North Dakota Approved Bidder SPO ONLINE INSTRUCTIONS

1. To begin go to SPO Online.
2. Thisis the Bidder Services Main Menu. Click the “Log In” link under “My Registration”.
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3. Click the “Register Now” button

rtal for
ota State Government

nd.gov|official
North D:

North Dakota

Transparency

Office of Management
and Budget

ZOMB # ove

Home

Login

You are entering North Dakota State Procurement Office Ynline Services System.

Note: Please DO NOT use your browser's back and fo rd options to navigate this application. Use the buttons provided in the appli

North El>akqla
ogin

Already Registered - Not sure? New to North Dakota Online Services?
North Dakota
Login:|
Fargot Login
Password:| Benefits of North Dakota Login

® One North Dakota Login and password to access
Forgot Password multiple ND Online Services
” ® Register once for secure access to State services
Login
Update your account Need help? Read through the FAQ.

For assistance with this North Dakota Login, contact the Service Desk.

If you need assistance with this online service, please contact the North Dakota State Procurement Office.
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https://apps.nd.gov/csd/spo/services/bidder/main.htm

4. Complete the online registration questions.

Registration

Steps: Account Details | Confirmation | Print Profile

Business/Organization Account Details
Business/Organization accounts should only be used for online services related to the business or organization you represent

Login Details
North Dakota Login Requirements:
*North Dakota Login: |ndtest » at least 3 characters long

« cannot be an existing ID
FPassword: |sesesess g9

Password Requirements:
« at least 6 characters long
*Business Email: |test@nd.gov « 1 upper case character

*Confirm Business Email: |test@nd.gov + 2 lower case characters
+ 1 number

*Confirm Password: |sesssses

Business /Organization Details

*Business Name: |Company Name

*Contact Mame: First MI Last Suffix
First Ml Last
*Address 1: |123 Any Street
Address 2:
Address 3:
*City, State, Zip |City North Dakota v | 0000O [555554444)
*Country: | United States of America v
*Telephone: (7010000000 (22233334444) Ext.:

Security Questions
Security questions

*Question 1: | What month is your anniversary? (2 digit format: ex. Jan=01) * used to verify your identity
* « used to reset forgotten passwords
Answer 1: (01

*Question 2: | What year was your first car made? (Format: XXXX) M
*Answer 2: 2001

5. Scroll to the bottom and check the “I agree” box. Then click the “Create Account” button.
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For assistance with this online service, contact the Service Desk.
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6. If your login was setup successfully, you will get the following message:

Registration

Steps: Account Details | Confirmation | Pi

Confirm Your Email Address

Your North Dakota Login account has been created. You
need to confirm your email address to activate your
account.

Protect Your Password
e You should never give your North
Dakota Login password to anyone,
including the Service Desk
representatives.
We sent an email to auchnd@gmail.com e State of North Dakota will never ask

Step 2: Click On the Link. you to send your password via email.
Click on the ACTIVATE ACCOUNT link in the

email, you will be returned the North Dakota
Login registration.

How to Confirm Your Email Address
Step 1: Go to Your Email.

You vill be receiving an email from itdhelp@nd.gov. If you do not
receive this email check your junk mail and/or confirm it hasn't been
blocked by a spam blocker.

| Retumntologin |

For assistance with this online service, contact the Service Desk.

7. If you used an email address that was already registered to use North Dakota online services, you will
receive the following message:
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Email Already Exists

An account already exists using this email. An email has been sent to leauch@nd.gov containing all existing North Dakota Login accounts for that
email.

You may do one of the following:
¢ Ireceived and reviewed my email, I will use an existing account by Returning to Online Services
¢ Iwant to use a different email address, Return to Account Details

(" Create a new account using the same email address
| Continue

For assistance with this online service, contact the Service Desk.

Disclaimer® | Privacy Policy® | Security Policy 8
[7 we use Secure Sockets Layer (SSL) encryption technology to ensure your information is secure and protected.
# Will open a new window (pop-up).
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| haven’t registered with the State Procurement Office before, why would | get this message? This login
registers the email address provided for State of North Dakota online services (not only the State
Procurement Office but other state agency services as well for example, Game &Fish.)

You will need to select the desired course of action and click the Continue button. Depending on your selection,
you may need to re-enter information. Once you have successfully created your login you may continue with the
steps below.

8. Close all internet browser windows. Depending on your internet security settings, it is important to close all
browser windows to ensure you can access live pages instead of cache pages.

9. Open your internet browser and go to the Bidder Services Main Menu at the following
URL: https://secure.apps.state.nd.us/csd/spo/services/bidder/main.htm

10. Click “Request Authorization” link under My Registration.
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https://secure.apps.state.nd.us/csd/spo/services/bidder/main.htm

11. Enter the login and password you created in Step 8. You will be directed to the Request Authorization Code
page. Enter your company contact information below. For vendor number, please use the vendor number
provided on your Bidder Registration Confirmation e-mail. If you are unsure of your bidder number, use our
online bidder search or call the State Procurement Office at 701-328-2683. Keep your vendor number handy as
you will need this number in subsequent steps and may be requested when you respond to solicitations. Please
note, you must enter the Federal Identification Number or SSN that you provided on your Bidder List Application
form. If you do not provide the correct FEIN or SSN number, your online authorization request will be rejected.

Main Menu

Request Authorization Code

To activate the bidder registration process complete the following information and a reguest for an authorization code will be sent to the North Dakota State Procurement Office.

Authentication Information

*Contact Name: ‘Firﬁt Name Last Name |

*Company Name: ‘CDI‘I‘IDBI‘IV Name |
*Vendor No: |gno000000
*Federal Identification Number or SSN: |500000000
*Telephone: (4000000000 (2223334444) Tel. Ext.: I:l
Fax: (000000000 (2223334444) Fax Ext.: I:l

*Mailing Address: \Mai\ing Address |Authorizatiun code will be mailed here.

#City, State/Province, Zip: ‘Nor‘lh Dakota V‘ ‘zip Code

Country: ‘United States of America V|

Cancel | Submit

“Required

12. You will receive confirmation of your request. You may click the Main Menu button to return to the Bidder
Services Main Menu to use the public functions of the SPO Online system (Search options, Solicitation options
and List Contracts.) You will need to wait until you receive the letter by postal service to enter your
Authorization code to activate your login to maintain your registrations. If you have questions, please contact
the State Procurement Office at 701-328-2683.
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Request Authorization Code - Thank You

Your request has been successfully sent to the ND State Procurement Office.
If approved, an authorization code will be sent to you via the U.S. Postal Service to the address submitted within 15 business days.

If Denied, you will be notified via phone or email.

Main Menu

Revised: 04-27-2016


https://secure.apps.state.nd.us/csd/spo/services/bidder/searchBidder.htm

After you receive your Authorization Code letter:

1. Using your Internet Browser, return to the Bidder Services Main Menu at
https://secure.apps.state.nd.us/csd/spo/services/bidder/main.htm

Click “Maintain Registration” link under “My Registration.”
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2. Enter your Vendor Number (as provided on your Bidder List e-mail confirmation or see more options above in
Step 12) and the Authorization Code provided on the State Procurement Office Letter.

Main Menu

Activate Registration Maintenance

Before you can maintain your registration information you must activate your access by entering your autherization code provided te you by the ND State Procurement Office.

Authentication Information

*Authorization Code: l:l Request Authorization Code

Cancel || Submit

*Required
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https://secure.apps.state.nd.us/csd/spo/services/bidder/main.htm

3. Once you have successfully entered your vendor number and authorization code, you will receive confirmation.

Close all internet browser windows.
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Bidder Authorization Verified - Thank You

Your authorization code has been successfully verified by the ND State Procurement Office. In order to complete your authorization, you must now be temporarily logged out of the system. Please logout by clicking the button at the bottom of

the page.
After logging out, please take the following actions to re-login as an authorized user:

. Close the browser window

. Re-open the browser and navigate to: http://www.nd.gov/spo/vendor

. Click Bidder Services Main Menu

. Click Maintain Registration

. Login with username and password (no authentication code will be needed)

-
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It may take approximately 5 minutes for your authenticated access privilages to take effect after logging out.

Lagout

4. Please refer to the State Procurement Office Vendor Manual for instructions to maintain your bidder profile.
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