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How to Register in the ePro (Electronic Procurement)
System for San Bernardino County

This guide provides instructions on how to register in the ePro (Electronic Procurement) system to
create an account and add commodity codes that reflect the products and services for your business.

Commodity codes are used to identify products and services as a source of business on a bid. Registered
vendors will receive an auto-generated email when a bid opportunity is posted in ePro that matches the
commodity code(s), National Institute of Governmental Purchasing (NIGP), listed on a bid.

Register as a vendor in ePro @ oo * B =
Use an internet browser such as < C O | @ hitpsy/eprosbcounty.gov ] » 0@ :
Chrome or Safarl' G:ﬁ[?]\rli"‘{ Bid Solicitation v «L Supplier Registration m :

1. Enter the URL in the address bar:
https://epro.sbcounty.gov

San Bernardino County ePro =
2' C||C|( supplier Registration ePro is the official Electronic Procurement system for PurChaSIHg

San Bernardino County

MORE INFORMATION

In the Company Registration

pop-up, enter the following Company Registration
information:
G.":‘L‘J‘N‘“rs
3. TaxID Create Your Supplier Account
4. Company Name Tax D:
S i | o @ <m
5. Email Address I
. . Company Name:
6. Click Register.

Email Address:

|Leticia.Cisneros@Ou[Iook.com |

‘. United States of America v
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The Register page displays. You
only need to complete fields in
the following tabs:

e Company Information

e Administrator

e Address

e Categories & Certifications
e Commodity/ Service Codes

The Company Information tab has
many fields that are mandatory,
these fields have an asterisk (*) to
the right of the field name. Leaving
mandatory fields blank will cause
errors.

Complete the mandatory fields:

e Company Name

¢ Vendor Legal Name

e Mailing Address Line 1
e Country, defaults to U.S.
o City

e Zip

e Company Phone

e Company Email

e State/Province

1. Scroll down to view the bottom
of the page.

The remaining fields in the Company
Information tab are optional.

2. Click Save & Continue
Registration to go to the next
tab.

-

8 Procuremeny

network

Register -

| Company Information  Administrator ~ Address  Terms  Categories & Cerufications  Commodity/Service Codes  Summary

Company Name:

- * ~
Cisneras Consulting Vendor Legal Name: Cisneros Const

Register - |

Company Information  Administrator  Address  Terms  Categories & Certifications Commodity/Service Codes Summary

leticia consulting Vendor Legal Name info goes here

w "
ICcmpany Name': leticia consulting I Vendor Legal Name

Business Description:

Mailing Address Line 1"

Address Line 2:

Address Line 3:

Address Line 4

Ccuntry"' US - United States of America
C\ty* I State/Province” I
zIp": County:
Company Phone™ Company FAX:
Company Email™: leticiacis@yahoo.com TaxID# Show(J
Cl
Is Tax ID # an Employer Identification Number (EIN) or a Social Security Number (SSN)?
®ein Ossn
Year of
State of Incorporation

Incorporation 0

Preferred Delivery

Email
Method: b

Would you like to be registered as an emergency supplier in the case of an emergency?
Norte: Emergency suppliers must be available 24 hours a day, 7 days a week.

O Yes @ No

Emergency Phone Ext

Emergency Contact: Emergency Email

q Save & Continue Registration I Reset Cancel

Emergency Info
Comment

SBC- Equity Vision Team
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The Administrator tab information is
for the user that will have
administration rights. This user will
be able to make changes to the
vendor account, add additional
users and request password resets.

Complete the mandatory fields:

e First Name
Last Name

Job Title

Email

Phone

Login ID

¢ Login Question
e Login Answer

Important: Enter a login ID, Login
Question and Login Answer that you
will remember because this
information is used if you forget
your password.

3. Click Save and Continue
Registration to go to the next
tab.

The Address tab is populated with
the address that was entered in the
Company Information tab. You can
add another address if needed.

4. Click Continue Registration.

———
B |
I |

SAN BERNARDINO

& COUNTY
\S

Register -

Company Information  Administrator  Address  Terms  Categories & Certifications ~ Commodity/Service Codes  Summary

Administrative User Information

Salutation: v

First Name": Leticia Last Name"; Cisneros
Job Title" CEo Department:

Email®; i m Phone®:

Login 10"

Login Question™ What is your favorite food? v Login Answer™

‘ Save & Continue Registration Reset Cancel
Copyright © 2023 Periscope Holdings, Inc. - All Rights Reserved.

“;;.A‘ SAN BERNARDINO
\ COUNTY

Register -

, CountyWide
.

F—

Company Information  Administrator ~ Address  Terms  Categories & Certifications  Commodity/Service Codes  Summary
Maintain Addresses For: Leticia Consulting
Name Address Type Address Information Status Default
for
Type
General General Mailing Address. Active Yes
Ontario, CA 91761
us
Email
Add Another Address Continue Registration
Copyright © 2023 Periscope Holdings, Inc. - All Rights Reserved.
»
SBC- Equity Vision Team
30of6 Revision Date: 1/21/2025




How to Register in ePro (Electronic Procurement) System for San Bernardino County

SAN BERNARDINO

COUNTY

Note: The Terms tab is not
functional in ePro. The terms and
conditions are identified in each bid
solicitation document.

5. Click Save & Continue
Registration tab.

The Categories & Certifications tab
has sections that are mandatory.
Leaving mandatory sections
unanswered will cause errors.

Complete the following mandatory
category sections:

¢ Business Indicator (required)
Business Type (required)

NIGP Code Selection (required)
Regions Served (required)
Vendor Location (Required)

6. Click Save & Continue
Registration tab.

After all the required sections have
been completed:

7. Click Save and Add
Certification, you can upload a
certificate of insurance, this is
optional.

8. Click Save and Continue
Registration to go to the next
tab.

SAN BERNARDINO

L COU\ hia o V4

Register -

Company Information  Administrator ~ Address  Terms

Payment Terms:
Freight Terms:

Shipping Method

<< ¢ (€

Shipping Terms:

Categories & Certifications

. Save & Continue Registration

(2]

Commaodity/Service Codes Summary

Continue Registration

SAN BERNARDINO
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Register -

Company Information Administrator Address Terms

Category: Business Indicator (required)

Description: At least 51% of this business is owned by:
Plegse select at least one category value

select All )

[ one or more minority individuals
[ ‘One or more women

0 ©ONe or more veterans

[ one or more LGBT

[ Not Applicable

[ one or more disabled veterans
O one or more Hispanic

[ one or more African-American

[ one or mare Asian-American

Categories & Certifications

Commodiry/Service Codes Summary

Category: Vendor Location (Required)
Description: My primary business (Headquarters) is located

Please select exactly one category value

Select

( ourside of San Bernardino County area.

()  within San Bernardino County area

Notes:

Save & Add Certification Save & Continue Registration

Copyright ©

eriscope Holdings, Inc. -

Continue Registration

ights Reserved

, CountyWide
‘'S

—
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The Commodity/Service Codes tab is
where the commodity (NIGP) codes
are added to your vendor account.

Important: The commodity code(s)
is used to identify products and
services as a source of business on a
bid. Registered vendors will receive
an auto-generated email when a bid
opportunity is posted in ePro that
matches the commodity code(s) in a
bid.

Note: Add all the commodity codes
that closely relate to the
services/products that apply to your
business. Only one commodity code
is added at a time.

9. Enter a word in the NIGP
Keyword field that describes the
service or product for your
business. You can enter partial
words.

10. Click Search.
11. Select the code checkbox.
To add another commodity code:

12. Click Save and Add More and
repeat steps 9 through 11.

If all of the commodity codes for
your account have been added:

13. Click Save and Continue
Registration to go to the next
tab.

SAN BERNARDINO

Register -

Company Information Administrator  Address Terms Categories & Certifications Ccommodity/Service Codes summary
Search

NIGP Class v

NIGP Class Item v
NIGP Keyword antig

search using ALL of the criteria v

Search

© Use the NIGP Commodity Code Search Engine if you are familiar with the NIGP code. If not use the NIGP Code Browse below.
NIGP Code Browse

Show Categories

© Select the category that best describes the product and service you offer. Click on the question mark for more information.

() Code Description
11512 Blood Fractions (Not for Human Use): Antigens, Antiserums, Controls, Serums, etc.
O 269-36 Diagnostic Agents

Save and Add More Save and Continue Registration

FPeriscope Holdings, Inc. - All Rights Reserved.

‘ CountyWide
‘'S
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The Summary tab summarizes the
information entered in the tabs.

14. Mandatory fields that are left
blank will be listed as validation
errors.

To correct the validation errors, go
back to the tab with errors and
populate the required fields. In this
example, the fields that were not
populated are in the Categories and
Certifications tab.

If no errors are listed:

15. Scroll down to the bottom of the
page.

16. Click Complete Registration.

After you have registered in ePro,
when a bid opportunity is posted
that matches a commodity code that
you added to your vendor account,
you will receive an email notification.

To open the bid from the auto-
generated email:

17. Click the link in the body of the
email and ePro will launch for
you to login and navigate to the
bid for review.

SAN BERNARDINO

COUNTY

Register -

Company Information ~ Administrator ~ Address  Terms  Categories & Certifications ~ Commaodity/Service Codes @

—®

Overall validation Errors

Required Category - Business Indicator (required) selection required

Required Category - Business Type (required) selection required
Required Category - NIGP Code Selection (required) selection required
Required Category - Regions Served (required) selection required.

Required Category - Vendor Location (Required) selection required.

= Company Information

Vendor ID: 00025460 Alternate ID: Company Name Cisneros Consulting

SAN BERNARDINO

COUNTY

Register -
Company Information  Administrator ~ Address ~ Terms  Categories & Certifications ~ Commodity/Service Codes | Summary P
= Company Information
Vendor ID: 00025460 Alternate ID: Company Name: Cisneros
Status Active Status Change Reason TaxID#  wee 696!
Tax ID Type: EIN Incorporation Details - State: Year of Incorporation: 0
Business Description Preferred Delivery Metnod Email Vendor Email Leticia.Cisneros@pur sbcour

Emergency supplier. No

= Category: Vendor Location (Required)

Description: My primary business (Headquarters) is located

within San Bernardino County area.

Complete Registration

Copyright © 2023 Periscope Holdings, Inc. - All Rights Reserved.

=] B »

Bid Notification - Bid # AGENCY23-PURC-4928,

File Message

Help

Bid Notification - Bid # AGENCY23-PURC-4928,

i Repl: % ReplyAll | —> F d || e
info@pur.sbcounty.gov ® | © Reply | € Reply orwart
To Mon 12/12/2022 12:01 AM

(@) click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you can confirm the sender

and know the content is safe.

A formal bid notification has been sent to you by Purchasing Department .

Tao respond onling, you need your company's user name and login ID. Go to the Purchasing Department site at https://epro-
test.sbcounty.gov/bso/view/login/login.xhtml. Enter your login and password information to sign into the system. Once logged in, open formal
bids are listed in the Open Bids section of the home page. All formal bids can be accessed by clicking on Bids, then Open Bids.

The information from the request is below:
Bid Header
Requesting Department: PURC - Purchasing
Contact Name: Leticia Cisneros
Contact Phone: (909)387-2060
[l D

, Countywide |
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