* ’ Palomar Community College District

PALOMAR COLLEGE"

_:_y How to complete the CUPCCAA Contractor Application

1) On the Planet Bids portal, click New Vendor Registration

Palomar College
Vendor Portal

ﬁ NEW VENDOR REGISTRATION oo BID OPPORTUNITIES
Create a new vendor record L Search and bid electronically on opportunities
b4 If you wish to view or edit an existing vendor, A with this agency, download documents, and
r . simply Log In. become a prospective bidder.
MY CONTRACTS CERTIFIED VENDORS
) Find Certified Prequalified Businesses
~
. o

2) Enter your company’s name, FEIN/SSN, and e-mail address, then click the SIGN UP button.

Create your Vendor Profile with

Palomar College

Company Name *
FEI/SSN *

Email *

Already have an account? Log in here

3) Once the SIGN UP button has been clicked, a confirmation e-mail will be sent to the e-mail
address provided. Open the confirmation e-mail received and click on the VERIFY button.

Hello Test Company,

We're almost there! Please verify your email address and complete your vendor registration

for Palomar College.

Thank you,
Palomar College
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https://pbsystem.planetbids.com/portal/57150/portal-home

4) Clicking the VERIFY link will take you back to the PlanetBids portal where you may continue your
registration. Enter your password, confirm your password, and scroll through to continue

completing your company information.

5) Be sure to enter your DIR number if registering as a CUPCCAA (public works) contractor, as well
as your contractor license information, and all other details. At the bottom of the page, click
“I have read and accept the Terms and Conditions” at the bottom of the page, then click the

SUBMIT button.

6) Next, you will see the following message:

Your vendor profile is being processed

ot close the bro

wser wi

ndow

2|Page



7) Once your profile is entered, if you are a CUPCCAA/Public Works vendor, please complete one
additional step — prequalification. This menu is found on the left side of the window
(highlighted in yellow below):

LTIk Palomar College

Welcome, Test Company!

- N - * % %
PREQUALIFICATION 0

8) Once you have clicked “Yes” under PREQUALIFICATION and you have scrolled through and
answered the remainder of the questions, click the SUBMIT button on the lower left side of the

page.

d you like to apply for CUPCCAA contractor prequalification?

INFORMATION FOR CUPCCAA APPLICANTS:

After submitting, you will see a “Prequalification processing” message.
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9) Once complete, you will receive a confirmation e-mail that contains a PIN number. Be sure to

retain this e-mail as you will need the PIN number when you submit formal bids.

Hello 1est Lompany,
Thank you for registering with Palomar College, using PB System™ by PlanetBids.

Please be sure to keep your vendor profile up-to-date by visiting the Vendor Portal for
Palomar College. You are solely responsible for maintaining your company's profile including
email, contact information and categories.

You have specified that you are authorized to sign for bids, offers, and contracts. Please keep
this PIN in a safe place as you will need to enter it when you submit formal bids online.

) -

Although you will be sent email notifications of new bids that match your criteria, you are also
encouraged to visit the Vendor Portal for Palomar College, at any time, to search for bid
opportunities.

Thank you,

Palomar Colleae

Note:

You may log back in at any time to update your information by using your username and password.

If you have any technical issues with the website, please contact PlanetBids at: 1-818-992-1771
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