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Adding an Auction Contact

An Auction Contact is fied to an existing vendor for the purpose of being able to bid on contracts offered through the eBid
system and the Strategic Sourcing process. Auction Contacts (eBid) are designated by the vendor in Section 547 of the
Vendor Information Form. This process assigns an eBid User ID which is used by the business's auction contact person for
making bids.

SECTION 5 — CONTACT PERSON TO RECEIVE E-MAIL NOTICE OF BID EVENTS - A USER ID & PASSWORD WILL
BE SENT TO THE E-MAIL ADDRESS BELOW - (BUSINESSES ONLY)

NAME:

E-MAIL:
TO ADD AN ADDITITIONAL OR TO REFLACE THE CURRENT STRATEGIC SOURCING (S5) CONTACT
D ADDITIONAL STRATEGIC SOURCING CONTACT I:l REPLACE 55 COMNTACT (WILL BE MARKED INACTIVE)

NAME:

E-MAIL:

|| SECTION & FHTIEIITTEHHS!ELEASE CHECK ONE - IF NOME IS SELECTED THEN NET 30 WILL APPLY |

" Auction contacts are added/updated for Sole Proprietors #aut notIndividuals.
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1. Click the Find an Existing Value47 tab.




Vendor User Setup

Eind =n Existing Value || Add a New Value

User I0:

Eind an Existing Walue | Add a New Value

2. Enterfirst initial and last name (e.g., NWilliams) of the contact in the User ID47 search field.

Vendor User Setup

Enter any informaticn you have and cick Search. Leave fields blank for a list of all values.

f Find an Existing Value \l Add a Mew Walue

Search by: User ID * begins witI‘I

Search | Advsnced Search

Find an Existing Value | Add s Mew Value

3. Click Search4?.

Vendor User Setup
Enter any informaticn you have and dick Search. Leave fields blank for a listof all values.
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Sesrsh || Advanced Search
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" If any Search Results47 match the name of the contact, click on the applicable User ID to view the details.

Search | Advanced Search

Search Results

1-2 af 2

User D Description
MWILLIAMS01 NICOLE WILLIAMS

WILLIAMS0Z NATHAM WILLIAMS

Find an Existing Value | Add a New Value

" Click Return to Search4? to return to the Search Results.
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