Signing and Uploading a City of Boston Contract

1. Open a browser and type in www.boston.gov/procurement

(It is best to use IE- Internet Explorer as your browser for this particular process if possible)

2. Once you get to the City of Boston Procurement page click on the ‘Access the Supplier Portal’ tab

located under the ‘Learn about Bidding’ section.
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3.

sure to enter them correctly.
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Enter your User Id and Password. Remember that these are case-sensitive so you’ll want to be
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Supplier Portal Registration

ﬂﬁ Register as a Sourcing Bidder
City of Boston's Bidders are suppliers which have access to view the
City's Invitations for Bid, Reguests for Proposal, and other procurement
events. You must be registered in orderto place a bid. In addition,
registered suppliers can select categories of procurernent which they want
to be notified of. When a bid sventis pastad 10 the City of Boston Supplier
Fortal, Bidders who have selected that potential contract's relevant
category of business may he notified of the eventvia email. Please use
this registration process ifyou are looking to become a City of Boston
supplier and need access to hidding functionality.

Wendor Registration Form
ity of Boston's Yendars have an existing agreement {contract, awarded
hid, elc} between their company and the City. Wendors have all of the
game access to place hid offers on future on future events that Bidders
do. They also are ahle to maintain company information on their Yendor
profile and see details oftheir contractual agreements with City of Boston
Flease use this registration process ifyou are already an active City of
Boston vendor (ooking to register as a supplier portal user

My Sell Events

Event llame

Event Type

Start Date/Time:

16,500 GV Durnp
Trick (R

12 Passenter
Transpor Wans RFx
BCYF

Fire Fighting Hose
forthe BFD

Durnp Truck- & RFx
Wheeler (1

Truck Mounted Aerial o,
Platform Lt -1

Ses all of iy svents

07/28/2013 :01AM EDT

07/28/2013 2:01AM EDT

07/29/2012 12:00PM EDT
07/29/2013 :01AM EDT

07/28/2013 2:01AM EDT

021452013 12:00 PM EDT

021342013 12:00 PM EDT

021452013 12:00 PM EDT

08/14¢2013 12:00 PM EDT

Accepted

Accented

02/14i201312:00 P EDT

Accepted

El=

4. Onceyou’ve logged in, the ‘Home’ page should look like the example below. Please navigate

from Main Menu > Manage Contracts > Maintain Contract Documents.
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Search Menu:

Top Menu ®

£ Manage Events and Place Rids »
(3 Manage Contracts

s 1

Add to F:

‘ My Sell Events

The menu [ view Terms & Conditions [£] maintain Contract Documents

Main Mer = 00 iy password

Highlight:

Recently Used pages now

appear under the Favarites R e e N,
menu, located at the top left

Py
ey

Breadcrumbs visually display
your navigation path and give
you access to the contents of
subfolders.

Menu Search, located under
the Main Menu, now supports
type ahead which makes finding
pages much faster.

Update Contract Delverables
[ VENDOR Form Homepag [£] Review Contract Deliverables 2rial

Jheeler’

12 Passenger
TransporWans (BCYF!

16,500 GYW Dump
Truck

Fire Fighting Hose for
the BFD

See all of my events

Event Type Start Date Time

RFx 07/29/2013 9:.01AM EDT
RFx 07/29/2013 2:01AMEDT
RFx 07/29/2013 9:.01AM EDT
RFx 07/29i2013 9:01AM EDT
RFx 07/29i2013 12:00PM EDT

End Date T

08/14/2013 12:00 P EDT
08/14/2013 12:00 PM EDT
08/14/2013 12:00 PM EDT
08i14/2013 12:00 PM EDT

08/13/2013 12:00 PM EDT

==




5. When you get to the Maintain Contract Documents page be sure to clear out any search criteria
that may be in there. All the search fields must be blank. Make sure the ‘Pending Approval

Signatures’ box is checked.

City of

Boston Home \ Report A Problem \ Add to Favorites | Sign out
Favorites Main Menu > Manage Contracts > Maintain Contract Documents
: -
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Document Search

Document Administrator: " Q,
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6. Click the ‘Search’ button and the contract that needs to be signed should appear.
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0000000000000000000036523 Fuel-Harbor Response Vessels Pending Signature 11/08/2012 9:44AM




7. Click on the Contract Document ID to open the Document Management page. Click on the ‘Open

Main Document for Signing’ button.

Note: If your computer has a pop-up blocker enabled it may block the download of the
document. When this happens you will need to click on the pop-up blocker message at the
top of your screen and choose ‘Allow Download’- you may be brought back to the search

screen in step #5. If so, you will need to repeat steps 5 & 6.

Report & Problem | Addio Favertes | Sign out

Favoites  Man Menu > Manage Contracts > Mantain Contract Documents
I ew window (F)Hetp [ custorize Page T nitp
Maintain Contract Documents
Document Management Rty b Document Search
This document is curtently panding your signaturelapproval.  As the primary swner you ate responsible for routing the documeant offine to

get the necessary sipnatures and then uploading the fmal signed version using the Upload & Return Signed Document biusthon below,
(Pisase nobe that this: will return the document back to the contract adminisirator as part of the upload)

Contract I0: 0002000000000000000036523 Reference: Event# 24

Description: FugkHarbor Response Vessels

Document Administrator: Coyne Kevin

Created On: 102372012 10:264M

Begin Date: 110172012 Expire Date: 13172013

Documéent Statis: Pending Signature Owner: John Smith
Open Main Document for Signing View AtachmenizRelated Documents

Yiew Docum

Réturn without Signing Document Send E-Mail

8. The contract will open in Adobe Reader.

a. If your PC does not have Adobe reader software, a FREE version can be downloaded from
http.//qet.adobe.com/reader/

9. You will now click the middle signature box (Vendor/Contractor) to apply your signature.

a. Ifthis is your first time using Adobe Reader you will need to setup your Digital ID. This is
a one-time setup that should be done at the time of signing your first contract on the
Supplier Portal (Detailed steps and screenshots included below). If you already have
your Digital ID setup, please skip to step 15.


http://get.adobe.com/reader/

10. After clicking in the signature box on the document, you will see the ‘Add Digital ID’ message
box if you do not already have a digital ID set up. Begin configuration of your new digital ID by
selecting that you want to create a new ID and click ‘Next”.

Add Digital ID —— [ E% —]

Iwant to sign this document using:

1 My existing digital ID from:
@ A file
A roaming digital ID accessed wia a server

A device connected to this computer

ﬁ @) A e digital ID T want to create oW

oo | [Cheas

11. Select ‘New PKCS#12 digital ID file’. Then click ‘Next’.

Add Digital ID —* [

Where would you like to store your self-signed digital ID?

‘ @ New PKCS#12 digital ID file;

Creates a new password protected digital ID file that uses the standard PEKC5#12 format.
This commaon digital ID file format is supported by most security software applications,
including major web browsers. PEKC5#12 files have a .pfx or .pl2 file extension.

() Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.
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12. Add details about yourself and your organization. You can leave the ‘Organizational Unit’ field
blank. Click ‘Next’.

Add Digital ID — ‘ [

Enter your identity information to be used when generating the self-signed certificate.

Name (e.g. John Smith): ICameron Neely _

Organizational Unit: ]

Organization Name: ]Acme Company Inc. _

Email Address: ]cameron.neely@acmewinc _

Country/Region: | US - UNITED STATES -

[T 1Enable Unicode Support

Key Algorithm: [1024—bit RSA vJ
s il D o .

) e

(S E —
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13. Create a password for your digital ID. Enter your desired password in both the ‘Password’ field
and the ‘Confirm Password’ field and click ‘Finish’.

°
Add Digital ID p— -‘ S|

Enter a file location and password for your new digital ID file. ¥ou will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialog.

File Mame:

IC M Usersh099816NAppDatat RoamingAdobe\Acrobat\10.00Security CameronM Browse...

Password:
S e
NN NN strong

Confirm Password:

B

l
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14. The ‘Sign Document’ box will appear and you will need to enter the Adobe digital signature

1] SHARE

password that you just created in step 13 and click the ‘Sign’ button on the ‘Sign Document’ box.
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15. After clicking ‘Sign’ Adobe will automatically have you save the signed version of your document

(g 5rane cooconoonsoocooceoszage. o Gt ese — T NN . N ETIP

for uploading to the system. Please make note of where you save the document as you will need

to upload it to the Supplier Portal in the next step.
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16. The electronic signature now appears on the Contract document. You can now minimize or close

the document.

1 SHARE |

37384 _O.pdf - Adobe Reader

SREFEHOR| 2 @®[1]/m|c[sx]-]] [

| Sign | Comment | Extended

‘Signed and all signatures are valid. Please fill sut the following form. You can save datatypedinto |, 2

T ¥ 21, 2013
Rate: (Attach details of all rates, umts, i
and charges) Not To Exceed Amt:  §257.119.54
Contract Signatures .
AUDITING VENDOR/CONTRACTOR AWARDING AUTHORITY/OFFICIAL
APPROVED AS TO THE AVAILABILITY OF | AGREES TO PROVIDE THE GOODS OR
AN APPROPRIATION ORFURSUANTTO | SERVICES AS INDICATED TN
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CONDITIONS CONTRACT DOCUMENTS
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17. Once the signed document has been saved to your computer, you then need to go back to the
Supplier Portal and click the ‘Upload Signed Document’ button on the Document Management

page.

Home | ReportAProblem | Addio Favortes | Sign out

Fwn_rtes Main Menuy > HI'IW&EOHUICB *  Mantain Contract Documents

B new window (B Hup & customize Page T nap

Maintain Contract Documents
Document Management

This document is curtently panding your signatureiapproval As the prmary owner you are responsible for routing the document offine to
et the necessary signatures and then uploading the final signed version using the Upload & Return Signed Document bisttan below .
(Piease note that this will reburn the document back to the contract administrator as part of the upload)

Retym o ument Search

Contract i 0000000000000000000038523 Reference: Eveni# 24

Description; Fuel-Harbor Response Vessels

Document Administrator: Cayne Kevin

Created On: 1222012 10:26AM

Begin Date: 110172012 Expire Date: 103112013

Document Status: Pending Signature Owner: John Smith
Open Main Document for Signing Wew AtachmentsRelated Documeants

& Upioad Signed Document

Retum without Signing Document

I

Yiew Document Histon

Send E-Mail



18. You now need to ‘Browse’ your PC and locate the signed document file you saved in Step #14.

p o=

'« | g/ mpetena L o8 sl BOMIRCOREORD Pup prinepl IMPLOVIL RS 'm WORNLE T S Actens X ven = | 4y | xi}: tg

a-.-da-”-m-

tite Arachmam

L 2,
@ Irtamet | Protecied Mode OF v WWO% -

19. Locate and click on the signed contract document that you just saved. Click Open.
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20. Once you select the correct file simply click ‘Upload’. This will save your signed document into

the system.
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22. The process is complete!

If you need assistance completing the electronic signature and uploading the signed Contract please feel
free to contact the Vendor Support Desk by calling 617-961-1058 or e-mailing

vendor.questions@boston.gov

Thank you for using the City of Boston Supplier Portal!
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