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Bidder Registration - GNWT Contract Event Opportunities Website

The GNWT Contract Event Opportunities website is an interactive system that allows
companies looking to do business with the GNWT a way to download and bid on contracting
opportunities online. Companies (or, as GNWT calls them, Suppliers) can also sign up for
notifications of new contracting opportunities as they arise in specific areas of interest.

Follow the script to learn how to register as a Bidder through the GNWT Contract Event
Opportunities website.

When you have finished you will be able to:
* Register as a Bidder on the GNWT Contract Event Opportunities Website
« Sign-up for procurement categories for which you wish to receive email notifications.

Reminder:
When navigating through the website do not use the back button on your web browser to go
back to previous screens. Please navigate using the links found on each page.

Disclaimer:
All screen captures in this guide use fictitious data and do not represent current or future
GNWT procurement activities.

Step Action

1. To register as a bidder, click the Register as a Bidder link.

Feqgister a5 3 Bidder
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Step Action
2. Before you can accept the Terms of Agreement, you must click the Terms of Agreement
link and read the text.
erms of Agreemen]
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Step Action

3. As you’re reading, scroll down through each section individually until you get to the
bottom of the page.
W
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Step Action
4, Click the Return button.
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Step Action

5. You can now click the Click to accept the Terms of Agreement below. checkbox.
L Click to accent the Terms of Aareement belowl
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Step Action
6. Click the Next button.
Next
Step Action
7. Click in the Entity Name field. This is where you enter your company name.
IMPORTANT!
The company name being entered must be your Full Legal Company Name and match
the name registered with the GNWT Business Incentive Policy registry (if registered).
It is this Entity Name that is attached to any online bids submitted through the GNWT
Contract Event Opportunities website and is the company to which the contract will be
awarded to if you are the successful bidder.
I |
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Step Action

Enter the desired company name into the Entity Name field. Enter a valid
value e.g. "Northwest Blue Company".
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Step Action

In order to assist with the creation of your GNWT bidder account, answering the two

profile questions will help speed up the approval. Click the Profile Questions list.
v
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Step

Action

10.

the approval process.

Mo

If you have engaged in previous ordering or invoicing with the GNWT in the past, select
the Yes list item. Otherwise, click the No list item. If the answer is Yes and you know
your GNWT Vendor/Supplier ID, you can also enter it there as this will also help speed up

For this example the Bidder has not done any prior business with the GNWT.
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Action

11.

Click the Next button.
Next
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Step

Action

12.

Street "

Enter the desired information into the Address 1 field. Enter a valid value e.g. "12 Front
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Step

Action

13.

Enter the desired information into the City field. Enter a valid value e.g. "Yellowknife".
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Step Action
14.

Enter the desired information into the Postal field. Enter a valid value e.g. "X1A2R9".
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Step Action
15. Click the Look up Province button.
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Step

Action

16.

Click the NT link.
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Step

Action

17.

Enter the desired information into the Email ID field. Enter a valid value e.g.
"abhishek_iddamsetty@gov.nt.ca".

Date Created: 23-Jan-18

Page 9




Step

- __-"ﬂ

Government of Gouvernement des

Northwest Territories Territoires du Nord-Ouest

o XA i
PO N1 O, NoPwmest Tamiones
et 10 s ety 64

Othvar Blivasan |
(Chch B bal 15 ks s skirastin 18 30s urgnd Prm s Pemary Aekiress 3508
1t To Ao
Ackma ot s paneraed
1 snig T Corstimer
Asioas tar shuppng gosdRanas

[ imwceca Ascdonns.
i Y mbat s e

Action

B~ @ -3 @ - Prer by Teok~ @ "
& @ 0FmR
= — =] =] o
Weicome Idantfy ng Indommaten Addreises Cortats Categaruator Saterit
Eat 4 Prevous Nt
Addretses Sty Jo'6

18.

Click the Next button.
Next
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Step
19.

Action

Click the Add Contact button.
[  AddContact |
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Step Action
20.

Enter the desired information into the First Name field. Enter a valid value e.g. "Jason".
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Step Action
21.

Enter the desired information into the Last Name field. Enter a valid value e.g. "Smith".
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Step Action
22.

Enter the desired information into the Email ID field. Enter a valid value e.g.
"abhishek_iddamsetty@gov.nt.ca".
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Step Action
23. Enter the desired information into the Telephone field. Enter a valid value e.g.
"8671112222".
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Step Action

24. Enter the desired information into the Requested User ID field. Enter a valid

value e.g. "NorthwestBlue". This User ID is what you’ll use to log into the GNWT
Contract Event Opportunities website. It should be easy for you to remember but not
obvious to others. Please note that spaces are not permitted in User 1Ds.

Step Action

25. Click the OK button.
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Step Action
26. Click the Next button.
Mext
Step Action
217. By selecting one or more categories of commodities you will receive an email notifying

you of the posting of an Event in those specific categories.
In this example, we clicked on the COMPUTER_EQUIP - COMPUTER
EQUIPMENT/SUPPLY option.

Please select the Categories that your company is interested in being notified about.

Disclaimer: Email may not be delivered either because of your email provider’s spam
filters or because of a technical difficulty. It is the bidder’s responsibility to check the
GNWT Contract Event Opportunities website frequently to ensure procurement events are
not overlooked and email notifications are to be treated as an additional way to find out
about procurement opportunities.
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Step Action
28. Click the Next button.
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Step Action
29. Click the Submit button.
| Submit |

Date Created: 23-Jan-18

Page 15



— - I, |

- | d Government of  Gouvernement des
Q) Northwest Territories Territoires du Nord-Ouest

T siznin, 544 08 v, 044 Minage your Biddie profie, Ok hary.

Fer mahony avait

O sermon st pretbeteen@enece.

Step

Action

30.

You will receive an email indicating that your registration has been submitted for approval.
Bidder registrations are approved within 2 business days. For inquiries on bidder
approvals, please email GNWTBidders@gov.nt.ca.

If you’ve previously registered as a bidder for your company, your registration will be
denied with an explanation that it is a duplicate registration. Using the “Forgot Your
Password” and the new “Forgot Your UserlD” features, you will be able to recover your
sign-in information. If you still can’t get access to your account, you can contact the SAM
Help Desk at 1-866-525-0536 or email at samhelpdesk@gov.nt.ca.
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Step Action

3L Once your bidder request has been approved, you will receive two additional
emails. The first will be a notification that your bidder registration has been
approved. The second is your username and password information to log into the
GNWT Contract Event Opportunities website.

End Procedure.
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