OpenGov Procurement Step-by-Step Account Registration Guide
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Go to www.homesteadfl.gov/newvendor

Read through the steps... In STEP 3: you will create an account to receive solicitation requests and notices, and to submit responses to
solicitations. Select Click here to create a company profile and subscribe to the City of Homestead procurement notifications, be sure to have an

electronic copy of your W9 for upload

https://www.homesteadfl.gov/594/Vendor-Registration

Search...

Vendor Information

Government » City Departments » Frocurement & Coniract Services » Viendor Regisiration ContactUs

vendorRegsiaton Vendor Registration Sids bids@homesteadiacy

Archived Solicitation Documents h

The City of Homestead has partnered with OpenGov and is excited to announce our transition from a paper-

Vendors: vendors@homesteadfl. gov

Contracts bazed bid sofcitation process to 3 fully sutomated, web-based electronic bidding and vendar managemsent

Sysem.
Cooperative Procurement and
Cooperative Purchasing Programs Wantto do business with us? 450 SE 6th Ave.
Disadvantaged Business Enterprise If you are a supplier who wants to do business with the City of Homestead, you can sign up fo Homeslead, FL 33030
Program receive procurement netifications in 3 easy steps.
Solicitations & Results (Bids & STEP 1: Are you Looking to do Business in the State of Florida? Ph: (305) 224-4520
RFPs)

If you are not a Florida based company you are required to be registered with the State of Florida Fi: (305) 224-4639

Surplus {Sunbiz) before engaging with the City of Homestead.

Click here for a step-by-stzp guide on Sunbiz Registration to do business in the State of Florida

Minimum Insurance Requirements

STEP 2: Gather your information

The City of Homestead uses OpenGov to manage requests for progasals, bid epportunities, netices and

procurement notifications. Goods and services include, but ars net limit=d to, the following:

o Construction @ Professional services
e Equipment @ \ehicles
o Information technology e And more

*¥ou will need the following information te create an sccount with OpenGov:

Name and contact information (phone, email, address)

Federal tax 1D number or s

ial security number, and complated WQ Farm.

-8 Form

The goods and services you want to receive notifications for
2 NAICE Commodity Codes Resourca

o Click here to 3o

STEP 3: Create your OpenGov Account

Create an account with OpenGov to sign-up for precurement notifications.

Click hers to create s company profile and subseribe to the City of Hy d procurement notifications.

Click here for a step-by-stzp guide to create your account.



http://www.homesteadfl.gov/newvendor
https://procurement.opengov.com/signup
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Step 1: Enter your business email address and select sign up

(?) OPENGOV

PROCUREMENT

Sign up with just an Emaill

WeT send you an email fo activate your acoount

Already have an account?

By ciicking "Sign Up” you sgree fo owr Terms and Frivacy Poicy

Step 2: You will receive an email from OpenGov to activate your account, go to your email inbox and select “Activate Account”
@ Opengov Procurement-notifications

Welcome to OpenGov Procurement!

OpenGov Procurement Team <procurement-notifications@opengov.com >
0
Torl vahoo.com

() OPENGOV

PROCUREMENT

Thank you for signing up with OpenGov Procurement!

Please click the button below to complete registration and activate your account:

Activate Account

To ensure you continue receiving emails from us, please add procurement-
support@opengov.com and procurement-notffications@opengov.com to your
contacts or safe senders list.

Cheers,
OpenGov Procurement Team

this email and instead reach us
m
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A pop-up will appear and you will be able to watch brief video tutorials to complete registration.

<« C 0 {3 https;//procurement.opengov.com/vendors/196086/proposals £ Q

© Show Tutorial

HELPER TOOLTIP
Welcome!

Please take a few moments to familarize yourself

with the OpenGov Procurement Vendor Portal

Click Here for Video Guides Next

Step 3: You could also skip and select your initials in the upper right-hand corner, select the arrow down button and select Company Profile to
enter your company details

(3) OPENGOV  mroposass

PROCUREMENT

Malia Rivera

# Settings

& Company Profile
* Admin

© Show Tutorial

@ Log out
NOLOGO No proposals started yet!

Get started by searching for projects to bid on.
Your list of proposals will then be displayed here.

Find Proposals Find Projects
& My Proposals

N Following

% All Proposals

No public-sector reviews

Create Your Supplier Profile

Powersd by PROCURATED
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Step 4: In Company Profile, complete all required fields and fill in all other applicable information and select Save

U p E N G ﬂ V Propasals ~ ®¥Awards Checkiists R Sur- " Network
Ei Frop

PROCUREMENT

Company Information Category Codes Certifications Documents
Company Name™ Company Type

Test Optiona
State of Incorporation® Website

Florida Optional
Address Line 1* Employer Identification Number (EIN)

123 lane 596000339

- P

Address Line 2 Enter 9 digit EIN number

Dun & Bradstreet Number (DUNS)

Optional

City”
“Enter 7 to 13 digit DUNS number
Homestead
Company Description
State” Zip Code” Ootional
FL 33030

0 Outside the United States?
[0 Use a Different Billing Address?
Phone Number*

(305) 224-4624 Add Ext

[ OQutside the United States & Canada?

Fax Phone Number

Add Ext

(] Qutside the United States & Canada?
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Step 5: Select Tab: Category Codes. Add all codes that apply to your company. The City typically selects NAICS codes; however, this is a national
database, therefore, it would be beneficial for you to select code(s) in each category (NIGP, NAICS, UNSPSC).

Select Add, select all that apply per each category, then select Save

Company Information Category Codes h Certifications Documents
ategory Codes
Categories + Add
NIGP CODES

Select the category codes that your company responds to
No Categories Selected

NAICS CODES

No Categories Selected
UNSPSC CODES

No Categories Selected

Save

Step 6: Select Tab: Certifications. Select certifications that apply, when you switch the toggles, it will require you to add certification details and
expiration date. Select Save

G)OPENGOV BiFoposals  ®Awards v Checklisls 3 Subscriptions =2 Network

PROCUREMENT

Company Information Category Codes Certifications Documents

Certifications

Indicate the certifications that your company holds.

Certified Small Business. v

Certification Details Expiration

Certifying agency, certificate number, etc Enter date

i3

Enter the certifying agency and certificate number

Disabled Veteran Business Enterprise
LGBT Owned

Minority Business Enterprise

Native American Owned

US DOT Certified DBE

Veteran Owned

Woman Business Enterprise

LT

None of These Apply ©

Emergency Provider Classifications ©

If your company is an emergency provider, please indicate your emergency classifications.
Health Crisis Emergency Provider

Natural Disaster Emergency Provider

b

Other Emergency Provider
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Step 7: Select Tab: Documents

@ 0 P E N G ﬂ \f BiProposals ¥ Awards + Checklists R Subscriptions ~ «8 Network

PROCUREMENT

Company Information Category Codes Certifications Documents

Documents

Upload documents to your company account

Upload W-9 Form

Drop W-9 Form here or click to select files fo upload

BB

No documents provided

Upload Certificate of Insurance

Drop Certificate of Insurance here or click to select files to upload

B

No documents provided

Upload Other Documents

Drop Other Documents here or click to select files to upload

BB

No documents provided

The W-9 Form is a requirement, you may drag and drop a file or select to upload
Drop W-9 Form here or click to select files to upload

No documents provided

Upload Certificate of Insurance- not mandatory but beneficial
Drop Certificate of Insurance here or click to select files to upload

No documents provided

Upload Other Documents- **If you are transacting business within the State of Florida, you will need to upload proof of business registration
from Sunbiz.org.

Drop Other Documents here or click to select files to upload


https://dos.fl.gov/sunbiz/search/
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Step 8: To be able to receive solicitation notifications and view projects, you must subscribe to the City of Homestead. Click on the following link
https://procurement.opengov.com/portal/cityofhomestead

On the left-hand side under the City’s logo, select +Subscribe
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City of Homestead
Homestead, FL

All dates and times in Easfern Time

Questions?
@ Visit Help Center

Projects Calendar

All Departments

Project Title
Purchase (2) 1200A Dead Tank Magnetic Circuit Breakers

Purchage Contrel Board & Beard Assembly for Electrical System Protections

2024 Solid Waste Calendars

Unit Pricing For Electrical Underground Tasks
OPEN

Restroom Renovations for Harris Field Baseball Park
EN

f

Procurement Portal

Active

Addenda
0

Release Date

12/22/2023

1212242023

1/4/2024

12115/2023

1211512023

You will then receive a message that you have subscribed to the City of Homestead and the registration process is now complete
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3  https://procurement.opengov.com/portal/cityofhomestead
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You're Subscribed to
City of Homestead!

You will ba notified when

R Any new opportunity is issued

m o= @

Advanced Search

Due Date
1/9/2024

1/9/2024

11172024

1116/2024

1182024
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https://procurement.opengov.com/portal/cityofhomestead
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For existing registered OpenGov vendors logging in: If you have previously registered without entering category codes, the system will now
require you to select codes before finalizing the subscription. Enter your codes, select save, and then select Continue >>

-

Complete Company Profile
This agency requires certain information to be complete before continuing

Category Codes

Select the category codes that your company responds to

Categories [& Edit
NIGP CODES

Mo Categories Selected
MAICS CODES

81 - Other Services (except Public Administration)
UNSPSC CODES

Mo Categories Selected

Save
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It will also require you to upload your W9, upload your file and select Continue >>

Complete Company Profile
This agency requires certain information to be complete before continuing

Documents

Upload documents to your company account

Upload W-9 Form

Drop W-8 Form here or click to select files to upload

(D (D W

This freld is required

Upload Certificate of Insurance

Drop Cerfificate of Insurance here or click to select files fo upload

| (2 Ed [

No documents provided

Upload Other Documents

Drop Other Documents here or click fo select files to upload

(D (D W

No docurments provided




