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Overview 
This document outlines the steps on how to navigate through WEBS. WEBS is the bid notification system Washington State Agencies are required to use to all solicitations. Political subdivisions and higher educations are not required to use WEBS to post solicitation opportunities; however, many voluntarily use the system. 
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[bookmark: IntrotoWEBS]Introduction to WEBS
RCW 39.26.150
Public notice—Posting on enterprise vendor registration and bid notification system.
(1) Agencies must provide public notice for all competitive solicitations. Agencies must post all contract opportunities on the state's enterprise vendor registration and bid notification system. In addition, agencies may notify contractors and potential bidders by sending notices by mail, electronic transmission, newspaper advertisements, or other means as may be appropriate.
(2) Agencies should try to anticipate changes in a requirement before the bid submittal date and to provide reasonable notice to all prospective bidders of any resulting modification or cancellation. If, in the opinion of the agency, it is not possible to provide reasonable notice, the submittal date for receipt of bids may be postponed and all bidders notified.
Who can use WEBS
Per RCW 39.26.150, Agencies are required to use WEBS to post solicitations. Political subdivisions (i.e. cities, counties, higher educations, tribes, etc.) are not required to use WEBS but are welcomed to. 
Vendors are encouraged to register in WEBS to see solicitation opportunities.
What is a Commodity Code?
WEBS uses the commodity code list maintained by National Institute for Government Purchasing (NIGP).
NIGP Code is a universal taxonomy for identifying commodities and services in procurement systems. It is available as a 3-digit class code, a 5-digit class-item code, a 7-digit class-item-group code, and a detailed 11-digit code
Vendors register in WEBS and select commodity codes their business identifies with. When posting a solicitation, it is important to know what commodity code is best for the solicitation, this will ensure vendors receive the notification of an opportunity.

[bookmark: NecessaryTools][bookmark: HowToRegister]How to Register in WEBS
Necessary Information: Full name, Tax Identification Number
WEBS does not work using the browser Google Chrome. Use Internet Explorer or Mozilla Firefox. 
There are 4 steps to completing the process to register in WEBS:
Agreeing to the Terms:
Go to the Log In Screen and select “Register Now” https://fortress.wa.gov/es/webs/ 
[image: ]
Review the WEBS Memorandum of Agreement; you cannot register unless you agree. Select “Next” to move on to the next step.
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Step 1:
Fill in the account administrators information and company profile.
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The areas highlighted in yellow explained:
Notify the account administrator of opportunities? This means the address entered above will receive notifications of solicitation opportunities based on the commodity codes that are selected in step 3. If you wish to turn off the notifications at some point, change this option to “No”.
Display company contact information to other companies for partnering opportunities. This function allows other vendors to search your company in WEBS to reach out and partner/subcontract with. If you do not want other vendors to view your contact information, change this option to “No”.
Fill in the ownership profile.
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The areas highlighted in yellow explained:
If you do not wish to enter your company’s ownership demographic, select “No”
If you are not a small business and based in Washington, select “Not a Washington-based small business”
Step 2: 
Add other contacts from your organization to your account. This is highly recommended, notification updates can be turned on or off by the contact name. 
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Step 3:
Type in a Commodity Codes or key word that best represents the type of work your business does. Or view the entire commodity code list. Check all that apply and select “Add” at the bottom of the page. Then, select “Next”, once registered, you can update the commodity codes at any time. 
WEBS uses the commodity code list maintained by National Institute for Government Purchasing (NIGP) and North American Industry Classification System (NAICS).
NIGP Codes are a universal taxonomy for identifying commodities and services in procurement systems. It is available as a 3-digit class code, a 5-digit class-item code, a 7-digit class-item-group code, and a detailed 11-digit code.
The North American Industry Classification System (NAICS) classifies business establishments for the purpose of collecting, analyzing, and publishing statistical data related to the U.S. economy. The NAICS industry codes define establishments based on the activities in which they are primarily engaged.

Step 4:
Select the counties in Washington State that your business can provide to. Hold the “ctrl” button on your keyboard to select more than one county. 

After you have completed the registration form, the WEBS team will verify your request, you will receive confirmation email when the verification is completed, typically 1 business day turnaround time. 

[bookmark: WEBSlayout]WEBS Layout
[bookmark: ManageCC]Manage Commodity Codes
Contract administrators will post solicitations using commodity codes, based on the commodity codes you have selected; those are the notification opportunities you will receive. It is important to update your commodity codes and review them on a regular base. 
To add or remove a commodity code, follow these steps:
Select “Manage Commodity Codes”
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To add a commodity code, type in the code or key word, then select “Search”
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Check all of the codes that apply, then select “Add”
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To remove a code, check all of the codes you wish to remove, then scroll to the bottom and select “remove”
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[bookmark: ManageGeographic]Manage Geographic Designations
The geographic designations selected, indicated the locations your business is able to provide services or goods. To alter this information, follow these steps:
Select “ Manage Geographic Designations”
[image: ]
To remove, select “remove” next to the location. 
To add, select the location you intend to add (to select multiple, hold down ‘ctrl’ on your keyboard, then select “Add”
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[bookmark: ManageProfile]Manage Profile/Passwords
The account administrator is the only person who has the ability to alter the registered account, if you are an additional account member, you are able to update your information but not the entire vendor account. If you are the administrator, follow the steps below to alter the company profile, ownership profile or corporate location.
Select “Manage Profile/Password
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Select “Make Changes To Profile”
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Make any changes to the Administrator information, company profile. Ownership profile, or corporate location, then select “save”. 
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[bookmark: ManageContacts]
Manage Contacts 
To add, edit or remove a contact in your account other than the administrator select “Manage Contacts”
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Select add, and fill in all of the required fields, then select “save”. Notify this contact of opportunities, means this contact will receive notification opportunity emails when an agency selects a commodity code while posting a solicitation that you have chosen.
[image: ] 
To alter an existing account, select “edit” next to the contact, alter the information and select “save”. To remove a contact, select “remove”.
[bookmark: ViewUserGuides]View User Guides
There are several user guides postes in WEBS, select “Download” to view that specific guide. 
WEBS Handouts: This flyer is used by government entities to encourage vendors to register in WEBS.
WEBS Reports for Government Users: This document shows the reports that a government entitiy has access to, your company will be included in these reports for government entities. 
NIGP Commodity Codes: This is an excel version of all of the commodity codes in WEBS. 
WEBS Manual for Gov’t Customers: This is the user guide for governement entities and displays their WEBS view. 
WEBS Manual for Vendors: This document is the user guide for vendors. 
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[bookmark: SearchOpport]Search Opportunities 
The search opportunities function allows the vendor the option to search for posted solicitations. 
Select Search Opportunities, the system will default to your company’s commodity codes and counties. To view other commodity codes or counties, select the “All Commodity Codes” and “All Counties”. There is also an option to search for solicitations posted by government organization. Click the drop down button to select a government organization. There is also an option to search solicitation by keyword. Use one of the search options or a combination that best meets the search needs. 
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[bookmark: SearchVendors]Search Vendors
There is an option to search for other registered vendors, who have chosen to share their information, for partnering opportunities. Only vendors who choose to share this information will be visible. 
Select “Search Vendors”
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Enter criteria using a combination of filters:
Vendor Name, City, State, Zip – These fields are for which the business is located
Search by Commodity Codes – Here you may enter a keyword or a known code in the top block and press the “search commodity codes” link on the right. You may also use the drop down menu to pick a category, which will give you several options of codes that may meet your needs. If you need to enter more than one keyword or code, separate by using a comma in between the search terms. Once you have entered your keywords/codes, click “search commodity codes
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Select the results with the option to individually check commodity codes or “check all codes”. Check the appropriate boxes and then the save button.
[image: ]
Search by Diversity Type – By clicking “All Diversity Types”, your results only include businesses that meet the OMWBE, Small Business or Veteran-Owned criteria. Below you may narrow your search to specific diversity types. If you do not click anything in this block, your results will contain all business types.
Counties – This block represents the counties which businesses have indicated they are willing to do business in. For example, if you are looking for a business to complete work in Douglas County, then click Douglas County. You may select all counties by clicking “Select All Counties”.
[bookmark: ViewHistory]View History
To view information on your company’s history, select “ View History”, click the drop down option to view solicitation downloaded by your company or solicitations your company was notified of. 
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[bookmark: Logout]Logout
To log out of the system, select “logout”
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Sources: 39.26.150 Public Notice, WEBS
8/10/2016		Page 1 of 21
Rev 2/6/2018		Page 21 of 21
image1.png
Washington’s @Iectronic Business Solution
WEBS for Vendors

« New to the vendor registration system? Click the Register Now link to begin
the registration process.

« Already registered? Enter in your email address and password to login.

« Are you a Government organization? Go to WEBS for Government.

« A listing of current open solicitations can be found at the Public Bid
Calend:

« Search for other businesses.

email s [T

password - Forgot My Password?
eI 5 feriion




image2.png
contacting the State of Washington, at webscustomerservice@des wa gov.
1Agree © 1 Do Not Agree
NEXT

17 you need assistance in the vendor registration process, please see our “how
YouTube . If you need additional assistance, please contact us at
Webscustomerservice@des.wa.gov

0 videos on




image3.png
Vendor Registration
Steptof4.

* Indicates Required Fields. shelp
Account Administrator

‘The account administrator manages all information for this vendor account.

AimiisiatorFrsame imisiatr oo
Ron | essy ]
i Adiess

[Ron Weasly@gmail.com |
Reenter Email Address -

[Ron Weasly@gmail.com |

Yes Ono

Yes

Company Profile

Federal ID# (FEIN) * x help SN~ anelp
[111m111 JoRr|

Company Name *

|Weasly Knitting Company |

DBA Name

o o s famon-
[www WKC.com |[22222222 IE] ]





image4.png

image5.png
Vendor Registration
Step2of4.

whelp
Add Additional Contacts

1F you wish to add additional Contacts who wil receive Solicitation Notifications, you can add
them here. When you have added any Contacts that you would like, click Next to proceed.
Contacts can also be added after you complete the registration.

ADD___El| NEXT K]




image8.png
Washington's (@lectronic Business Solution

iome 3] Loout

Manage Commodity Codes shelp

‘Search for commodity codes
Enterin a keyword or keywords for your search criteria. Click the Search button 1o execte the search.
For addiional searching ips cick on the help lnk.

JEE—

View entire commodiy code listing

My Commodity Codes

= O

[FABCDEFGHIIKLMNOPQRSTUVWXYZ - Normal View - Full List

00505 Abresives Aorasve Equipmentand Tools
sorases
e Toraes G G o
sorasves
00556 Abrasives. Abrasives, Tumbling (Wheel) (=]
sorasves
Compier Sofware Fortht
20913 And Mainframe Computers Application Software, Minicomputer
(Preprogrammed)
Computer Software For Mini And Mainframe Computers (Preprogrammed)
G Processing, Compuer, o
- Applications Software (For
52014 Drogammins And Somwe A0
! Minicomputer Systems)
Data Processing, Computer, Programming, And Software Services
Rutomsive Accessores For ¥
05545 Automabies, Guses Trars, LS and Lens: Bacup, Sop ol
Trucks, Etc.

Automotive Accessories For Automobiles, Buses, Trailers, Trucks, Etc.





image9.png
Manage Commodity Codes shelp

‘Search for commodity codes
Enterin a keyword or keywords for your search criteria. Click the Search button 1o execte the search.
For addiional searching ips cick on the help lnk.

R —
o Searc by Ctegry

View entire commodiy code lsting

My Commodity Codes

[FABCDEFGHIIKLMNOPQRSTUVWXYZ- Normal View - Full List

005.05 Abrasives Abrasive Equipment and Tools 5]
Abrasives

‘Abrasives, Coated: Cloth, Fiber, ]

005-14  Abrasives e





image10.png
Manage Commodity Codes

suhelp

'SEARCH RESULTS for "Flooring”
To add commoities o your vendor profie, chick the bosx o the eft of the code. Check al that apply.
Click the ADD button after making your selectons.

(] Checkall codes
#ABCDEEGHIJKLMNOPQRSTUYVWXYZ - Normal View - Full List

Building Construction Services, New
(Incl. Maintenance And Repair
Services)

Finishes: Flooring, Wall and Ceiling,
etc.

jiding Construction Services, New (Incl. Maintenance And Repair Services)

14~ Construction Services, Trade (New
Construction)

Flooring

Construction Services, Trade (New Construction)

(=]

910 Building Maintenance, Installation And_Flooring Maintenance and Repair to

25 Repair Services

Include Refinishing and Sealing

Building Maintenance, Installation And Repair Services

(=]

805 Sporting Goods, Athletic Equipment
47 And Athletic Facility Equipment

Flooring, Temporary Portable (Athletic
Facility)

‘Sporting Goods, Athletic Equipment And Athletic Faclity Equipment

Floor Covering, Floor Covering
Installation And Removal Equipment,
And Supplies

360-
2

Hardwood Flooring

Floor Covering, Floor Covering Installation And Removal Equipment, And Supplies.

(=]

Floor Covering, Floor Covering
Installation And Removal Equipment,
And Supplies

360-
60

Special Flooring, Industrial, Resinous,
Elastomeric Liquid, etc.

Floor Covering, Floor Covering Installation And Removal Equipment, And Supplies.

(=]

Floor Covering, Floor Covering
Installation And Removal Equipment,
And Supplies

360-
69

Floor Covering, Floor Covering Installation And Removal Equipment, And Supplies.

Steel Flooring





image11.png
03775 Amusement, Decorations, Souveni
78 Entertainment, Gitts, Toys, Etc. _etc.

Amusement, Decorations, Entertainment, Gifts, Toys, Etc

Consruction Senvices, General g, -
51276 (ot Matenance And Repair ST e, Parking Facite, Lane
[Sorvics)] ivisions, etc. (Paint)

Construction Services, General (Incl. Maintenance And Repair Services)

Dat Processng, Computer
52063 Programming, And Somars  SySeTSIEXecutive Sofwars,
Program Inicompuer

romotional, Advertising,

Data Processing, Computer, Programming, And Software Services

Training Aids, Materials, and Equipment
785.92 SChool Equipment, Teaching for the Industrial Trades (Welding,

Aids, And Supplies Electrical, Instrumentation, Indusirial ~*
Mechanics, etc.)
School Equipment, Teaching Aids, And Supplies
Data Processing, Computer,
92096 Programming, And Software  wword Processing Software, v

o Minicomputer

Data Processing, Computer, Programming, And Software Services





image12.png
Manage Geographic Service Designations.

‘Adams
Asotin
Benton
Chelan
Clallam
Clark
Columbia
Cowlitz
Douglas
Ferry
Frankiin
Garfield
Grant

Grays Harbor
Island
Jefferson
King

Kitsap

g .




image13.png
Manage Geographic Service Designations.

suhelp

‘Adams
Asotin
Benton
Chelan
Clallam
Clark
Columbia
Cowlitz
Douglas
Ferry
Frankiin
Garfield
Grant
Grays Harbor
Island
Jefferson
King

Kitsap
Kittitas
Klickitat
Lewis
Lincoln
Mason
Okanogan
Pacific
Pend Oreille
Pierce.

San Juan
Skagit
Skamania
‘Snohomish
Spokane.
Stevens
Thurston
Wahkiakum
Walla Walla
Whatcom
Whitman
Yakima

Please select counties you are willng to provide goods or services in.
(To select more than one option, hold down ‘ctrl" or ‘cmd)





image14.png
Manage Profile ahelp

‘Account Administrator Name
WEBS Administrator

Email Address.

deswebstestvendor@gmail.com

Noltify the account administrator of opportunities?

Yes

Display company contact information to other companies for partnering opportunities
No

Registered: 12/22/2008 Updated: 2/1/2018

Federal ID# (FEIN)
—
SSN
Company Name
<WEBS Admin Vendor Account™
DBA Name

Web Address ‘Washington UBI # #of Employees

Owmership Profile

Do you wish to enter the demographic profie of your company? No

Other certifications or licenses you possess
[ )

Corporate Location

Street Address 1
1500 Jefferson

Street Address 2

city state zip
Olympia Washington 58504
Phone Number

(360) 902-7400

Fax Number

0-

Notification Lists s What's this?

List Name (Government Agency Name)
ITPS_08215_05 (Enterprise Services (DES), Dept. of)

MAKE CHANGES 10 PROFILE El]





image15.png
Manage Profile ahelp

Account Administrator uaki ciances To paoriL Bl

‘Account Administrator Name
WEBS Administrator

Email Address.

deswebstestvendor@gmail.com

Noltify the account administrator of opportunities?
Yes

Display company contact information to other companies for partnering opportunities
No

Registered: 12/22/2008 Updated: 2/1/2018

Company Profile

Federal ID# (FEIN)
45-2098870
SSN





image16.png
Please identify other certifications or licenses you possess  help

[None Bl | Cerntcation Numoer
I A

Certfcaton Name
[None ol || Certfication Numoer

I o
Certficaton Name

Corporate Location

Street Address 1+
[1500 Jefferson |

Street Address 2
[ ]
city * State * zip *

[olympia | [Washington v o850 ||

Phone Number *

(55002 ann |

Fax Number

I





image17.png
Wanage Commodity Codes Manage Contacts xhelp

MATAgeCEOGTaPNICIDESGRANIGRS] | Please select the contact to update

Name Email Notification

Manage Profile/Password R — Yes
—_— No

Manage Contacts 4

View User Guides

Search Opportunities
ADD

Search Vendors

View History

Logout




image18.png
Manage Contacts.

suhelp

= Indicates required fields
First Name * Last Name*

CHH e[ ]
L

Notify this contact of opportunities? * _

Click to copy the Location information from the Vendor Profile
St

a2 ‘

- —

\ Vasirgn i —
o

i

fonnes





image19.png
Washington's /@lectronic Business Solution

5] Home 5] Losour

User Guides

[WEBS handouts 3/13/2013 downioad (&
[WEBS Reports Detail for Government Users. 1/31/2013 downioad (&
INIGP Commodity Codes 3/7/2013 downioad (&
WEBS Manual - for Gov't customers 9/26/2016 dowrload




image20.png
Washington's (@lectronic Business Solution

Search Opportunities.

4] Houe 3] Loout

suhelp

Search By
Commodity Codes

Counties

Keyword Search:

Filter by Government Organization:

© All Commodity Codes

© Al Counties

Aberdeen WW.TP. City of

Aberdeen, City of

Adm

ative Hearings, Office of

Aging & Long Term Care of Eastem Washington

Feedback

Agriculture, Department of

Alliance of People with disAbilties
American Indian Health Commission

American Red Cross Serving King and Kitsap Counties
Anacortes School District

Anacortes, City of

Apple Commission

Archagology and Historic Preservation, Department of
Arctic Submarine Laboratory (US Navy)

Arden

Department SCFD 7
Arizona Lottery

Arlington, City of

Asotin County

Assocation of Boxing Commissions

Association of Washington Cities





image21.png
Search For Vendors who have checked yes in WEBS to share their contactinfo: ~  help

Identify search criteria using any combination of filters below

Vendor Name

L

city state zip
[ | [(SelectaState)  v]|

Search By Commodity Code(s)

Isearch for commodity codes
|Entern 2 keyviord or keywords for your search criera. Click "Search Commodity Codes” to execute the.
earch. Click the boses next o the commodity codes and click “Save” 1o 3dd them to the vendor ssarch.

Search by
Keyword or Code:

cmmaa

40 Search Commodity Codes

[ Al Diversity Types (OMWBE. Small Business, Veteran-Owned)





image22.png
| Search For Vendors who have checked yes in WEBS to share their contact info:  x help

| 1dentify search criteia sing any combination of fiters below

Vendor Name

L

city state zip

]
]
I [ | [(Selectastate)  v||
]
]
]

Search By Commodity Code(s)

Isearch for commodity codes
|Entern 2 keyviord or keywords for your search criera. Click "Search Commodity Codes” to execute the.
earch. Click the boses next o the commodity codes and click “Save” 1o 3dd them to the vendor ssarch.

Search by
Keyword or Code:

s
e

() Al Diversity Types (OMWBE, Small Business, Veteran Owned)
OR





image23.png
Isearch for commodity codes
[Enterin a keyword or keywords for your search crteria. Click "Search Commodity Codes” 1o execute the

earch. Click the boses next o the commodity codes and click “Save” 1o 3dd them to the vendor ssarch.

w1 ommoutyCodes
Keyword or Code 4D Search Commocity Cod
oo
Corchy | brasives

(] Check all codes +D save
1
00505 Abrasives. Abrasive Equipment and Tools
00514 Abrasives. Abrasives, Coated: Cloth, Fiber, Sandpaper, efc.
Abrasives
[ oos2s Abrasives. Abrasives, Sandblasting (Other than Metal)

Prom—





image24.png
whelp

Please Select

D Master Contract
00508 Janitorial
[Services Open
Enroliment
[Announcement

D Radiation air
[Emissions Solution

D £vent Registration
|Auction Software

D DIR List of
|aperoved Appraisers

D TRANSCRIPTION
ISERVICES

Date
Closed

Enroll in the pool of tier one vendors. Details and enrollment instructions are available at:
ttp://wvew.des. wa.gov/services/ ContractingPurchasing/CurrentContracts/ Pages/JMC_Vendorlnfo.aspx 1/ 31/2018|

The Department of Health, Office of Radiation Air Protection (ORP) is seeking information on COTS|
products and/or vendor developed and hosted solution that include functions to manage the ORP's  2/2/2018
essential radioactive air emissions applications and licenses activities.

Event Registration Auction Software 6/8/2017

The purpose of this Request for Qualifcations (RFQ) i to develop a pool of qualifed real property

‘2ppraisers for inclusion in the DNR List of Approved Appraisers. The State of Washington Department

of Natural Resources (DNR) manages more than 5,000,000 acres of state-owned land, and it requires 4/30/2017
‘2ppraisal services for a variety of purposes, including sale, lease, disposition, transfer, impressment of
conservation easements, and other uses.

LA has issued this RFQQ to solicit responses from individuals or firms interested in contracting with

L& to provide transcription services on an as needed basis. /3012017




image25.png
Manage Commodity Codes.
Manage Geographic Designations
Manage ProfilelPassword

Manage Contacts

View User Guides

Search Opportunities

Search Vendors

View History

Logout





image26.png
f Washington St?te Department’of
Enterprise Services




