SCOP - Instructions for New Vendors

Sonoma County Purchasing
A DIVISION OF GENERAL SERVICES R

Sonoma County On-Line Purchasing (SCOP)

INSTRUCTIONS FOR NEW VENDOR REGISTRATION

Welcome to the Sonoma County On-Line Purchasing System (SCOP). We are very excited
about SCOP and hope you find it exciting and useful. One of the key advantages to SCOP is that
you select the specific commodities for which you wish to receive bid notices. Additionally, you
get to maintain your own account, and assign users to your account. It will be very important
that you keep your account updated with the most current information. After all, we don’t want
you to miss out on any opportunities to do business with us.

BEFORE YOU REGISTER, we suggest that you have the following information available:
1. Your Company’s 9-digit Federal Tax Identification Number (FEIN).

2. Your company email address.
3. A well thought out temporary password.

Note: SCOP will require you to change your password the first time you return.

YOUR RIGHT TO PRIVACY

Sonoma County respects your right to privacy. The SCOP database and application is fully
secure and encrypted to the highest standards available. Please see our Privacy Policy for more
information.

Please do not use the “back” button during registration!! Page 1 of 18



SCOP - Instructions for New Vendors

REGISTRATION

You are now ready to register in SCOP. Type the SCOP website address in your browser and
bookmark it for future reference: https://bso.sonoma-county.org . The following pages will
guide you step by step through the registration process.

Step 1 - Login
The SCOP login screen will appear as shown in Screenshot 1 below.

1. Read Disclaimer
2. CLICK “New Vendors — Please Register”.

43 SCOP - Microsoft Internet Explorer

J File Edt Wiew Favortes Tools  Help |JL\nks ”| ?|

Sonoma County
ONLINE PURCHASING

Welcome To Sonoma County Online Purchasing

(SCOP)
Yendor Notice: We may encounter a need to perform unscheduled
Instructions maintenance at any time. &)l reasonable efforts will be made o

minimize the impact to our customers. YWe apologize for any
inconvenience this may cause.

1. Read
Disclaimer

Mew Lisers are required to register before logging in

New Yendors — Please Register

Reqgister here to begin using SCOP.
Vendors, please read this disclaimer prior to registering.

2. Click “New
Vendors — Please
Register”

Laowin IC:

Password:
Login

© 2006 Periscope Holdings, Inc.
All Rights Reserved

[ENl}

Screenshot 1
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SCOP - Instructions for New Vendors

Step 2 —-Tax ID

The SCOP Tax ID screen will appear as shown in Screenshot 2.
1. Enter your nine digit Tax ID and your Company Name
2. CLICK “Submit”.

Enter your Tax I.D. Number
and Company Name.
Click “Submit”

Tax ICx I

Company Mame: I

Submit

Screenshot 2

Step 3 - Register

You are now at the Register screen shown below.

<3 Sonoma County Purchasing - Register - Microsoft Internek Explorer

ONLINE PURCHASING

Company Information o

Company Mame |Hurray!

Business Description:

Mailing Address Line 17

Address Line 2

Address Line 3

Address Line 4

Countryx: US - United States of America LI

C'rtyx: l— State/Province” lj

o l— Cournty: l—

Company Phane™: I— I— I— Company FAx: I— I— I—

Company Email: I Tax D # W LI

Screenshot 3

Please do not use the “back” button during registration!! Page 3 of 18



Preferred
Delivery
method

* Indicates
required fields

SCOP - Instructions for New Vendors

Please complete the form as shown in Screenshot 3. Important note: Fields with an asterisk
(*) are required in order to continue with the registration process.

Hint: If any of the information provided is incomplete, you may see this message, “Please
correct the following error(s)”. The message will let you know exactly which item needs to be
“fixed”.

1. Verify that your organization’s name is correct.
2. ENTER a mailing address, city, state, zip, and phone number.
3. ENTER an email address; otherwise you will not receive bid notifications.
REMINDER: Once we begin processing bids in SCOP, bid notifications will be sent to
you via email.
4. Select whether your company would like to be a preferred Emergency supplier during a
natural disaster. If “Yes” complete the bottom portion of the screen. If “No,” the
emergency supplier section isn’t required.
REMINDER: The emergency phone number requires access to a person that can supply
us with required goods, 24 hours a day, 7 days a week during the disaster.

Critical to

Zunty Purchasing - Register - Microsoft Internet Explorer .. . =10l x|

Edit  Wiew Favorites Tools  Help receivi ng b I dS / |J Links * | -.1' |
K ' =
Courtry™ |US - United States ot America v |
C'rtyx: I— StateProvince” AT
ZF" [ees | Courty: |—
Company Phane’: IF IF IW Company FAH: I— l— I—
Company Ermail : I Tax D #

2 of Incorporstion: ca - “ear of Incorporstion: ID— DO you Want to

Preferred Delivery Method: IEmaiI VI

be one of our
Wiould you like to be registered az an emergency supplier in the cage of an emergency? Cves @ g 4—

Mote: rpency stppliers must be i 24 hours 8 day, 7 days a week. Emergency
Emergency Phonex: I Il I B Suppl iel’S?
Emergency Contact”: I Emergency Email -

Emergency Info Comment: I

Administrative User Information 0
Salutation: [

First Mame - l— Last Mame” l—

Jok Title™ I Department: I

Email’: I Phone’: I I | - I

Login D" l—

New Password © l— Confirm Password l—

Login Guestion: I Login Answer: I

Copyright @ 2006 Periscope Holdings, Inc. - &l Rights Reserved.

Ll

Screenshot 4
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Step 4 — Administrative User Information

The Administrative User Information section is where your Login ID and password are
created. Itis located at the bottom of the “Register” form (see Screenshot 5). The
Administrative User is responsible for updating your company’s information, i.e., current phone
number, fax number, email address, etc. and is also known as the “Seller Administrator”. Only
an administrator can add users to your company account.

Remember an asterisk * indicates required fields. Although the Login Question and Login
Answer fields are not required, we recommend that you complete them. The login question will
be asked of you in the event that you forget your password. If answered correctly, your login ID
and password will be emailed to you.

1. ENTER the first and last name of the Administrative User.
2. ENTER the job title of the Administrative User.

3. ENTER an email address (the Company email address and the Administrative User
email address may be the same).

4. ENTER alogin ID and Password (your password will be temporary; the first time you
sign in after registering, you will be required to change it).

5. ENTER alogin question and login answer.

6. Click either “Continue Registration” and turn to page 7, or “Add Another Address” and
turn to page 6, after completing this Registration Form.

Use the side bar

J File Edit View Favorites Tools Help

qrporation; Jea =] “eat of Incarporation: 0 to g(ﬂ to the
Administrative o [Eman 7] bottom half of
User Information e o s sy o the page
ergEnCY Phone - I I I Ext: l—
Emergency § ortact - I Emergency Email : I

Emergency Infly Comment: I

Administrative User Information

Login ID and

Password are  \utstion: =

both 5-8 <t haime™ 7 Last Name™ 7

Characters b Tt | Department —
|

Phone I I I - I

- - - )
| confrmpassword || Continue Remstratlon>

Login Ansvver:

Add Another Address l Cortinue Registration Reset l Cancel / —
Copyright & 2006 Periscope Holdings, Inc. - All Rights Reserved. ( You may AD

Mewse Password

|

Login Guestion:

Another Address

Screenshot 5

If any of the information you provide is incomplete you will not be allowed to move forward in
the registration process until it is completed to SCOP’s satisfaction.

Please do not use the “back” button during registration!! Page 5 of 18
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Add Another Address

SCORP allows you to enter multiple addresses and types. If you wish to add additional addresses

to your file, CLICK “Add Another Address” tab (see Screenshot 5). You are now at the “Enter a
New Address” screen (Screenshot 6).

You will need to select an address type for each address entered. You may have multiple
addresses for each “type; however, each “type” must have (only) one “default” address. The
“default” address is identified by a check in the Default Box on the lower left of the screen.

a Sonoma County Purchasing - Lookup ¥endors - Microsoft Internet Explorer ;lglil
J Eile Edit ‘Wew Faworites Tools Help | l'," |
[

Enter a New Address

Address Type: Select the

Mame this Address &

- Purchaze Order Mailing Address Address type
Contact Mame .
Remit Address

Address Line 1

=8 Line 2

Default Address
Field (if you have
many of one “type”,
this identifies the
primarv address)

US - United States of America ;I
I State/Province I YI
I County: I

I Active  * I

Default address for this address type

- Save & Add Another l Save & Continue Registration Reszet l Cancel & Continue Registration (
Copyright /& 2006 Perizcope Holding =5 =&l Rights Reserved. / ~

Save & Continue
Reqistration

Screenshot 6

You may Save & Add Another Address or CLICK “Save and Continue Registration” to move on
to Step 5.

Please do not use the “back” button during registration!! Page 6 of 18
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Step 5 —Terms ,Categories, and Certifications Form

The Terms, Categories and Certifications screen is displayed as shown below in Screenshot 7.
Complete this screen while keeping in mind the following information:

1. Payment Terms: The County cannot commit to processing a payment in less than 30
days. Therefore, when evaluating bid prices, the County will not include in the
evaluation any prompt payment discounts of less than 30 days. However, upon bid
award, the Purchase Order will show any prompt payment discount offered.

2. Shipping Terms: The County’s shipping terms are always FOB Destination. If you
choose to offer a different option, you must add this information to your quote. Please
note that when quoting anything other than F.O.B. destination, the County may choose
not to do business with your company.

3. Are you a Sonoma County Vendor? This is a required field. SCOP will not allow you
to move forward unless you check yes or no.

4. Are you a California Licensed Contractor? This is a required field. SCOP will not
allow you to move forward until you check yes or no.

a. If youare NOT A CALIFORNIA LICENSED CONTRACTOR, you have completed
this page. Move the cursor to the bottom of the page and CLICK “Save & Continue
Registration” and go to Page 12 of this manual.

b. If you ARE A CALIFORNIA LICENSED CONTRACTOR, you will need to add
additional information to this screen. Please turn the page and continue reading.

) Sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer =101

J Fle Edit Wew Favorites Tools Help |JLinks ”| ':' |
Terms, Categories, and Certifications - Scope, Inc. =
Terms

Payment Terms: I j' 47 1-

Shipping Terms: I 'K 2
Categories & Certifications
Category: Are you a Sonoma County Vendor? (Required Field) 4 3

Piease select exactly one category value

Select

Il ez, my business iz located within the County of Sonotma, California

Il Mo, my husiness is located outside the County of Sonoma, California

Category: Are you a California Licensed Contractor? (Required Field) 4— 4

Please select exactly one category value

Select

Il “Yes (Please remember to add your license information after vou save this screen)

Il Mo, latm not & California Licensed Contractor

Category: California Licensed Contractor Bid Lists. Check Each License You Hold.

|Seled | | j
Screenshot 7

Please do not use the “back” button during registration!! Page 7 of 18
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Step 6 — California Licensed Contractors — Choosing Categories

“Category” California Licensed contractor bid Lists” allows for selection of classifications for

which you are licensed.

1. If you are a California State Licensed Contractor, go to the Category: California

Licensed Contractor Bid Lists section as shown in Screenshot 8.

2. CLICK every box for which you hold a valid California Contractor’s License. By
checking the appropriate boxes, you will be registered to receive notification of all bids

requiring your license classification.

3. CLICK “Save & Add Certification” when you have completed checking all appropriate
boxes (see Screenshot 9).

3 Sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer - |E||5|
J File Edit ‘Wiew Favorites Tools Help “ Links ** 11' |
=2 Yes, my business is located within the County of Sonoma, California ;|
Il Mo, my business is located outside the County of Sonoma, California
Category: California \«Q Licensed Contractor? (Required Field)
Licensed Contractor Je
Bid Lists.
— Efnber to add your license informetion after you save this screen)
|l Ma, | am not & CaliIornia Licensed Contractor
Cateyory: California Licensed Contractor Bid Lists. Check Each License You Hold.
Select
=
~ A General Engineering
7 1. Choose every
ASH Aszhestos Certificati .
v shesios el — category for which
V B General Building you are Iicensed .
~ C-2 Ingulstion and Acoustical g
~ C-4 Boiler, Hot-Water Heating, and Steam Fitting ‘
=2 C-5 Carpertry, Cabinet and Millwork
Screenshot 8
Please do not use the “back” button during registration!! Page 8 of 18
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a Sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer - |EI|§|
J File Edit Wiew Favorites Tools  Help | 1',' |
I~ D-62 Ajr and YWater Balancing ﬂ
= D-63 Construction Clean-ugp “
2.CLICK “Save &
[F | o an-speciized /" Add Certification”
[# | D-68weatherization and Energy Conservation ( when finished
=2 HAZ Hazardous Substance Remoaoval Cerdification \ ChOOS| ng a”
pertinent categories.

()

ﬂ Click Save & Add Certification to save, refresh c

it page and obtain links to addupdate cedification information for selected category type

Save & Add Cedification Save & Continue Registration Reset
ﬁ

Copyright & 2006 Periscope Holdings, Inc. - Al Rights Reserved.

Screenshot 9

Step 7 — California Licensed Contractors — Add Certification Link

The Terms and Categories form is still displayed and is now showing an “Add Certification”

link, as shown in Screenshot 10.
1. CLICK on the “Add Certification” link.
4} sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer =101 x|
J File Edit \Wiew Favaorites Tools  Help | 1',' |
v [ |

-

Mo, my business is located outside the County of Sonoma, California

~~ Add Certification

Category: Are you a California Licensed Contractor? (Required Field)

A link

Flease select exactly one categony value

Select

4

v

“es (Pleasze remember to add your license information after you save this screen) Add Certification

-

Mo, | am not & California Licensed Contractor

Category: California Licensed Contractor Bid Lists. Check Each License You Hold.

Select

A General Enginesting

ASH Ashestos Certification

B General Building

C-2 Inzulation and Acoustical

Screenshot 1

Please do not

0

use the “back” button during registration!!

Page 9 of 18



SCOP - Instructions for New Vendors

Step 8 — California Licensed Contractors — Add Vendor Certification

The “Add Vendor Certification form is displayed on your screen as shown in Screenshot 11.
Enter all required information (as denoted by *).

1. Enter License number.

2. Enter Date issued.

3. CLICK “Save & Exit” (see Screenshot 11). Clicking “Save & Exit” will return you to
the Terms, Categories, and Certifications screen (see Screenshot 11).

a Sonoma County Purchasing - Maintain ¥Yendor Certification - Microsoft Internet Explorer - |D|ﬂ
Add Vendor Cerificaiton - Scope, Inc.
Vendor ID 008429
Category
Category Type ‘ez (Pleaze remember to add your license information after you save this sg
Certification Source ICalifDrnia Contractars State License Board j
o . < 1 1. Enter License # here.
Certification ID I '

2. Enter Date Issued.
Certified Date (MM/DDAYYYY) " | Tl 4t— 2

Certification Status IAc’tive vl

Certification Description |

Save & Exit Save & Continue Close Winclow:

pyright & 2006 Perizcope Holdings, Inc. - Al Rights Reserved.

Click “Save & Exit to return
to the Terms, Categories and
Certifications screen.

Screenshot 11

Please do not use the “back” button during registration!! Page 10 of 18
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Just a few more steps and registration will be complete.

3 Sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer ;IEIEI

J File  Edit MWiew Faworites Tools Help |ﬂ’|

Terms, Categories, and Cerifications - Scope, Inc. B

Payment Terms: IW-QS"D” -30 ]'
Shipping Terms: IFOEI Destination 'I

Categories & Cerifications

Category: Are you a Sonoma County Vendor? (Required Field)

Flease select exactly one category value

Select

I Yes, my business is located within the County of Sonoma, California

|l Mo, my business is locsted outside the County of Sonoma, California

Category: Are you a California Licensed Contractor? (Required Field)

Flease select exactly one category value

Select
I Yes (Please remember to add your license information after you save this screen)
Cerification # | Cerification Source | Description for Source Cther | Cerdified Date | Cedification Description | Status | Delete
-
4558858 California 0201 r2008 Active Il
Contractors State
License Board ;I
Screenshot 12
Go to the bottom of the screen and CLICK “Save & Continue Registration”.
<} Sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer Y m] |
J File Edit ‘iew Favorites Tools Help | # |
~ D-62 &ir and Wister Balancing ;I
I~ D-63 Construction Clean-up
[# | D-64 Hon-specislized CLICK: “Save &
H H H 7
™ D-65 Westherization and Energy Cu:unservatiu:un\ Contmue ReQIStratlon
I~ HAZ Hazardous Substance Removal Certificafjon

ﬂ Click Save & Add Certification to zave, refresh currprt page and obtain links to addupdste cerification information for selected o
typels)

A 4
| Sawve & Add Certification Save & Continue Registration Reszet

Copyright & 2006 Perizcope Holdings, Inc. - &1 Rights Rezerved. -

4| | 3

Screenshot 13

Please do not use the “back” button during registration!! Page 11 of 18



SCOP - Instructions for New Vendors

You are now at the “Commodity and Service Codes” screen.

Note: NIGP is the acronym for National Institute of Governmental Purchasing. SCOP uses their
commaodity classification sytem.

3 sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer =10l x|

|J File  Edit Wiew Faworites Tools  Help |?|

%5 Sonoma County

ONLINE PURCHASING

Commodity and Service Codes - Scope, Inc. (7)

HIGP Class | |

HIGP Clas=s tem I VI

HIGP Keyvword I
Search using IALL ofthe criteria 'I
Search |

ﬂ Use the MIGP Commodity Code Search Engine it you are familiar with the MIGP code. If not use the MIGP Code Brovwse below .

NIGP Code Browse

o Select the category that best describes the product and service yvou offer. Click on the guestion mark for more information.

2

Administrative, Financial, and Management Services

[

Agricuttural Equipment and Related Products and Services

=

Arts, Crafts, Entertainment, Theatre

[2

Avtormotive Products, Wehicles, and Services

I%

Building Equiptnent, Supplies, and Services

=
o

Clothing, Textiles, Laundry Equipment, and Supplies

5]
=

Communication Equipment and Services

=

Computers, Software, Supplies, and Services

=1
trs}

Food, Equipment, and Related Services ;I

Screenshot 14

1. If your company also sells goods (without labor) turn to the next page of this manual,
Step 9-Commodity and Service Codes section, to complete the registration process.

2. If your company does not sell goods (without labor), go the bottom of the screen and
CLICK either “Save and Continue Registration” or “Exit and Continue Registration”.
Both will take you to Screenshot 21 shown on Page 18. Turn to page 18 of this manual.

%3 Sonoma County Purchasing - Commaodity Codes - Microsoft Internet Explorer =10l =l
J File Edit Wiew Faworibes  Tools  Help | ?' ‘
2 Testing and Sampling Equipment and Services ;I
28 The Trades: Electrical, Engineering, HvAC, Plumbing, and Weldi}{
29 Transit Equipment and Relsted Services, Mass
30 Water and Serwer Treatment Equipment, Supplies, a%ervices

Y
_ Save and Continue Registration I Exit and Continue Registration _ j

Copyright @ 2006 Periscope Haoldings, Inc. - All Rights Reserved.

Screenshot 15

Please do not use the “back” button during registration!! Page 12 of 18



SCOP - Instructions for New Vendors

Step 9 —Commodity and Service Codes

You are now at the “Commodity and Service Codes” area (see Screenshot 16).

The Commodity and Service Codes Section is where you sign up to receive bids for particular
commodities or services. Signing up does not guarantee that we will go out to bid for the
particular commodity or service but if we do, you will be notified.

Note: We are aware that some vendors are registering so that payments can be processed
through SCOP. So, if you are not interested in bidding, scroll to the bottom of this screen
(Screenshot 16) and CLICK *“Save and Continue Registration” or “Exit and Continue
Registration”.

As shown below in Screenshot 16, the Search area of the commaodity and service codes screen
offers two ways of searching and choosing commaodity and service codes. Some people find it
easiest to explore by NIGP Class. Others prefer using NIGP Keyword search field. We have

provided instructions for both. Please continue on for instructions on these search techniques.

j Sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer - |EI|5|

NIGP Class
dropdown list

J File Edit Wiew Favorites Tools  Help

Commodity and Service Codes - Scope, Inc.

HIGP Class | |

HIGP Class tem E

WGP Keyword | NIGP

Search using IALL ofthe criteria j < KEYWORD
Search |

n Use the MIGP Commodity Code Search Engine it you are familiar with the NIGP code. If not use the MIGP Code Brovwse below.

NIGP Code Browse

ﬂ Select the category that best describes the product and service you offer. Click on the question matk far mare information .

Administrative, Financial, and Management Services

Agricuttural Equipment and Relsted Products and Services -

Arts, Crafts, Entertainment, Thestre

Automotive Products, Yehicles, and Services

Building Eguipment, Supplies, and Services

Clothing, Textiles, Laundry Equipment, and Supplies

Communication Equipment and Services

Computers, Software, Supplies, and Services

o lelo(ele|l2|lele |2
|u:| |m |-~.1 |m |r_n |-h |LAJ |M |—‘

Food, Equipment, and Relsted Services

—
=

Furnizhings and Related Services

—
=

Furniture and Related Services

—
(]

Hardware, Related Equipment, and Services LI

Screenshot 16

Please do not use the “back” button during registration!! Page 13 of 18
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Step 10 — NIGP Class Search

For our example, “janitorial supplies,” was the selected class chosen within the NIGP Class
search box.

CLICK on the dropdown box next to the NIGP Class field, to search by NIGP Class.
Select a commodity (you may repeat this process for different products).

CLICK “Search” once you have made your selection.

Turn to Page 16 to complete the commodity registration process using the NIGP Class
Search feature Or continue to the next page to learn how to Search by using keywords.

POONMPE

Z} SCOP - Microsoft Internet Explorer _ |0 x|

J File Edit ‘iew Favorites Tools  Help |ﬂ’|

“ Sonoma County

ONLINE PURCHASING

Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About ? I:::ﬂ
Joe Smith

Home | Org Maintenance | User Maintenance | Add User

Commodity and Service Codes - Scope, Inc. (7)

Choose a “NIGP Class”
category here. Click
“Search” to begin your
searching.

HIGP Class [ 485 - JANITORIAL SUPPLIES... | <

HIGP Class ltem | =l

HIGP Keyword I

Search using IALL ofthe criteria j

Search |

n Use the MIGP Commodity Code Search Engine it you are familiar with the NIGP code. If not use the MIGP Code Brovwse below.

NIGP Code Browse

ﬂ Select the category that best describes the product and service vou offer. Click on the gquestion mark for more information .

1-25 0f 74
123

Codde Description

455-01 | Amtnonia, Househaold (Plain ar Sudsing)

O a0

455-02 | Anitnal Cage Cleaning Compouned

[l 485-03 | Adhesive Removers

Screenshot 17

Please do not use the “back” button during registration!! Page 14 of 18
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Step 11 — NIGP Keyword Search

Searching by keywords is another way to choose commodity and service codes. For our example
as shown in Screenshot 18 below, we are using the word “janitorial” in our NIGP keyword
search field to search for janitorial supplies. To use this search method, the NIGP Class Field
must be blank.

1. Find the NIGP Keyword field and TYPE the word that best describes the goods and/or
services you provide (one very descriptive word).

2. SELECT “ANY of the criteria” option from the “Search Using” drop down menu.

3. CLICK “Search” to see your results.
HINT: (You may need to try several different keywords to tap into the correct category)

2} SCOP - Microsoft Internet Explorer o x|
J File Edit Miew Favorites Tools  Help |W|

“ Sonoma County

Seller Seller Administrator
2 =f)

Joe Smith

1. Enter Keyword(s)
2. Select “Any”

3. CLICK SEARCH
when finished

HIGP Class | |

HIGP Class ltem E
HIGP Keyword |JANITORIAL

Search using IANY of the criteriaj

Search

n Use the MIGP Commodity Code Search Engine if you are familiar with the MGP code. If not use the MIGP Code Browse helow,

NIGP Code Browse

n Select the category that bhest describes the product and service yvou offer. Click on the question mark for more information,

1-250f 125
12345
| Code Descrigtion
Il 150-02 Abrasives: Feldspar, Pumice, Silica, etc.
Il 150-04 Acids, Inorganic: Hydrochloric, Phosphoaric, Sulfuric, etc. LI S

creenshot 18

Please do not use the “back” button during registration!! Page 15 of 18
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Step 12 — Selecting Commodity/Service Categories

Regardless of the search technique used, the screen will look similar to Screenshot 19. A list of
items that corresponds to the category or keyword entered will appear. The list may include
more than one page of results.

1. CLICK on the empty box to the left of the item/service description for every item or
service for which you wish to receive bid notification. (We do not guarantee these will
be put out to bid; however, getting on the appropriate list guarantees you will receive a
bid if that item is solicited via a public bid.)

2. SCROLL to the bottom of the page and CLICK “Save and Add More” if there are
additional pages to view. (Each page with selected categories must first be saved in order
to retain your selections). The screen will refresh and you should be viewing the initial
COMMODITY/SERVICE search screen. Additionally, the keywords you entered
previously should still be in the search box.

3. CLICK “Search.” The categories will show again on your screen and you can then
choose the next page you wish to view. You will need to repeat this process for
categories on subsequent pages.

4. After all categories have been selected, CLICK “Save and Continue Registration” at the
bottom of the page (see Screenshot 20 on the next page).

/3 SCOP - Microsoft Internet Explorer _ 0] x|
J Fil=  Edit ‘iew Faworites Tools  Help | # |

NIGF Code Browse Show Categories

o Select the categor =t dezcribes the product and service vou offe

Indicates search has
resulted in more than
one page of items

To select all
categories click
this check box

Description

1-250f 125
12345

- 180-02 | Abrasives: Feldspar, Pumice, Silica, etc. /

r 180-04 | Acids, Inorganic: Hydrochloric, Phosphoric, Sulfuric, etc.

r 180-06 | &cids, Organic: Hydroxyacetic, Cleic, Stearic, ete. /

r 180-05 | Alcahoals \\
Use the scrollbar

[ [180-12 | Ammanium Hydrocdce: (Adus Ammonis) ancd Amines to view items at

r 180-14 | Antioxidants \\the bOttom of page

r

180-20 | Bacteriostats and Germicides (Except Guaternary Ammonium Type)

S PN ——— =

Screenshot 19

Please do not use the “back” button during registration!! Page 16 of 18
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/} Sonoma County Purchasing - Commodity Codes - Microsoft Internet Explorer =10l =]
J | % > J File Edit ‘iew Faworites Tools  Help ‘ ; ,' |
T [ Fo- T | OO, DT TEs, S0 e 1o ﬂ
2 483511 | Cleaner and Detergert, Paste and Tablets
I 458512 | Cleaner and Palish, Metal (For Brass, Stainless Steel, etc))
™2 48513 | Cleaner, Hand and Skin, Synthetic Detergent Type
I 455-14 | Cleaner, Hand, Mechanics' Waterless
2 455-15 | Cleaner and Palizh, Plastic
2 483516 | Cleaner, Hard Surface, General Purpose, Liguid (Including Graffiti Removers) (See 630-45 for Painted Type Graffiti
Removers)
™ 458517 | Cleaner and Polish, Wiood
I 455-158 | Cleaner, Heavy Duty Degreaszer (Including Oven Cleaner)
I 455-19 | CleanerRemover, Lead-Based Debriz
™2 455-20 | Cleaner and Palizh for Marble, Mazonry, Parcelain, etc.
2 485-21 | Cleaner, Rust Remover
I 4585-22 | Cleaner, Seawver, Septic Tank, and Waste Pipe, Acid and Caustic Types (Incl. Drain Openers)
™2 485-24 | Cleaner, Sewver, Septic Tank, and Waste Pipe, Serobic Bacteria and Fungi Type
[ |485-25 | Cleaner, Tile and Grout / CLICK “Save and
2 455-26 | Cleaner, Toilet Bowl, Granular and Liguid / Continue RegiStration"
after you have selected
2 4835-27 | Cleaner: Yinyl, Upholztery \ a” CommOd itieS/SerVices
[# | 48528 | Cleaner and Wis Window, Mirror, and Glass >\your company prOVideS.
1-250f 74 /
123
- Save and Add Mare I Save and Continue Fegistration I Exit and Cortinue Registration -
Copyright @ 2006 Perizcope Holdings, Inc. - All Rights Reserved. =

Screenshot 20

Please do not use the “back” button during registration!!
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SCOP - Instructions for New Vendors

CONGRATULATIONS! You have completed the Registration Process. We invite you to
continue to explore SCOP, and its many features. We are very excited about this new tool
(SCOP) and want you to be excited too!

To continue exploring SCOP, you will need to sign on using the Login ID and Password you
created. YOU NEED TO BE AWARE THAT even though you have chosen a password during
registration, SCOP considers that initial password to be temporary and will require you to change
it the first time you sign in after reqgistration.

a Sonoma County Purchasing - Thank You for Registering - Microsoft Internet Explorer - |E||i|

J | 8 > J File Edit Wew Favarites Tools Help ‘ ﬁ’ |

& [
) Sonoma County
ONLINE PURCHASING

Thank You
Thank wou for registering with SCOP. Registration confirmation will be emailed to you.
For questions or comments please contact Sonoms County Purchasing st 707-565-2433.
Copyright © 2006 Periscope Holdings, Inc. - Al Rights Reserved.
=l

Screenshot 21

ADDING USERS TO YOUR ACCOUNT: Instructions for adding additional users to your
account can be found in the “Pre-Registered Vendors” instruction manual.

IMPORTANT: If you have any questions or problems while logging in to SCOP, please do not “Register”
again. Please email SCVENDOR@sonoma-county.org or call (707) 565-2433 for assistance.
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