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Introduction

Unicom Systems Inc. owns and operates bidsCanada, a search engine and e-mail notification service
that is used daily by thousands of businesses to find information on tenders, requests for proposal (RFP),
requests for quotation (RFQ) and other bid solicitations. The value proposition of bidsCanada:

e For buyers in Canadian public sector organizations, Fortune 500 companies and other large
corporations: effectively reach thousands of qualified suppliers to ensure best value in the
procurement of goods and services.

e For suppliers: increase sales while saving the time, money and effort required to manually
monitor dozens of websites for opportunities.

You can post your bid solicitations to bidsCanada free of charge if your organization is:
e in the Canadian public sector (including Crown Corporations).
e a Canadian Fortune 500 company or other large corporation.
e athird party company that posts bid solicitations on behalf of Canadian public sector
organizations, Fortune 500 companies or other large corporations.

If your organization qualifies, all you need to do is set up a free Unicom Systems account.

Features:

e Multiple users from an organization can post and manage bid solicitations.

e Bid solicitations are automatically posted to bidsCanada on a daily basis. This allows you to
leverage bidsCanada to reach thousands of qualified suppliers.

e Bid solicitations can be integrated with your own website. Integration is simple and takes only
minutes. Code is provided.

e Bid solicitations can include attachments in Adobe Acrobat (PDF) format.

e Bid solicitations can incorporate United Nations Standard Products and Services Codes
(UNSPSC). An easy to use lookup tool is provided.
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Using this manual

This manual makes extensive use of bookmarks and hyperlinks to aid navigation and is intended to be
used with the free Adobe Acrobat Reader. Therefore, it is strongly recommended that you enable the
Bookmarks feature in Adobe Acrobat Reader. This can be done by going to the Adobe Acrobat Reader
menu and selecting View | Navigation Panels | Bookmarks. See Figure 1 and Figure 2.
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Contact information and additional on-line resources

If you have any questions or concerns regarding this manual or posting and managing bid solicitations,
please contact:

Unicom Systems Inc.

8011 Melburn Drive

Mission, British Columbia

Canada V2V 7B6

E-mail: inquiries@unicom-systems.com

An on-line Frequently Asked Questions (FAQ) page is available at:
http://www.unicom-systems.com/Default. CFM?Page=180
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Javascript and Cookies

The Unicom Systems website uses both Javascript, and Cookies to provide advanced functionality to
users. Please ensure that your web browser is configured to allow both Javascript and Cookies. If
Javascript and Cookies are not enabled on your web browser, you will be unable to use the site and will
receive the following message:

In order to use this site you must have both javascript and cookies enabled on your browser. Your
browser currently has javascript and/or cookies disabled. Please change your browser settings or
contact your technical support staff for assistance.

If you receive this message and cannot configure your browser yourself, you will need to contact your
own technical support staff for assistance.

Attachments with bid solicitations

You can upload and include attachments with your bid solicitations. Each attachment must be in Adobe
Acrobat (PDF) format and be no more than 5 MB in size. You are limited to a total of 100 MB of disk
space for attachments per organization. If your attachments are in some format other than Adobe Acrobat
(PDF), you will need to contact your own technical support staff for assistance.

Recommended web browsers

For best results we recommend that you use one of the following web browsers when using the Unicom
Systems website:

e Microsoft Internet Explorer 8.0.6001.18928

e Mozilla Firefox 3.6.3.

The Unicom Systems website has been extensively tested using these web browsers. The site may not
function properly with other web browsers.
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Setting up an account

Step 1: Navigate to the Unicom Systems website.
http://www.unicom-systems.com

Step 2: Click the “Set Up Account” link.
See Figure 3.

The “Account details” page will open. See Figure 4.

Iff Unicom Systems Inc. - tenders. requests for propozal [RFFP). requestz for quotation [RFQ] and ot - Windows Internet Explorer

(=1 = IE biktp: A A unicornn-systerns. com/’

File Edit “iew Favartes  Toolz  Help

“71_1? Favorites @ IJricom Syztems Inc. - kenders, requests for propozal [B. .. | |

Unicom Systems Inc. owns and operates bidsCanada, a search engine and e-mail noti
thousands of businesses to find information on tenders, requests for proposal (RFF), re
solicitations for the supply of goods and senvices. The value proposition of bidsCanada:

Figure 3
Step 3: Complete the required fields on the “Account details” page.
Required fields are denoted by an *. See Figure 4.
Version 1.1

Copyright 2010 Unicom Systems Inc. All rights reserved


http://www.unicom-systems.com/

NICOM

S Y S Mm s

IMPORTANT:

e You will need to enter a valid “Organization Website Address”. This is usually the address to the page on your website where you display
additional information regarding specific bid solicitations or information on responding to bid solicitations. If you intend to have multiple
users from your organization posting bid solicitations, ensure that you all use the same “Organization Website Address”. This is required to
properly group and display solicitations. See Figure 4.

e Ensure that you use a valid e-mail address. This is important as a confirmation message will be sent to the e-mail address that you
provide. Your account cannot be set up without a valid e-mail address. See Figure 4.

Step 4: Click the “I agree to the terms and conditions” radio button.

Carefully read and understand both the “Terms and Condition of Use” and the “Privacy Policy” prior to selecting the “l agree to the terms and
conditions” radio button. See Figure 4.
Step 5: Click the “Submit” button.
See Figure 4.
Once you have successfully completed and submitted your account information, a message will be sent to the e-mail address that you provided. In

order to establish an account you must confirm your e-mail address by clicking a link in that message. Please note that your account will not be
activated until your e-mail address has been confirmed. This is done to ensure that the e-mail address that you provided belongs to you.

Once your e-mail address has been confirmed, your account will be reviewed. If your account meets Unicom Systems’ review criteria, it will be
activated and you will be sent user credentials and further instructions via e-mail. The user credentials and instructions will enable you to begin
posting tenders, requests for proposal (RFP), requests for quotation (RFQ) and other bid solicitations immediately. The account review and
activation process generally occurs within 24 hours of an e-mail address being confirmed.
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e Bid Solicitations L iti ivacy Policy About

<<Log In=>
Please complete and submit your account details. Fields with * are mandatory.

* First name |J0hr1
* Surname |D|:|e
* Organization name |Ynur Organization

* Organization website address (e.g. www._yourorganization.ca)
Note: ensure that all users from your organization who post bid solicitations use
the same website address. This is required to properly group and display bid

Iw_yuurnrganizatiun_cafbidsulicitatiunsf

salicitafions.
* Province, state or country IDNTARID j
* E-mail address |thn.due@yuururganizatinn.ca

By accessing this website, you are agreeing to be bound by the Unicom Systems Terms and Conditions of Use and the Privacy Policy below:

Unicom Systems Terms of Service and Conditions of Use ﬂ
1. Your relationship with Unicom Systems

1.1 Your use of Unicom Systems' products, software, services and LI

s
Privacy Policy :I

Your privacy is very important to us. RAccordingly, we have
dewveloped this Policy in order for you to understand how we ;l

| agree to the terms and conditions ® | do not agree to the terms and conditions ©

All entries, except for E-mail Address and Organization Website, will be aufomatically changed fo upper case. E-mail Address and Organization Website will be

automatically changed to lower case.

%

Figure 4
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Updating an account

Logging In

Step 1: Navigate to the Unicom Systems website.
http://www.unicom-systems.com

Step 2: Click the “Update Account” link.
See Figure 5.

I.I"_'." Unicom Syztems Inc. - tenders. requests for propozal [RFP). requests for quotation [RFA] and ot - Windows Internet E xplorer

(== IE httpe 4 Ao unicom-systerns. comn,

File Edit “iew Favorites Toolz  Help

‘T\_:I’ Favarites @ nicom Syztems Inc. - kenders, regquests for propozal [B. . | |

e Account

Unicom Systems Inc. owns and operates bidsCanada, a search engine and e-mail notif
thousands of businesses to find information on tenders, requests for proposal (RFF), re
solicitations for the supply of goods and semvices. The value proposition of bidsCanada:

Figure 5

Step 3: Enter your user name and password.
See Figure 6.
Your user name and password were sent to you via e-mail when your account was approved. If you have forgotten your username or password or

if you are not sure if you have an account, click the link below the “Submit” button and then follow the online instructions. See Figure 6.
Step 4: Click the “Submit” button.
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See Figure 6.

The “Account details page” will open. See Figure 7.

UNICOM
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Home  Set Up Account Update Account Post & Manage Bid Solicitations FAQ Terms & Conditions/Privacy Policy Contacts About
Log In Posting and managing bid sclicitations requires a free Unicom Systems account.
User Mame s [f you have an account, please log in to:
|j|:|hn.|:||:|e@ynurnrganizatiu o post and manage bid solicitations.
Password o update your account information.
II'I'II'I'I'II'

+ [f you do not have a free account, you can set one up by clicking here.

k + If you are not sure if you have already have an account click here.
If vou have forgotten your

usermame and/or password or
if you are not sure if you have
an account, click here.

& Copyright 2010 Unicem Systems Inc., all rights reserved.
E-mail: inguiries@unicom-systems. com

Figure 6

Updating the account
Step 1: Update the required fields on the “Account details” page.

Required fields are denoted by an *. See Figure 7.

Step 2: Click the “Submit” button at the bottom of the page.
See Figure 7.
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z<lLog Out=>>

Please complete and submit your account details. Fields with * are mandatory.

* First name IJOHN
* Surname |DOE
* Organization name |YOUR ORGANIZATION

* Organization website address (e.g. www.yourorganization.ca)
Note: ensure that all users from your organization who post bid solicitations use

the same website address. This is required to properly group and display bid |mwv.y0ur0rganizatiun.caa’bidsolicitatiuns.-’
solicitations.

* Province, state or country |ONTARIO j
* Password I........

* Confirm password |uuuu

* E-mail address |_i0hn_doe@yuurorganization_ca

By accessing this website, you are agreeing to be bound by the Unicom Systems Terms and Conditions of Use and the Privacy Policy below:

Unicom Systems Terms of Service and Conditions of Use ﬂ
1. Your relationship with Unicom Systems

1.1 Your use of Unicom Systems' products, software, services and

Privacy Policy

Ll

Your privacy is very important to us. Accordingly, we have
developed thi=s Policy in order for you to understand how we
collect, use, communicate and disclosze and make use of perszonal

L

| agree to the terms and conditions ® | do not agree ta the terms and conditions

Al entres, except for E-mail Address and Organization Websife, will be automatically changed to upper case. E-mail Address and Organization Website will be

automatically changed to lower case.
Submit |

& Copyright 2010 Unicom Systems Inc., all rights reserved.
E-mail: inguiries@unicom-systems. com

Figure 7
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Managing bid solicitations

Logging In

Step 1: Navigate to the Unicom Systems website.
http://www.unicom-systems.com

Step 2: Click the “Post & Manage Bid Salicitations” link.
See Figure 8.

ﬂi Unicom Systems Inc. - tenders. requests for propozal [RFP). requests for quotation [RFA] and ot - Windows Internet E xplorer

(=1 = |g hittpe 4 Ao unicomm-systerns. com,

File Edit “iew Favorites Toolz  Help

‘T,:I’ Favorites E nicom Systems Inc. - kenders, reguests for propozal (B... | |

Bid Solicitations

Unicom Systems Inc. owns and operates bidsCanada, a search engine and e-mail notif
thousands of businesses to find information on tenders, requests for proposal (RFF), re

solicitations for the supply of goods and semvices. The value proposition of bidsCanada:

Figure 8

Step 3: Enter your user name and password.
See Figure 9.

Your user name and password were sent to you via e-mail when your account was approved. If you have forgotten your username or password or

if you are not sure if you have an account, click the link below the “Submit” button and then follow the online instructions. See Figure 9.

Version 1.1
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Step 4: Click the “Submit” button.
See Figure 9.
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o post and manage bid solicitations.

Ijuhn_due@ynururganizatiu =
o update your account information.

Password

If vou have forgotten your
usemname and/or password or
if you are not sure if you have
an account, click here.

Set Up Account Update Account Post & Manage Bid Solicitations Terms & Conditions/Privacy Policy Contacts About
ng In Posting and managing bid solicitations requires a free Unicom Systems account.
User Mame + [fyou have an account, please log in ta:

If yvou do not have a free account, you can set one up by clicking here.
" — Py chenanas

k « [f you are not sure if you have already have an account click here.

& Copyright 2010 Unicom Systems Inc., all rights reserved.
E-mail: inguiries@unicom-systems. com

Figure 9

Posting a bid solicitation

Step 1: Log in.

For additional information, see “Managing bid solicitations - Logging In”.

Step 2: Click the “Post a bid solicitation” link.
See Figure 10.

The “Post a bid solicitation” page will open.

Version 1.1
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Contacts About

==l og Qut>=>

Manage your bid solicitations - JOHN DOE
Disk space remaining for attachments: 100 MB allotted - 0.00 MB used = 100.00 MB remaining

[Post a bid solicitation]  [View all bid solicitations for YOUR ORGAMNIZATION]  [Get integration codelfview users]

Search Maximum number of records to display
| [20

Submit |

There are no records to display.

& Copyright 2010 Unicom Systems Inc., all rights reserved.
E-mail: inguiries@unicom-systems. com

Figure 10

Step 3. Complete the required fields.
Required fields are denoted by an *.

IMPORTANT:
e The Description can be no more than 1,000 characters long. The remaining number of characters is displayed as you type.

e The Closing Date must be greater than the current date but less than one year in the future. Closed bid solicitations are automatically
deleted from the system.

o If the Status is “Active” (the default), the bid solicitation will be posted to bidsCanada within 24 hours - bid solicitation are not posted to
bidsCanada in real-time. If the Status is “Inactive”, the bid solicitation will not be posted to bidsCanada. You may wish to set the bid
solicitation to “Inactive” if you wish to continue work on it prior to setting it to “Active” and posting it to bidsCanada.

13
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e UNSPSC is the acronym for the United Nations Standard Products and Services Code. It is a coding system that can be used to classify
both products and services. While it is not mandatory that you use a UNSPC commaodity description when posting a bid solicitation, it is

highly recommended as it greatly assists suppliers when searching for bid solicitations.

For example, if a supplier used the keyword “construction” to search for a road maintenance solicitation in bidsCanada, it would only be
found if the word “construction” was included in somewhere in the title or description of the solicitation. However, if you add a commodity

description for “road maintenance” that includes the word “construction” in the Description or Definition, the same bid solicitation would be

found by the supplier. This is because the Description and Definition are invisibly added to the bid solicitation description. This greatly

increases the chances that a qualified supplier will find and respond to your bid solicitation. This is particularly true for suppliers that offer a

broad range or goods or services. We provide a handy UNSPSC commodity description look up tool for your convenience.

Step 4: Click the “Click here to look up and select a UNSPC commodity description” link.

See Figure 11.

The “Search for UNSPSC Commodity Description” pop up window will open. See Figure 12.

* Primary location where goods or services are to be delivered or work
performed:

ONTARIO
PRINCE EDWARD ISLAND

QUEBEC
SASKATCHEWAN
YUKON TERRITORY =l

UMSPC commodity description:

Note: use of a UNSPC commeodity description is not mandatory but is
highly recommended for both goods and services. It will aid potential
suppliers in searching for this opportunity.

Click here to look up and select a UNSPC commodity description

* Type:

Expression of Interest =]
Invitation to Quote

MNotification of Intent to Contract
Request for Qualifications J
Other -

Figure 11

Step 5: Enter the appropriate keywords to search for a commodity description.

See Figure 12.

Step 6: Click the “Submit” button.
See Figure 12.

Version 1.1
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Step 7: Click on the “Click here to select [commodity code]” link to select the appropriate commodity description.
See Figure 12.

The pop up window will automatically close and the UNSPSC description and definition will be added to your bid solicitation. See Figure 13.

g -- Webpage Dialog

|g bt e unicom-zpgstems. com: D efauliFopl o CRR

b

Close This Window

Search for UNSPSC Commodity Description

UNSPSC is the acronym for the United Nations Standard Products and Senvices Code. It is a coding system to classify both
products and services for use in e-commerce. If aids potential suppliers when searching for opportunities.

If vou cannot find an appropriate description, select Mot Classified by clicking here.

Search |road maintenance Maximum number of records to display IQU

Submit |
Displaying 1 - 20 of 183 records. Mext 20 |

1. Segment code: 72000000 Building and Facility Construction and Maintenance Senvices

Family code: 72100000 Building and facility maintenance and repair services

Class code: 72103300 Infrastructure maintenance and repair services

Commodity code: 72103301 Parking lot or road maintenance or repairs or senvices Click here to select 72103301
This segment includes senices associated with the construction and maintenance of'_cilities,

buildings, structures, roads and infrastructure This segment also includes trades such as general

Definition: contractors, electricians, plumbers, carpenters, painters, and roofing, landscaping, gardening and
pest control.
|http:.f.-’www.uniu:u:um-systems.u:u:um.fDefauItF'u:ulep.EFM |e |ntemet | Pratected Made: Off |_|
Figure 12
Version 1.1
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Step 8: Complete the rest of the required fields on the “Post a bid solicitation” page.

Required fields are denoted by an *. See Figure 13.

Step 9: Click the “Submit” button at the bottom of the “Post a bid solicitation” page.
See Figure 13.

You will be returned to the “Manage your bid solicitations” page. See Figure 14.

Version 1.1
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* Primary location where goods or services are to be delivered or work
performed:

PRINCE EDWARD ISLAND
QUEBEC

SASKATCHEWAN
YUKOMN. S

UMSPC commodity description: .
Note: use of a UNSPC commodity description is not mandafory but fs
highly recommended for both goods and services. It will aid potential
suppliers in searching for this opporturity.

|[Parking lot or road maintenance or repairs or services

. ||Click here to look up and select a UNSPC commaodity description

* Type:

Tender

Reqguest for Proposal
Request for Information
Expression of Interest
Invitation to Quote

* Document reference numkber

|RFP 2010-150

* Title
Note: ensure that you include descriptive keywords that will aid potential
suppliers in searching for this opporturity.

|Rr:rad Maintenance

Description

Note: plain text only with 1,000 characters or less, including spaces and
punctuation. Non plain text formatting will be automatically stripped out.
Ensure that you include descriptive keywords that will aid potential
suppliers in searching for this opporturity.

816 characters left.

My COrganization i=s seeking gualified contractors to provide A|
road maintenance services on as "as required™ basis.

The closing time for this RFP i=s no later than 2:00 p.m.
local time.

Figure 13
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Home

Update Account erms & Conditions/Privacy Policy Contacts

Manage your bid solicitations - JOHN DOE
Disk space remaining for attachments: 100 MB allotted - 0.00 MB used = 100.00 MB remaining

[Post a bid solicitation] [Wiew all bid solicitations for YOUR ORGAMIZATION] [Get integration codefview users]

Search Maximum number of records to display
[ [20

Submit |

Displaying 1 - 1 of 1 record.

About
=<Log Out==

[UPDATEI Request for Proposal: RFP 2010-150 Status: Active
MANAGE Road Maintenance Closing date: Monday, August 02, 2010
ATTACHMENTS]

[DELETE] My Organization is seeking qualified contractors to provide road maintenance services on as

"as required” basis.

The closing time for this RFP is no later than 2:00 p.m. local time.

The primary location where goods or services are to be delivered or work performed is ONTARIO,
CAMNADA.

UNSPSC classification: Parking lot or road maintenance or repairs or senices. Infrastructure
maintenance and repair senvices. Building and facility maintenance and repair services. Building and
Facility Construction and Maintenance Serices. This segment includes senices associated with the
construction and maintenance of facilities, buildings, structures, roads and infrastructure. This segment
also includes trades such as general contractors, electricians, plumbers, carpenters, painters, and
roofing, landscaping, gardening and pest control.

For more information contact:

JOHM DOE E-mail: john.doei@vyourorganization.ca
YOUR ORGANIZATION, ONTARIO, CANADA
Content last updated: Sunday, June 20, 2010

Criginally posted: Sunday, June 20, 2010

Figure 14
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Updating a bid solicitation

Step 1: Log in.
For additional information, see “Managing bid solicitations - Logging In”.

Step 2: Click on the “UPDATE” link.
See Figure 15.

The “Update a bid solicitation” page will open.

Version 1.1
Copyright 2010 Unicom Systems Inc. All rights reserved
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Home

Update Account

Manage your bid solicitations - JOHN DOE
Disk space remaining for attachments: 100 MB allotted - 0.00 MB used = 100.00 MB remaining

[Post a bid solicitation]  [Wiew all bid solicitations for YOUR ORGAMIZATION] [Get integration codefview users]

Search Maximum number of records to display
[ [20

Submit |

Displaying 1- 1 of 1 record.

About
=<Log Qut==

e Request for Proposal: RFP 2010150

MANAGE

ATTACHMENTS]

DELETE]

Road Maintenance

Status: Active
Closing date: Monday, August 02, 2010

My Organization is seeking qualified contractors to provide road maintenance services on as
"as required” basis.

The closing time for this RFP is no later than 2:00 p.m. local time.
The primary location where goods or services are to be delivered or work performed is ONTARIO,
CANADA.

UMNSPSC classification: Parking lot or road maintenance or repairs or semnvices. Infrastructure
maintenance and repair services. Building and facility maintenance and repair services. Building and
Facility Construction and Maintenance Services. This segment includes services associated with the
construction and maintenance of facilities, buildings, structures, roads and infrastructure This segment
also includes trades such as general contractors, electricians, plumbers, carpenters, painters, and
roofing, landscaping, gardening and pest control.

For more information contact:
JOHN DOE

YOUR ORGANIZATION, ONTARIO, CANADA
Content last updated: Sunday, June 20, 2010

E-mail: john doe@yourorganization.ca

Criginally posted: Sunday, June 20, 2010

Figure 15

Version 1.1
Copyright 2010 Unicom Systems Inc. All rights reserved

20



UNICOMWM
S YSTEMS

Step 3: Update the required fields on the “Update a bid solicitation’ page.
Required fields are denoted by an *.

Step 4: Click the “Submit” button at the bottom of the page.

Managing attachments

You can upload and include attachments with your bid solicitations. Each attachment must be in Adobe Acrobat (PDF) format and be no more
than 5 MB in size. You are limited to a total of 100 MB per organization. Note that attached files and their contents are not indexed for searching
purposes.

Step 1: Log in.
For additional information, see “Managing bid solicitations — Logging In”.

Step 2: Click on the “MANAGE ATTACHMENTS?” link.
See Figure 16.

Version 1.1
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Home

Update Account erms & Conditions/Privacy Policy Contacts

Manage your bid solicitations - JOHN DOE
Disk space remaining for attachments: 100 MB allotted - 0.00 MB used = 100.00 MB remaining

[Post a bid solicitation] [Wiew all bid solicitations for YOUR ORGAMIZATION] [Get integration codefview users]

Search Maximum number of records to display
[ [20

Submit |

Displaying 1 - 1 of 1 record.

About
=<Log Out==

[UPDATEI Request for Proposal: RFP 2010-150 Status: Active
MANAGE Road Maintenance Closing date: Monday, August 02, 2010
ATTACHMENTS]

[DELETE] My Organization is seeking qualified contractors to provide road maintenance services on as

"as required” basis.

The closing time for this RFP is no later than 2:00 p.m. local time.

The primary location where goods or services are to be delivered or work performed is ONTARIO,
CAMNADA.

UNSPSC classification: Parking lot or road maintenance or repairs or senices. Infrastructure
maintenance and repair senvices. Building and facility maintenance and repair services. Building and
Facility Construction and Maintenance Serices. This segment includes senices associated with the
construction and maintenance of facilities, buildings, structures, roads and infrastructure. This segment
also includes trades such as general contractors, electricians, plumbers, carpenters, painters, and
roofing, landscaping, gardening and pest control.

For more information contact:

JOHM DOE E-mail: john.doei@vyourorganization.ca
YOUR ORGANIZATION, ONTARIO, CANADA
Content last updated: Sunday, June 20, 2010

Criginally posted: Sunday, June 20, 2010

Figure 16
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Step 3: Click on the “Upload” button.
See Figure 17.

g File Managment -- Webpage Dialog

£ httped v unicom-systems. comd DefaultPopl) p. CFM YPage=1 21 4DocumentR eference=R FP220201 05201 508Messagel D=6 D=AE BCIS0CESI D =4 7 dd4a251 47
Closa This Window ! =

After selecting and uploading files, close this window to attach them to your bid solicitation.
Lsing your mouse, right click on a file to rename or delete that file.

Mote: only Adobe Acrobat POF files that are no more than & megabytes (MB) in size will be accepted for upload. Attached files and
their contents are not indexed for searching purposes.

Folders i3 Upload | 2 Fiefresh Settings

5] RFP 2010-150

|lpload Mew File

. By
—

|http:.a'.-"www.unicu:um-systems.cu:um.»'DefaultF'u:upUp.EFM?F‘age='l 21 &Du:ucumentHeference=F|F|e Internet | Protected Maode: OFf

Figure 17
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Step 4: Click on the “Browse” button.
See Figure 18.

g File Managment -- Webpage Dialog
£ | httpcd Avwan unicom-systems. comd D efaultPopll p. CFM Page=121 4D ocumentR eference=RFP% 202071 0%201 50&M ezzagel D=EEUI D =AEBCIE0CES D =4 7ddd 25147
Close This Window
After selecting and uploading files, close this window to attach them to your bid solicitation.
Using your mouse, right click on a file to rename or delete that file.
Mote: only Adobe Acrobat PDF files that are no more than & megabytes (MB) in size will be accepted for upload. Attached files and
their contents are not indexed for searching purposes.
Folders : ) Upload “Z Refresh ” Settings
£ RFP 2010-150 Upload New File
Select the file to upload
| Upload Selected File || Cancel |
1| | »
|http:.-".-"www.uniu:u:um-s_l,lstems.u:u:um.-"DefaultF‘u:ulep.EFM?F'age=1 el &DucumentHeference=HF|@ |nternet | Protected Mode: OFF I_
Figure 18
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Step 5: Click on the file that you wish to upload as an attachment.

Ensure that the file is in Adobe Acrobat (PDF) format and no more than 5 MB in size. See Figure 19.

fj Choosze File to Upload
o i
@k_/w | . = Data(D:] = My Organization Bid Solicitations - @l ISearn::h @
Organize - Views w Mew Folder (7]

Mame = |~«| Date modified | =| Tupe |v| Size |v|

RFP 2010-150.pdf

Fawvarite L

Il D

&
-

= oD

Folders

s D2l

|

File name: |RFF 2010-150.pdf j I.-’-‘-.II Filez [".7) j
Open |v| Cancel |
v
Figure 19
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Copyright 2010 Unicom Systems Inc. All rights reserved



Step 6: Click on the “Open” button.
See Figure 20.

If_'.‘- Choose File to Upload
6{} | . = Data[D:] = My Organization Bid Solicitations - ml ISearch @J
Organize - "v"iews - * Mew Folder @I
| +] Size |~
Folders
s DA
File name: |RFP 2010-150.pdf j I.-'lll Filez [*.7) j
Qpenh |v| Cancel |
Lt v
Figure 20
Version 1.1
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Step 7: Click on the “Upload Selected File” button.

See Figure 21.

The uploaded file will appear. See Figure 22.

g File Managment -- Webpage Dialog

£ | http:/Asne unicom-gystems.com/DefaultPopll p. CFM PP age=12140 ocumentR eference=RFPE 20201 0%2071 50&Messagel D=6&L | D=4E BCIS0CESID =47 ddda251 47
Close This Window

After selecting and uploading files, close this window to attach them to your bid saolicitation.

Using your mouse, right click on a file to rename or delete that file.
Mote: only Adobe Acrobat PDF files that are no more than 5§ megabytes (MB) in size will be accepted for upload. Attached files and
their contents are not indexed for searching purposes.

) Upload 2 Refresh Settings

Folders
£3 RFP 2010150 Upload New File

Select the file ta upload
|D:\My Organization Bid 5

Upload Selected File || Cancel ‘

W

. By
—

|http:.-’.fwww.unicam-systems.camf'DefaultF’DpUp.EFM?F’age=1 21&0ocumentR eference=RF |@ Intemet | Protected Mode: O

Figure 21
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g File Managment -- Webpage Dialog
£ | http: /e unican-systems. com/DefaultPopUp CFM ?Page=121 tDocumentR eference=RFPEZ 20201 03201 50%Mezsagel D =EEUI D=AE BCIAOCES | D=47dd4 2251 4

their contents are not indexed for searching purposes.

Folders b Upload “2 Refresh Seftings

£5) RFF 2010-150

FOF
i,

RFF 2010-150 pdf

5

Close This Window =
After selecting and uploading files, close this window to attach them to your bid solicitation.
Using your mouse, right click on a file to rename or delete that file.
Mote: anly Adobe Acrobat POF files that are no more than 5 megabytes (MB) in size will be accepted for upload. Attached files and

Kl | »

|htt|:l1.-".-"WWW. unicarm-syztemns. camdDefaultPoplp. CFM YPage=121 D ocumentR eference=RF @ Internet | Pratected kade: OFF l_

Figure 22
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Step 8: Right click on the uploaded file to rename or delete it.
See Figure 23.

g File Managment -- Webpage Dialog
£ | httpe v unicom-spstems. com/DefaultPopUp. CFM ?Page=121 8D ocumentR eference=RFPA20201 0% 201 508M essagel D =EEUID=AE BCIAOCES D =47 dd4a2514°

their contents are not indexed for searching purposes.

After selecting and uploading files, close this window to attach them to your bid solicitation.

Using your mouse, right click on a file to rename or delete that file.
Mote: only Adobe Acrobat POF files that are no more than 5 megabytes (MB) in size will be accepted for upload. Attached files and

Close This Window

[

Folders : () Upload 2 Refresh /* Settings
=5 RFP 2010-150
FOF Select
g Rename
= Delete
RFP 2010-150.pdf |

3

I;'

|http:.-".-"www.uniu:u:um-s_l,lstems.-:u:um.-"DefauItF'u:ulep.EFM?F'age=1 21D ocumentR eference=RF @ Internet | Protected Mode: OFf

—

Figure 23
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Step 9: Click the “Close This Window” link.
See Figure 24.

You will be returned to the “Manage your bid solicitations” page and the file(s) will be attached to the appropriate solicitation. See Figure 25.
Note that you can add, delete or rename files at any time. This is useful if you have addendums or other information to add after posting a bid

solicitation.

g File Managment -- Wehpage Dialog
£ | hitpe A unicom-spstems. comy D efaultPopll p.CFM ?Page=121&D ocumentR eference=RFPZ20201 022201 508 Mezzagel D =6&UI D =AE BC350CES | D=47dd442514°

Close This Window =
After selecting and uploading files, close this window to attach them to your bid solicitation.
Using your mouse, right click on a file to rename or delete that file.

MNote: only Adobe Acrobat PDF files that are no mare than 5 megabytes (MB) in size will be accepted for upload. Attached files and
their contents are not indexed for searching purposes.

Folders {0 Upload 2 Refresh ¥ Seftings

5 RFP 2010-150

RFP 2010150 pdf

<« s
|http:.n"a’www.unicom-systems.cnm.n"DefauItF'npUp.CFM?F’age=1 214D ocumentR eference=RF |0 Internet | Protected bode: OFF l_
Figure 24
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Update Account ] ( i Contacts About
=<lLog Out=>>

Manage your bid solicitations - JOHN DOE
Disk space remaining for attachments: 100 MB allotted - 0.01 MB used = 99.99 MB remaining

[Post a bid solicitation]  [Wiew all bid solicitations for YOUR ORGANIZATION] [Get integration codedview users]

Search Maximum number of records to display
[ [20

Submit |

Displaying 1 - 1 of 1 record.

FLATE Request for Proposal: RFP 2010-150 Status: Active
[MANAGE Road Maintenance Closing date: Monday, August 02, 2010
ATTACHMENTS]

[DELETE] My Organization is seeking qualified contractors to provide road maintenance services on as

"as required” basis.

The closing time for this RFP is no later than 2:00 p.m. local time.

The primary location where goods or sernices are to be delivered or work performed is ONTARIO,
CANADA.

UMSPSC classification: Parking lot or road maintenance or repairs or services. Infrastructure
maintenance and repair services. Building and facility maintenance and repair services. Building and
Facility Construction and Maintenance Services. This segment includes services associated with the
construction and maintenance of facilities, buildings, structures, roads and infrastructure. This segment
also includes trades such as general contractors, electricians, plumbers, carpenters, painters, and
roofing, landscaping, gardening and pest control.

—

_—

Attachments:
ﬂ RFP 2010-150.pdf (0.01 MB, posted Jun-20-2010)

For more information contact:
JOHM DOE E-mail: john_doe@yourorganization.ca
YOUR. ORGAMIZATIOM, ONTARIO, CANADA

Content last updated: Sunday, June 20, 2010
Attachment last posted: Sunday, June 20, 2010

Criginally posted: Sunday, June 20, 2010

Figure 25
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Deleting a bid solicitation

Step 1: Log in.
For additional information, see “Managing bid solicitations - Logging In”.

Step 2: Click the appropriate “Delete” link.
See Figure 26.

Version 1.1
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<<Log Qut=>

Manage your bid solicitations - JOHN DOE
Disk space remaining for attachments: 100 MB allotted - 0.02 MB used = 3998 MB remaining

[Post a bid solicitation]  [View all bid solicitations for YOUR ORGANIZATION] [Get integration codefview users]

Search Maximum number of records to display
[ [20

Submit |

Displaying 1 -1 of 1 record.

LUPDATE] Request for Proposal: RFP 2010-150 Status: Active

[MANAGE Road Maintenance Closing date: Monday, August 02, 2010

ATTACHMENTS]

DELETE] My Organization is seeking qualified contractors to provide road maintenance services on as
QS "as required” basis.

The closing time for this RFP is no later than 2:00 p.m. local time.

The primary location where goods or senvices are to be delivered or work performed is ONTARIO,
CANADA.

UNSPSC classification: Parking lot or road maintenance or repairs or senvices. Infrastructure
maintenance and repair services. Building and facility maintenance and repair services. Building and
Facility Construction and Maintenance Services. This segment includes senices associated with the
construction and maintenance of facilities, buildings, structures, roads and infrastructure. This segment
also includes trades such as general contractors, electricians, plumbers, carpenters, painters, and
raofing, landscaping, gardening and pest control.

Attachments:
T REP 2010-150 Addendum.pdf (0.01 MB, posted Jun-20-2010)

7 RFP 2010-150.pdf (0.01 MB, posted Jun-20-2010)

For more information contact:

JOHN DOE E-mail: john. doe@yourorganization.ca
YOUR ORGANIZATION, ONTARIO, CANADA

Content last updated: Sunday, June 20, 2010

Originally posted: Sunday, June 20, 2010
Attachment last posted: Sunday, June 20, 2010 e

Figure 26
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Step 3: Click the “Yes” button.
See Figure 27.

Contacts About

==l og Qut==

Disk space remaining for attachments: 100 MB allotted - 0.02 MB used = 99.98 MB remaining

WARNING: The bid solicitation "RFP 2010-150" and all associated attachments will be permanently deleted from the system without further
warning! Are you sure you want to delete "RFP 2010-150"7

Yes | Mo

& Copyright 2010 Unicoem Systems Inc., all rights reserved.
E-mail: inguiriesi@unicom-systems. com

Figure 27

Viewing all bid solicitations

You can view all of your own bid solicitations, whether they are currently active or not, on the “Manage your bid solicitations” page. However, you
can also view all of the active and open bid solicitations posted by all users in your organization, including your own, by clicking the “View all bid
solicitations” link. If you opt to integrate bid solicitations on your own website, it will look very similar to the “View all bid solicitations” page.

Step 1: Log in.
For additional information, see “Managing bid solicitations - Logqging In”.

Step 2: Click the “View all bid solicitations” link.
See Figure 28.

The “All open and active bid solicitations” page will open.

34
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date Account rms & ( itions/Privacy Policy Contacts About
==| og Qut==

Manage your bid solicitations - JOHN DOE
Disk space remaining for attachments: 100 MB allotted - 0.00 MB used = 100.00 MB remaining

[Post a bid solicitation] [View all bid solicitations for YOUR ORGAMNIZATION]  [Get integration codefview users]

Search Maximum number of records to display

| [20
Submit |

There are no records to display.

& Copyright 2010 Unicom Systemns Inc, sll rights reserved.
E-mail: inguiries{@unicom-systems. com

Figure 28

Integrating with your website/viewing other users

Unicom Systems provides the code to display bid solicitations on your organization's own website. It is incredibly simple, just a few lines of HTML
code to copy and paste on your own website. The entire process should take your webmaster less than a few minutes to implement.

Please note that the “Organization Website Address” indicated in a user's account settings is used to group bid solicitations for an organization. In
order to properly group and display bid solicitations on your own website, you must ensure that all users from your organization who post bid
solicitations use the same “Organization Website Address” in their account settings. Users from your organization may need to update their
accounts to whichever standard you agree upon for the “Organization Website Address”. See Updating an account.

Step 1: Log in.
For additional information, see “Managing bid solicitations - Logging In”.

35
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Step 2: Click the “Get Integration Code/View Users” link.
See Figure 29.

A pop up window will open with the code you require to display bid solicitations on your own website. Click on the “Click here to e-mail the code”
link to send the code to your webmaster. See Figure 30.

At the bottom of the pop up window you will see a list of all users who have provided the same “Organization Website Address” in their account
information as you did. If you intend to have multiple users from your organization posting bid solicitation, ensure that you all use the same
“Organization Website Address”. This is required to properly group and display solicitations. See Figure 30.

UNICOM
S YSTEMS

Update Account rms & Conditions/Privacy Policy Contacts About

==lLog Qut==
Manage your bid solicitations - JOHN DOE

Disk space remaining for attachments: 100 MB allotted - 0.00 MB used = 100.00 MB remaining

[Post a bid solicitation]  [View all bid solicitations for YOUR ORGAMIZATION] [Get integration codelview users]

Search Maximum number of records to display

| [20
Submit |

There are no records to display.

& Copyright 2010 Unicom Systems Ing., all rights reserved.
E-mail: inguiries@unicom-systems. com

Figure 29
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g -- Webpage Dialog I
£ | http: /e unicarn-spstems. com/DefaultPopl p CFM PPage=1 248w ebsite=wimn 3 2E yourorganization® 2 caZ2Fbidzolicitations 2 2F U D=AE BC3I50CES | D=47 ddda

Close This Window !

You can display bid solicitations posted though Unicom Systems on your organization's own website. It is incredibly simple, just five

lines of HTML code to copy and paste on your own website. The entire process should take your webmaster less than a few minutes
to implement.

Unicom Systems uses the organization website address indicated in a user's account settings to group bid solicitations for an

organization. In order to properly group and display bid solicitations on your own website, you must ensure that all users from your
organization who post bid solicitations use the same website address in their Unicom Systems account settings.

Once all users from your organization are using the same organization website address, simply forward the following code to your
webmaster to display bid solicitations on your own website.

<iframe src="http:ffw.micnm—systems.cnm;’DefaultPDpUp.CFH?;I
Fage=120&IFrame=Yes&tWebsitce=www.vourorganization.ca/bidsolic
itations/™ width="100%" height="100%">

Rk

Your browser does not support iframes.

</p>

< /fiframe>

[~

Click here to e-mail the code

The following users have indicated that www_yourorganization.ca/bidsolicitations! is their organizaiton website address:

« JOHMN DOE
||"|tt|:l1.-".-"WWW.L,Ir'liCI:II'I'I-Sj,'StE!I'I'IS.CCII'I'I.-"DEfEU“PDDUD.EFM?PEIQE=124&WEhSitE=WWW22E}'Du[D[ @ Internet | Pratected kade: OFF l_
Figure 30
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