find | View All i First K1 1071 X Last
End Date/Time:

11/20/2013 04:00 PM

Click here to register as a Bidder (non-vendar)
to bid on RFP's.

You are a bidder if you are a new vendor
seeking to do business with NPS.

» iﬁ'\ Current NPS Vendors Register Here

Click here to register as an NPS Vendor to bid on
RFP's.
You are a NPS vendor if you have praviously received Contact Don Bowman
a Purchase Order from the district. To register. NPS Phone : 973-733-7275
needs to send you a registration kit which includes email; purchasing@nps.k12.nj.us
your vendor ID and registration code
(2) Lforgot my password
Click here to reset your password

Information

Vendor Help Desk (FUAT]

District Procurement News:

information on future bids within the given subject areas.

YWelcome to Newark Public Schools online Sourcing and vendor information network. In order to
become eligible to submit a bid, you must first provide us with your vendor information so that we
may have a record of it in our system. You will only be required to fill out this information once. Also,
please check the categories you wish to receive email notificatons on. This will allow you to receive

Vendor Training
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NEWARK PUBLIC SCHOOLS Homa | Signout

Supplier Registration

Fill in the follewing informatien and click on the Create button te create a Supplier account. In
order to self register you must have received a predefined code and know your correspanding
vendor id.

Code: 123456789

“User ID: ’7 “Description:

“Email ID: \

“Confirm Email ID |

Passiord: \ Mist be af least 7 characters
Confirm: ‘

Language: | English v Currency: [ &

Vendor List Customize | Find | View All | | S First <] 10of1 ] Last

Vendor ID TIN Number

| | \H|=

| Create \

Enter the code supplied by NPS (Code: 2013-2014)

Create your own user ID (write this down for recordkeeping)

Create a description of the user

Enter a valid email address

Confirm the email address

Create and confirm a password (passwords must be a minimum of 7 characters,
write this down for recordkeeping)

Enter the vendor ID supplied by NPS

Sk wWNE

~N

= a5
Vendor List Customize | Find | View All | | B First 1% o Dt

:Vendor D TIN Number

8. Enter the TIN number

Vendor List Customize | Find | View All | | i First BN 1 0f1 ] Last
Vender ID TIN Number
| HE=
Create
L

9. Click “create”
10. You will be taken to a new page — click “sign in as new user”
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NEWARK PUBLIC SCHOOLS

Register a New User

The new user has been successfully created.

| Return to Home

Home | Sign out

You will be taken to your personal eSupplier page

NEWARK PUBLIC SCHOOLS

Favortes = Main Menu
- -

Home

Add to Favorites | Sign out

Recently Dispatched RFQs [ [] =]

==

No Recently Dispatched RFQs Lvent Name S
Talent Acquisition RFx
| System

Customize | Find |
End Date/Time:
11/20/2013 04.00 PM

Start Date/Time
10/31/2013 6:00AM PDT

ey Tl S
2 First B4 b1 D Lasy

Recently Dispatched POs [ [2] =]

I

See all of my events

No Recent POs

Quick Links

==

=

Addresses

View and update address information.

My Categorizations
Adminster your self categorizations

Purchase Orders
Review and take action on customer
purchase orders.

Payments

View payment information_

Contacts
View and update contact information.

Acknowledge Purchase Orders

Create online purchase order
acknowledgments.

E Bidding Homepage
Strategic Sourcing Bidder Homepage

=
=

My Sourcing Profile
My Sourcing Profile

View Order Summa
View PO schedules by ltem and due date.

Invoices
View invoice information.
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Registration for Non NPS
Vendors
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Instructions: Non NPS Vendors

— Click on the link “Non NPS Vendors Register Here”

NEWARK PUBLIC SCHOOLS

Favorites = Main_Menu
v -

Home Sign out
Login Sell Events [£]
Login here as an existing User. Customize | Find | V \
Event Name Event Type Start Date/Time End Date/Time:
UserID: Talent A i
JEECTRY. S S RO RFx 10/31/2013 6:00AM PDT 11/20/2013 04:00 PM
Password: System

See all of my events
| Sign In |

ﬂ:’l Non NPS Vendors Register Here
Click here to register as a Bidder (non-vendor) i
to bid on RFP's. mformation
You are a bidder if you are a new vendar
seeking to do business with NPS.

#if Current NPS Vendors Register Here Vendor Help Desk (FUAT
Click here to register as an NPS Vendor to bid on

RFP's.

You are a NPS vendor if you have previously received Contact Don Bowman

a Purchase Order from the district. To register. NPS Phone : 973-733-7275
needs to send you a registration kit which includes email; purchasing@nps.k12.nj.us
yourvendor ID and registration code.

(2) L forgot my password
Click here to reset your password

District Procurement News:

VWelcome to Newark Public Schools online Sourcing and vendor information network. In arder to
become eligible to submit a bid, you must first provide us with your vendor information so that we
may have a record of it in our system. You will only be required to fill out this information once. Also,

please check the categories you wish to receive email notificatons on. This will allow you to receive
information on future bids within the given subject areas.

Vendor Training

Complete steps 1 — 8 and click “Finish”
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Bidder Registration

Step 1 of 8: Preliminary information.

These questions will determine the type of bidder you will become.

* Required Field

1. Please select the type of bidder which best describes you.

@ Business
O Individual

2. What type of bidding activities are you interested in?

O Buying goods/Services
O selling geods/Services
@ Both

| Next== | Cancel Registration

* Required Field

NEWARK PUBLIC SCHOOLS

Bidder Registration
Step 2 of 8: User Account Setup

Begin creating your user account here. Note that you may register other users for your company in
addition to yourself. To create additional accounts for other users, click ™ Save and Add Anather
User to expand the form. You may also provide instant messaging account information (for real-
time communication with others using the system), as well as preferred time zone and currency.

* Required Field

*Company Name: |

URL: nitpr |
User Information

*First Name: ,7 m‘ Delete
*Last Name: ’7
Title: ,7

*Email ID: [

*Confirm Email ID |

*Telephone: | Ext: |

Fax:
“UserID: (User's account login name. )
‘Other Contact Info (Optional)

Instant Messaging (IM) Information
1N Service: v

I User Name:

Fersonalization Infermation

Language: | v ‘
Time Zone: ‘ @

Currency Code: Q

| Save and Add Ancther User |

<<Back | Nextr» |

Cancel Registration |

* Required Field
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NEWARK PUBLIC SCHOOLS

Bidder Registration
Step 3 of 8: Primary Address

Please provide 3 Primary Address for your company. If your company has multiple site locations, the
Primary Address would be the main headquarters

* Required Field

Primary Address

Country: lJsa @, United States
*Address 1: [
Address 2: [

Address 3: [

“City: ]

County: [— *Postal: l—
*State: liﬂ

| ==<Back || Next==

| Cancel Registration |

* Required Field

NEWARK PUBLICSCHOOLS

Bidder Registration
Step 4 of 8: Other Account Addresses

* Required Field

The Primary Address you have entered for mmll is:
10 fiff
5555, New Jersey 07106, United States

If you need to make corrections, click the Back button and edit your fields.

Account Addresses

Because you will be bidding on events as both purchaser and seller of goodsisenices, you
must provide Bill Te, Ship Te, and Invoice addresses

Check boxes below to indicate addresses that are different from your Primary Address:

[ Bill To Address  your company's accounts payable department (for when you purchase
goodsisenvices).

[[] ship To Address default location for where we ship your order (for when you purchase
goodsisenvices).

Cinvoice Address your company's accounts receivable department (for when you sell
goodsiservices).

| =<Back || Ned=» \ | Cancel Registration

* Required Field
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Bidder Registration
Step 5 of 8: Address Contacts

Flease enter additional addresses as necessary. (This is required only if your Primary Address is
notused for all address types.) Next, please designate each of your registered users to an
appropriate address category. If you're not sure which address category is the best match,
choose "Primary Address”™.

* Required Field
hip To (For Purchasing)
Country: UsA @, United States
Address 1: [
Address 2: [
Address 3: [

City:
County: Postal:
State: @,

Company Contacts Customize | Find |

User Name: Designate as Contact for

dkkaqk yjdsrrr |(Inva\|d Value) v
| ==Back | Ne== | Cancel Registration

* Required Field

INEWARKPUBLCSCHOOLS

Bidder Registration
Step & of 8: Additional Classification Infermation

lowing information. This information llows us to more accurately tailor the
prozess with your business,

* Required Field

“1. Date this business was formed =

*2. Are you Clas

25 a Minerity Vi

*3. What is your mincrity vendor / nan-minority
vendor classification?

aNew

“4. Does the submitting vendor h
Jersey Businass Regisvaton Ca

£.1f you answered yes to question 84, plesse
enter BRC number

“7. Gountry Business was formed

[ ¥
L ¥
-
“B. Business Category - check all that apply ,7&-
,7
,7

“3. At any fims during the past five (5) years, :v
whether pending or completed, has the submitting 3
wendor and any of its affilistes received an

oversl unsatisfactory performance rating from
any govemment agency an any contract?

g the past ) o
completed, has the submitting 3
K r jebarred from
entering into any govemment contra:

“11. At any time during the past five (%) y=ars, o
whether pending or completed. has the submitting 3
wendor and any of its affiliates found nor-

responsible on any govemnment contract?

2 (5] years, @
the submitting =

2. At any time during the

=13 At 3nv time during the nast five (%) vaars ol

<
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NEWARK PUBLIC SCHOOLS

Favorites  Main Menu
- -

Bidder Registration

Step 7 of 8: Categorization Information

You have the option to select one or more categories that best describe your organization's bidding
interests. Selecting specific categories may qualify you to receive notifications for future events that match
your interests. There is no obligation to check any boxes, but doing so could result in more invitations to
bid on events. By selecting no categories, you remain eligible to participate in all public events posted on
this website.

* Required Field
For best performance, please pause briefly after checking each selection box.

Checkalf Uncheck all

Services and Goods

[& Sourcing - Sourcing Categories
:@? Buy Categories
[ Sell Categories
L0 2% PROF - PROFESSIONAL SERVICES
|- O #8021 - LEGAL SERVICES
il :Q? 802100 - LEGAL JUDGEMENTS AND SETTLEMEN
| (2% 8413 - INSURANCE AND BENEFITS
O *%f 8413WC - WORKERS COMP
O *%f 8413eP - EAP
E 'E?? 841316 - HEALTH INSURANCE
— O %f 8413vS - VISION
- :9? 9314 - COMMUNITY & SOCIAL SERVICE
i~ O %f 801315 - LEASE OF PROPERTY
i+ O %§ 8512 - MEDICAL SERVICES
O (% 8512 - MEDICAL SERVICES
K :t.i? 8512TP - OCCUPATIONAL/PHYSICAL THERAPY
L :qj' 8512AS - AMBULANCE SERVICES
E 1’? 8512DS - DENTAL SERVICES
- [1%F art9ec _ MENICAI EACI ITY SERVICE

NEWARK PUBLIC SCHOOLS

Main Menu
-

Favorites
-

Bidder Registration
Step 8 of 8: Terms and Conditions

IMake sure you read the terms and conditions fully before continuing.

* Required Field

| agree to be bound by the fellewing Terms and Cenditions:

1. 1.Introduction. The eSource system is provided by the Newark Public Schools Purchasing
Department ("NPSPD") and serves as an electronic tool to support various state purchasing
functions, such as registration of bidders and suppliers, advertisement of contract opportunities,
electronic bidding, and contracts management. Access to and/or use of the eSource system is
governed by these Terms & Conditions. NPSPD reserves the right to change the Terms &
Conditions at any time with or without notice by posting revisions. You are responsible for
reviewing these Terms & Conditions as well as any subsequent changes to the Terms &
Conditions. Unless otherwise specified, any changes will be effective when posted. YOUR
ACCESS TO OR USE OF THE ESOURCE SYSTEM MARKETPLACE CONSTITUTES YOUR
AGREEMENT TO BE BOUND BY THESE TERMS & CONDITIONS, INCLUDING ANY CHANGES
THAT EXIST WHEN YOU RE-ACCESS THE ESOURCE SYSTEM. IF YOU DO NOT AGREE
WITH THESE TERMS & CONDITIONS, DO NOT USE THE ESOURCE SYSTEM

MARKETPLACE.
2. Definitions. "You" and "your" refer to the individual accessing this System as well as the legal 3
| <<Back | \_ Finish \ | Cancel Registration |

* Required Field

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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NEWARK PUBLIC SCHOOLS

Favorites ~ Man Menu
- -

Bidder Registration

Thank you for registering with Newark Public School. Your request has been sent for review. You wil
receive a password within 48 hours. We look forward to doing, business with you in the future.

1. You will be taken to the confirmation page which states that registration as a bidder
was successful; to proceed to the home page to view bidding opportunities, click
“Sign In”

2. Your request has been sent for review. You will receive a password within 48 hours.
We look forward to doing, business with you in the future.

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Password Retrieval
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If you forgot your password click on the link “I forgot my password” and it will send you a new one.

NEWARK PUBLIC SCHOOL!

Fawarites @ Main Menu
w = b

Login l

Login here ag an exizting Useq

User [D:
Passwaord:
fﬁﬁ Mon MPS Vendors Eeaister Here

Click here to register azfa Bidder {non-
vendor) to bid on RFP's
“ou are a bidder if youfare a new vendor
seeking to do busin with NPS.

fﬁ’] current NPE Yendors Reqister Here
Click here to register B2 an NPS Vendor to bid on
RFFs.

You are a NP3 ven

rif vou have previoushy
received a Purchazg Order from the district. To
regizter, NPS needg to 2end vou a registration kit
which includes vopr vendor ID and regigtration

Click here to reset vour password

Type your user ID:

NEWARK PUBLIC SCHOOLS

Favortes = Main Menu
- -

Supplier Login

Reset and Send Forgotten Password

Enter your UserlD and click send to reset your password and have it sent to you

via email.

“User ID: H

o Send |

Home |

Sign out

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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The system will email you a password.

Your password has been reset, here is your login information:

UserId: brick
Password: BEHHAGXS

From: se
Ta: Wilizms, Denise A.
ce
Subject: Strategic Sourcing password reset
24:4:

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Profile Maintenance
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Profile Maintenance

Upon logging into the system you have the ability to maintain/update your information as
needed (Navigate to Main Menu)

You can:

e Explore the Manage Events and Place Bids folder K PUBLIC SCHOOLS

e View Terms & Conditions i

Search Menu:

| ®

e Change your password

1 Maintain Supplier Information

L] V|eW yOUI‘ SyStem PI‘OfI|e [ Process Quotes 4
1 Manage Events and Place Bids [
e Respond to Events £ Manage Orders '
\__l Review Payment Information L
° ReV|eW payment Status U View Terms & Condftions
g Change My Passwiord
° Manage POS u My Personalizations

D My System Profile

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Materials / Services

Upon registering, log in and make sure to indicate the material and/or service categories
you provide — for future bidding opportunities

Click on “My Categorization”

NEWARK PUBLIC SCHOOLS

Favortes | Main Menu

ame

sdipraciss | Sgrodt

——1
No Recently Dispatched RFQs

Recently Dispatched RFQ@s EEAs

Sell Events

There are no events to view

Show aliEnhanced. . Show All Acknowlsdgements.

My Categorizations
T Eomr T me s o Suomer purtrase e

57 Payments
L e payment, Fformiation.

=¥ Bidding Homepage
1 S sowerg soe romeaage

el ick Links EIE
Recently Dispatched POs. D [ 21
7 Addresses 77 Contacts 77=! My Sourcing Profile

— e B fhel

Pom Dispatehed g4 Acknowisdgs

e DatelTime o St ] rizations =¥ Acknowledge Purchase Orders ™= View Order Summary

poen | B8/282012 5 Buyer U ammer ot sar cxgorzmine. 1 Crame oo puranass oroar sacowesgmens U e £0 zenemes o e 3 g cme

B0002720  |poiiae | Dispatched Z2E
o Dispatched | New

Click on the box next to the category you would like to receive notifications for future bidding
opportunities. This action will place a check mark in the box. Repeat this step for all the
categories you are interested in and click Save.

NEWARK PUBLIC SCHOOLS

Faraites  ManMew Manage Eeds and Place s ) My Calegadios.
[01%5§ By Categories:
[ & Sell Categories:

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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View Terms & Conditions
Navigate to Main Menu = View Terms & Conditions

In this section you can review the Newark Public Schools eSupplier Terms & Conditions as presented
in the Bidder Registration process.

NEWARK PUBLIC SCHOOLS

Favoriies | Main Memy 5 View Terms & Condtions
Terms and Conditions

1. 1.Introduction. The eSource system is provided by the Newark
Public Schools Purchasing Department ("NPSPD") and serves
38 an slectronic tool to support various stats purchasing
functions, such as registration of bidders and suppliers,
advertisement of contract opportunities, electronic bidding, and
contracts management. Access to and/or use of the eSource
system is governed by these Terms & Conditions. NPSPD
reserves the right to change the Terms & Conditions at any time
with or without notice by posting revisions. ¥ou are responsiole
for reviewing these Terms & Conditions as well as any
subseguent changes to the Terms & Conditions. Unless
otherwise specified, any changes will be effective when
posted. YOUR ACCESS TO OR USE OF THE ESOURCE SYSTEM
MARKETPLACE CONSTITUTES YOUR AGREEMENT TO BE
BOUND BY THESE TERMS & CONDTIONS, INCLUDING ANY
CHANGES THAT EXIST WHEN YOU RE-ACCESS THE ESOURCE
SYSTEM. IF YOU DO NOT AGREE WITH THESE TERMS &
CONDITIONS, DO NOT USE THE ESOURCE SYSTEM
MARKETPLACE.

2. Definitions. "You" and “your” refer to the individual accessing
this System as well as the legal entity the individual is
representing. "System” shall mean NPSPD' eSource system and
the eSource system, including but not limited to the PeoplsSafis
Supplier Relationship Management, Purchasing and other
Financial modules. "NPSPD", “we”, “us” and “our” refer to the
Newark Public Schools Purchasing Department.

3. Acceptance of These Terms. By accessing or using the
System, you agree that (1) you have read and understaod
these Terms & Conditions and (2} you are bound by the Terms
& Conditions during your access to andior use of the System.
4. Registration. By registering and establishing certain account
and password information, you will gain access to certain
information, services and/or materials maintained on this

Done

Change My Password
You can change your password in this section, should you need to do so.

Navigate to Main Menu - Change My Password

NEWARK PUBLIC SCHOOLS

Favnvrtes MainvMenu » Change My Password
Change Password

User ID: brick
Description ggg

*Current Password: |

“New Password: |

“Confirm Password: |

. C‘haﬂ ge Password :

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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My System Profile
Navigate to Main Menu - My System Profile

You can also set up an Alternate User, should you be out of the office, and define the
timeframe they will have access to events.

You can also update the email address associated with your account

NEWARK PUBLIC SCHOOLS

Favorites. | MainMem 1 My Sysiom Prafie

General Profile Information

893

M) BIETRITES (290U508 7 FIA e D30SE 15 engusn

Moy Preeea ngusge orreprts anc st =
Currsncy Cods: a,

Defauit Mobls Page. a

Adternate User iD: A
From Dats: W PR
ToDats: [0 ez
Viorkfiow Altributes

Hlemanueer [ workst User

Miscsliznoss LserLinks

m

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Contact Information

Log in to eSupplier and navigate to Contacts (Main Menu = Maintain Supplier Information
- Contacts).

NEWARK PUBLIC SCHOOLS

Favortes | Man Menu
Bearoh Menu: B
{(»}

| Recently s Bl
—c 3 Minkain Sopplier Informalti -
Mo Receny ) Process Quabes |_| Addrmzes
[ Mansge Bvmrils and face § || Dol

[C1 Manage Onders 1
|Recently [ R=viw Pmyment Information ]

[0 e Terms & Conttios
BRICK 4C

e
N

[0 rarge My Pmsmwond
PO 3 #y Personsfization
[5] #y System Frofie

| 13-000273

Mocciaes  |ponazoiz | I
|120014583 Ny [Dmschen  (ew
Show alVEnnanced Snow All Acnowiadgements

From there you can:

v/ Edit (an existing user)
v" Add a new Contact

NEWARK PUBLIC SCHOOLS

Favorites | Msin Menu 3 Maintsin Supgler Information »  Contacts

Maintain Contacts

Current Contacts

If there will be multiple users from the same supplier bidding on events, you can work with

your Buyer, or Don Bowman directly ( Purchasing@nps.k12.nj.us ), to request additional
User IDs

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Sell Events
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My Sell Events

Vendors are not allowed to submit proposals electronically. Please mail a hard copy of your Program
Proposal and Cost Proposal to the Newark Public Schools Purchasing Department. Only mailed in
proposals will be accepted. Sealed proposals will be accepted if directly delivered to the conference
room 818. Proposals are not to be delivered to any other location.

Mail to:

Newark Public Schools

Attn Purchasing Department, 8th Floor
Room 818

2 Cedar Street

Newark, NJ 07102

ALL PRICING MUST BE SUBMITTED IN A SEPARATE SEALED ENVELOPE.

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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In the My Sell Events section, you can see information related to events you have bid on by clicking
the Event Name hyperlink

N EWARK PUBLI c SCHO OI"S Home Add to Favonites Sign out

Favorites | Main Menu
- -

Recently Dispatched RFQs ? Sell Events
I:I Customize | Find | View All
Mo Recently Dispatched RFQs x Event Name Event Type Start Date/Time End Date/Time:
o Beaasian RFx 10/31/2013 6:00AM PDT 12/30/2013 04:00 PH
Recently Dispatched POs EJE

BRICK ACADEMY

Dispatched Acknowledge : i

PO ID Date/Time Status Status ‘ Quick Links ) B

\ 08/28/2012 Buver i i

13.0002720 s Dispatched | =&l Addresses Contacts My Sourcing Profile

| T 11AM £ Accepted View and update address information. View and update contact information_ E My Sourcing Profile

\t200t4zez  20IBINZ nispaiched  |Mew

— E My Categorizations Acknowledge Purchase Orders View Order Summai

Adi i If cat tions. Creat: I hi d View PO schedules by |

Show allEnhanced . Show All Acknowledgements FUEERES et R aéi:l;w?:égfnzrf{; il - FhEA
Purchase Orders E Bidding Homepage Invoices
Review and take action on customer Strategic Sourcing Bidder Homepage View invoice information|

purchase orders.

E Payments

View payment information.

The hyperlink will direct you to the bidding event main page.

This page wil allow you o

Favgries | Man Manu
H H Event Details R —
e Accept Invitation
. . . Informs bans Bideing Shortcuts: \iaw Everl Acluly
e Decline Invitation P | enEion Fasoge|
. 8id cn Evenl

e Bid on the Event
Event Neme: Talent Acquiztion Systam
Event I: NPS01-8332
Evant FormatTypo: Sall Event RFx
Event Round: 1
Evert Version: 1
Event Start Date: 10312013 B:004H EDT
Event End Date: 1263012013 04:00 PM EST
Evend Deacription:
Tne ideal vendar wil AR

Have gl of sursass davelopin falent acquistion systems for ot similar size and -

Soope. P
2 e SR S A 7 S i RsinERs nanAs o PR
il 0 |
Contact: Denisa Wilkams Payment Terms:
Phone: My Bige: o
Emall; Zuflianma g Echts o Submifted Bids:  Hat Allouwed
Crling Discission: Multiple Bids: Hat Alloued
LLiva Chat Halp:

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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View the Buyer contact

information |

View all line items in the event

—

NEWARK PUBLIC SCHOO
Favories | Main Menu

Event Details

U e—

Uear gpg
Infarmation ©n inguiry Optiens, Bidding Shortcuts: gy Evant Achaly
Acceptimatatian | View EvetPackage.
Bidon Event
Event Hame: Talent Acquiaition Syatem
EventID: NP501-8332
Evant FormatType: Sall Evant RFx
Event Round: 1
Event Version: ‘)

Event Start Date:
Event End Date:

AW312013 004 ECT
123072012 0400 PMEET

Event Description:
NP8 is solicting proposals from gualiied bidders for the design, development, launch, and suppeit of 3 Talenl Acquisiion System.
6 iR vananr will

; Have edtence of succass ping and talent systams for 3choal districts af aimilar sze and
CoDE .
(5 i
Contact Danize Williams Payment Terms:
Phone: My Bads: o
Email: d2williams@nos ki2nius Edits o Submitted Bids:  not Allowed
‘Online Discussion: Mutple Bids: Mt Allowed
Live Chat Help:
*Eid Required ELine CommentsiFiies

NEWARK PUBLIC SCHOOLS

Main Menu

Favorites

Event Start Date:
Event End Date:

10i31/2013 9:00AM EDT
12/30/2013 04:00 PM EST

Event Description:
| NPS is soliciting proposals from qualified bidders for the design, development, launch, and support of a Talent Acquisition System.
The ideal vendor will

Have evidence of success developing and supporting talent acquisition systems for school districts of similar size and

v
cone. =
< il El

Contact: Denise Williams Payment Terms:

Phone: My Bids: 0

Email: d2williams@nps.k12.nj.us Edits to Submitted Bids: Not Allowed

Online Discussion: Multiple Bids: Not Allowed

Live Chat Help:

(@ Line CommentsfFiles

& Bid Required

Customize | Find | View Al | B First K 40f 4 1 Last
Line Description Unit Requested Quantity Status
. In order to attract and hire top talent, NPS requires a
comprehensive system to manage the recruitment, 1.0000

identification, selection, placement, enboarding, and
transitions of new and current talent

Return to Event Search

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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To participate in the bidding process, click on Accept Invitation; this will inform Newark Public
Schools Purchasing Department of your intention to participate in the bidding event.

NEWARK PUBLIC SCHOOLS
Favorites - Main Menu
Event Details woeorel ]
User: ggg
Infarmation On Inquiry Options Bidding Shortcuts: View Event Activity
= Accept Invitation ) View Event Package
Bid an Event

You can accept one or many events, depending on how many you are eligible to participate
in. To continue the bidding event, click on your Accepted event

NEWARK PUBLIC SCHOOLS

Favgrites | Main Menu

View Events and Place Bids Welcoms,

User: ggg
Enter search criteria to locate an event for viewing or placing bids

Event Status:

Use Saved Search:
Results Should Include:
Event ID: B
Sell Event
Event Name: Purchase Event

Include Declined Invitations?

Search J |2 Clear Criteria
Manage Saved Searches Save Search Criteria Advanced Search Criteria
Search Results customize | BV First B g of1 1 Last
Event ID |Event Name] Format Type} End Date Status
.NPSM—EE?Q Talent Acquisition System .Sel\ RFx 12/30/2013 04:00 PM EST Accepted

v" Click on “Home”

v Click on the event name you accepted, in this example click on “Talent Acquisition
System”

At this point, you can Decline or Bid on Event. By clicking on Bid on Event you will be
directed to a page that provides further detail about the event. To ensure that you are aware
of and can comply with all requirements, it is important you read all information presented.

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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|—> I Submit Bid | saveforlater | | validate Entries

NEWARK PUBLIC SCHOOLS

Favorites - Main Menu

Event Details weeene [

User: ggg
Infarmation On Inguiry Options Bidding Shortcuts: View Event Activity
 view Event Packags |
Decline Invitation |
Bid on Event |

Event Name: Talent Acquisition System
Event ID: NPS01-8332

Event FormatType: Sell Event RFx
Event Round: 1

Event Version: 1

Event Start Date: 10i31/2013 9:00AM EDT
Event End Date: 12i30/2013 04.00 PM EST

Click “Submit Bid”

NEWARK PUBLIC SCHOOLS

Favorites = Main Menu

Welcoms,
Event Details :

User: ggg

Event Name: Talent Acquisition System Bidding Instructions
Event ID: NPS01-8332 Bid ID: New

Event FormatiType: Sell Event RFx Bid Date:

Event Round: 1 Bid Currency: US Dollar
Event Version: 1

Event Start Date: 10/31/2013 9:00AM EDT

Event End Date: 12/30/2013 04:00 P EST

View/Add General Comments and Atachments

Hide Additional Event Info

Description:

NPS is soliciting proposals from qualified bidders for the design, development, 1aunch, and support of 3 Talent Acguisition System. The ideal vendor will
Have evidence of success developing and supporting talent acquisition systems for school districts of similar size and scope
Offer system customization to meet the unique business needs of NPS.
Have the capability to exchange information with the district's human resource system of record, PeopleSoft, and have demonstrated prior
xperience accomplishing seamless, real-time data integration with PeopleSoft.

G

@ W

I

4 Provide sufficient time and support for a user testing period during which the business will test for system bugs or inconsistencies with their
rilas and naardad
Contact: Denise Williams Payment Terms:
Phone: Billing Location: PURCHASING DIVISION
Email: d2williams@nps.k12.njus Event Currency: Dallar
Online Discussion: Conversion Rate: 1.00000000
Edits to Submitted Bids: Mot Allowed
Muitiple Bids: Not Allowed

Step 1: Enter Line Responses

This event contains ene or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the
Event Administrator.

Lines in This Event: 1
Lines Responded To: 0
Your Total Line Pricing: 1.0000 USD

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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NEWARK PUBLIC SCHOOLS

Favorites | Main Menu

Submit bid eror

This capability is currently unavailable. Please mail a hard copy of vour
Program Proposal and Cost Proposal to the Mewark Public Schools
Purchasing Departrment. Only mailed in proposals will be accepted. Sealed
proposals will be accepted if directly delivered to the conference room 818,
Proposals are notto be delivered to any other location

Mail to:

Mewark Public Schools

Aftn Purchasing Department, Bth Floor
Room 818

2 Cedar Sireet

Mewark, NJ 07102

ALL PRICING MUST BE SUBMITTED IN A SEPARATE SEALED ENVELOPE

ook

Once you have bid on the event — click Ok. By clicking Ok, your quantities default in the system and
it makes it easier for you to respond to certain questions. At this time vendors are unable to enter
their price and quality in the system.

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Navigate to Main Menu - Manage Events and Place Bids-> View Events and Place
Bids

At the Event Details page you can:

Instructions '

Favorites | Main Menu
. Event Details User 500
e View/Add General
Comments and
AttaChmentS Event Name: Talent Acquisition System Bidding Instructions

Submit Bid Save for Later Validate Entries

Event ID: NPS01-8332 Bid ID: New
) Read ‘the Eve nt Event Format/Type: Zell Event RFx Bid Date:
. . Event Round: 1 Bid Currency: Us Dallar
DeSCrIptIOn Event Version: 1
Event Start Date: 10i31/2013 9:00AM EDT

° Submit Bid Event End Date: 12/30/2013 04:00 PM EST

ViewiAdd General Comments and Attachments

e Save for Later

Hide Additional Event Infa

Description:
__NPSis soliciting proposals from qualified bidders for the design, development, launch, and support of a Talent Acquisition System. The ideal vendor will: g@
1 Have evidence of success developing and supporting talent acquisition systems for school districts of similar size and scope.
2 Offer system customization to meet the unigue business needs of NPS. =
3 Have the capability to exchange information with the district's human resource system of record, PeopleSoft, and have demonstrated prior
experience accomplishing seamless, realHtime data integration with PeopleSoft. =
4, Provide sufficient time and support for a user testing period during which the business will test for system bugs or inconsistencies with their =
husiness rilas and rannact fi naadad
Contact: Denise Williams Payment Terms:
Phone: Billing Location: PURCHASING DIVISION
Email: d2williams@nps.k12.nj.us Event Currency: Dollar
Online Discussion: Conversion Rate: 1.00000000

Edits to Submitted Bids: Not Allowed

Multiple Bids: Not Allowed

Step 1: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the
Event Administrator.

Lines in This Event: 1
Lines Responded To: 0
Your Total Line Pricing: 1.0000 USD

Description: This area
provides a summary of all information related to the event.

You can bid on one or all of the lines associated with an event. To do so, click on Bid.

Customize | Find | View First 4 10f1 ] Last

Line Description Unit Requested Quantity Status

In order to attract and hire top talent, NPS requires a
comprehensive system to manage the recruitment,
identification, selection, placement, anboarding, and
transitions of new and current talent

1.0000

You will default to the item you selected to bid on.

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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NEWARK PUBLIC SCHOOLS

Home | Add
Favarites  Main Menu
. .
Event Start Date: 10/31/2013 9:00AM EDT
Event End Date: 12/30/2013 04:00 PM EST

Event Description:
™

HavVe EVIUETICE O SUCTE TEVETUPTY dImu SUpPOTTTY TEeT I dCqUISTIoT SYSETTTS TOT STTTOOT arsTricTS Or ST SIZE g sTope:” A @
2. Offer system customization to meet the unigue business needs of NPS. =
3 Have the capability to exchange information with the district's human resource system of record, PeopleSoft, and have

demonstrated prior experience accomplishing seamless, real-time data integration with PeopleSoft.
. Provide sufficient time and support for a user testing period during which the business will test for system bugs or inconsistencies
with their business rules. and request fixes. as needed.

% BT

Contact: Denise Wiliams Payment Terms:

Phone: My Bids: 1In-Process
Email: d2williams@nps k12 nj.us Edits to Submitted Bids: Not Allowed
Online Discussion: Multiple Bids: Mot Allowed

Live Chat Help:

+rBid Required Lme Comments/Files

n ™
Customize | Find ¢ Al First 10f1 Last

Linea Description Unit Requested Quantity Status

- In order to attract and hire top talent, NPS requires a
comprehensive system to manage the recruitment, EA
identification, selection, placement, onboarding, and
transitions of new and current talent.

1.0000

Return to Event Search

Line Details Section

e Provides description of the item
e Allows you to mark the item as No Bid
e View the item’s Unit of Measure

[ 4] N
Customize | Find ' First 10f1 Last

Linea Description Unit Requested Quantity Status

_In order to attract and hire top talent, NPS requires a

comprehensive system to manage the recruitment, EA 10000
identification, selection, placement, onboarding, and .
transitions of new and current talent.

Return to Event Search

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Recently Dispatched
Purchase Orders
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Recently Dispatched Purchase Orders

From the Home Page you have access to monitor and view the status of your POs.

Recently Dispatched POs =]
1 Your pagelet will show the most recent activity, including:
mo e e o0 b
°
13-0002720 ﬁ'ﬁ'mz Dispatched New
1015y OI8Z02 pispatched ew ® Dispatched Date/Time
Show alllEnhanced.. Show All Acknowledgements b Status
o Acknowledge Status

By clicking on the PO ID you can view additional details related to the PO.

Purchase Orders

Purchase Order Details

1
PO Mumber: 13-D002720 Purchase Order Date: 08/24/2012
PO Status: Dispatched Last Dispatch: 082812 T15:11AM
Buyer: ] Purchase Order Total
Billing Location: NFSI1 Merchandise Amount: EE0.00
Payment Terms: FreightTax/Misc.: 0.00
Total Amount: 550.00 USD

Purchase Order Lines
" Linz imtarmation Exdension Line Cetalls Confiract Inf

Lina Status Ttem 1D Description uantity Marchandiss amit Commants

1 Active The Power of Leadership Coaching 1.0000 EA £50.00|USD @

Invoice List
Anvolce Invoice Dats Amount Dus Dt Appr stat iouchsr
a2 802012 560.00| USD 100372012 Approved 00233324

Return to Purchase Order List

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Manage Orders
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Manage Orders
Navigate to Main Menu - Manage Orders—> Purchase Orders
Purchase Orders:

e You can search for existing purchase orders based on a variety of search criteria
e Results will allow you to view information related to:

PO #

Status

Last Dispatched Date and Time
PO Lines

Amount

AN N NN

NEWARK PUBLIC SCHOOLS

Favorites | Main Menu > Manage Orders 5 Purchase Orders

Purchase Orders
Filter Options

Enter search criteria and olick on Search. Leave blank for afl values.

Search Criteria

From PO ID: El [ P0rs Waiting Acknowledgement
ToPOID: 4

ttem 1D: 5

Vendor ltem 1D [

oo (073072013 | (empie: 01612000

— TN s ovsvaom)

Buyer: 4

Contract ID: A

Contract Versior

Release:

NEWARK PUBLIC SCHOOLS
. R Favorites | Main Manu » Manage Omders » Purchase Orders
Navigate to Main Menu - Manage Orders—> N
View Receipts Fier Options | vur rsrmy
R v sy
Enter search criteria and ofit ﬂ View Receips
View Receipts: S—
From FO ID: 9 [ PO's Waiting Acknowledgement
To PO ID: I
. . . . ltem ID. T
e Allows you to search for receipts within a given Voo e )
time range iy g ase—
Buyer: -,
Contract 1D: %,
Contract Version:
Release: ’—

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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NEWARK PUBLIC SCHOOLS

Favortes | Msin Menu > Manage Orders » View Recsipts

Review Receipts

Receipt Lines

1

Set fiter options.

‘Recsipt

n [Potumbsr | stip o
|

|DO00148517 (D8/28/2012 | 12-0002720

0000147337 (0T/03/2012 |12-0014563
I |

immm 03/05:2012 |12-0010833

Htsm D

| Cumizulum Algnmant

| Extemal Lesd Turnaround

Cunaurs fris s A PP i W s 1

Dsscription
The Foser of Leadarship
Coacting

Recsived UM Ststus
1.0000(EA | Recsived
Pramning 20000 EA | Received

- 1.0000/EA | Reoceived

NEWARK PUBLIC SCHOOLS

Favorites | Main Menu 3 Manage Orders » View Receipts

Review Receipts

Filter Options

1

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From Receipt Date: 11/16/2012 | (eampier 12:31/2000)

To Receipt Date: 11/30/2012 [ (ecampie: 1231/2000

From PO 1D: @,

To PO ID: %

Shipment Number: | *

Item 10: 1

Vendor Item ID: | b
Receipt Status: a4

Search

Click on a receipt number and you will be able to view quantity received, inspected,
accepted and returned

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Review Payment Information
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Review Payment Information: All purchase orders are Net 30

Navigate to Main Menu - Review Payment Information - Invoices

Invoices:

e Search functionality is very similar to View Receipts

e After completing your search on a Receipt Number or date range you will see
information related to the receipt of goods and payment information
NEWARK PUBLIC SCHOOLS

Favores  Main Menu 5 Review Payment Information > Invoices

Review Invoices

Invoice List

1

Customiza | Fing =i K 1
involee Number  involos Dats Gross Amt ADpvELous Date Vousher

ez osi0w2012 SSE000USD  |Approved T0A3DIZ | 00233324
iz o8ra2012 $1,00000USD  |Approved 07302082 00228153
|14 on0az2 000000USD  |doproved Da0Z20IZ 00214708

Navigate to Main Menu - Review Payment Information - Payments

Payments:

You can search payment information based on Invoice Number or Payment
Reference, or within a given date range

e Clicking on the Reference will provide you with more detailed payment information
NEWARK PUBLIC SCHOOLS Sat Tt opton e
Favorites | Main Meny 5 Review Payment Information > Payments ey P M— M

. 520542 14 03/30°2012 $20,000.00 USD
R?VIEW Pay@ents (528352 15 })7:27;20\2 $1,000. DD.USD
Filter Options — ] |
: (6284863 £ 08/2872012 $550.00/USD
Enter s2arch criteria and click on Search. Leave blank for ail values.

Invoice Number:
Payment Reference;
From Payment Date: (1962093 [0 (eampe: 12312000
To Payment Date: 117302093 |3 (ecampier 12312000
e |NEWARK PUBLIC SCHODLS
el —

......

.......

...............
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Key Terms
Key Terms Definition
Bid A submission of an offer on an event.
Bidder Anyone registered to place a bid on an event. The term bidder applies whether it is a sell event
or a buy event.
End Date The date and time the event closes meaning that bids are no longer accepted.

Event Creator

The originator of the event.

Extension Period

The length of time an auction event is extended. Events can be extended if a bidder posts a bid
at the last minute. Extensions are used to keep bidding fair by allowing bidders time to respond
to the last minute bid.

Preview Date

The time available before an event's start date.

Sell Event

Most familiarly known as an auction. In a sell event, the event creator offers a good or service for
sale. In addition to price, the creator may specify other bid factors which helps determine the
award decision. Bidders must submit their bids, including responses to the bid factors, by a
specified end date at which time the bids are evaluated and the winners are declared. There are
two types of sell events:

*Auction: All bids and scores are visible to all bidders. Bidders can enter multiple bids, to beat the
current highest-scoring bid.

*RFx (Request for quote): Each bidder submits one bid by the specified end date, at which time
the event creators evaluates bids and awards the event. Bidders never see others' bids but the
event creator can see all bids throughout the event.

Accept Invitation and

Informs Newark Public School that you intend to mail a proposal.

Decline Invitation

Informs Newark Public School that you do not intend to mail a proposal.

Bid on the Event

Informs Newark Public School that you intend to mail a proposal.

Start Date

The date and time at which the event becomes open for bidding.

User ID

The system identifier for the individual who generates a transaction.

Proprietary and confidential © 2013 Newark Public Schools. All rights reserved.
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Support

If you have any questions or require assistance
navigating the system.

Please contact:

Don Bowman

973-733-6549
Purchasing@NPS.k12.nj.us
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