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Overview

About This Guide

The Vendor Portal was created by the Illinois Department of Transportation for use by companies
wishing to use electronic bidding as the “prime” contractor for State of Illinois highway construction
projects. The IDOT Vendor Portal requires login by State of Illinois Public Account, confirming the
identity of the user. Interfacing with the iCX (Integrated Contractor’s Exchange) electronic bidding
application, this Portal facilitates submission of electronic bids. This guide will step the user through the
process of creating a State of Illinois Public Account, logging into the Portal, registering their company,
and additional user role maintenance.

Intended Audience
This guide is intended for use by Companies who wish to use the Vendor Portal to facilitate electronic
bidding on State of Illinois highways projects.

System Requirements

In order to log into and view the IDOT Vendor Portal properly, it is recommended that you use Internet
Explorer 9+ as your browser.

Technical Support
For help with the IDOT Vendor Portal, please contact Betsy Calcara at 217-782-9332 or email
Betsy.Calcara@Illlinois.gov

For help with the iCX Application, please call ExeVision directly at 866-304-2844.



Terminology
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The following terminology is used in this document and in the IDOT Vendor Portal:

Contractor

An individual or a company wishing to bid a contract with the Agency as
the “prime vendor”.

Letting

A process whereby project/contract opportunities are advertised so
prospective vendors can bid on them. Contracts are typically “let” by
way of the Transportation Bulletin. Vendors respond to a letting with a
bid proposal.

Role

A level of security within a software system that determines a person’s
access to information and administrative activities. Instead of setting up
access for each individual user, the administrator creates a “role” and
then simply assigns that role to each user. If a person leaves that role or
if security needs of a given role change, it is very easy to make these
modifications to the role rather than going through the system user-by-
user.

TIN

A Taxpayer Identification Number (TIN) is an employer identification
number assigned by the Internal Revenue Service (IRS) when registering
a company to do business in the United State.

Contractor #

A number assigned by IDOT to potential contractors.

State of lllinois Public
Account

A login account created through a registration process using first name,
last name, and email address. The Public Account provides a means of
accessing the Vendor Portal site.

Electronic Bidding

An electronic submission of a bid proposal package for State of lllinois
highway projects.
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Registration
Registration is required for use of the IDOT Vendor Portal. The registration process is as follows:
e All existing Vendor Portal users must reset their login Password for their State of Illinois Public
Account
0 New Usernames were created and sent to existing Vendor Portal users
e All new Vendor Portal users must create a State of lllinois Public Account in order to login
0 Users must provide their first name, last name, and email address
0 Users must create a Username and Password
e Association to Vendor(s)
0 User goes to the “My Profile” menu option and clicks the “New Vendor” button
=  Useris prompted to enter the Contractor #, TIN, and Firm Name
e The Firm Name should match tax records
0 User receives an email confirming association to the chosen Vendor and their role
= The first user to associate to a vendor is automatically assigned the role of
Administrator
O Additional users are approved or rejected by the Administrator
= |f approved, the user will receive an email stating approval.
= Ifrejected, the user will receive an email stating rejection. The email will also
direct the user to contact the IDOT Contract’s Office for an explanation of the
rejection decision.
= The Administrator will assign roles to additional users
e Administrator (Owners, Principals, Signature Authority)
e Users (Estimators)



System Access

Access to the IDOT Vendor Portal is located at:

https://webapps.dot.illinois.gov/VendorPortal/
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A valid State of Illinois Public Account is required for login. To obtain your Public Account or reset your
login password, go to the IDOT Vendor Portal website address and you will automatically be redirected to

the account creation/reset password screens:

https://webapps.dot.illinois.gov/VendorPortal/

To reset the login password for existing users:

1. Click “Public Account”

ILIENOIS cov

Authentication Portal

Saqn in with ane of 1heie Bocownts

H Employee Account

PN i rccoun D

2. Click “Can’t access your account?”

ILI$NOIS cov

Authentication Portal

Sagn in with your Public sccount
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3. Click “Reset your password”

Accounts » Help

Can't Access Your Account?

As a reminder, passwords expire annually. Prior to your password expirnng you
will receive an email with instructions on how to change it.

If your password expires before you change it, you will be unable to login until
you Reset your password.

What problem are you having?
« | forgot my nassword
= Reset your password
» My password has expired

* Reset your password

+ | know my password and username, but can't sign in
» Be sure that Caps Lock isn't on {passwords are case sensitive)

= If you still can't sign in, reset your password

4. Enter your Username

5. Enter the image code provided
6. Click “Continue”

Accounts » Reset your password

Reset your password

Reset your password?

To reset your password fill in the information below, then select Continue.

Username: jonesme |

Type the image code: Il_?'ﬁﬁ“? J
(Mote: If you cannot read the numbers in the above
image, click the refresh icon to ioad a newimage. )

( Continue P Cancel
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7. Click “Receive an email message with an identity confirmation code at your email address”
8. Click “Continue”

IELENOIS Y

Accounts » Reset your password

Reset your password

Verify Your Identity

Step 1: Please select one of the following options to continue:

‘er.elve an email message with an identity confirmation code at your email address
mar™"""@gma™".c™

J—
(ortinie)

9. Copy the Identity Confirmation Code received in the password reset email

Identity Management Account Action  inbox «

|
]

IdentityManagement@illinois.gov 1:18 PM (1 minute ago) L
to me [»

Please do not reply to this email address. This is an unmonitored mailbox.

This is not your new password. You must return to the Identity Management application and enter the Identity Confirmation Code to obtain a
new password. This cede is only valid for the next 15 minutes, after which you will have to request a new code.

Identity Cenfirmation Code: 19FDAEAC b

If you didn't request this confirmation code, you can safely ignore this email. It's possible that another user entered your username by mistake
when trying to reset their own password.

10. Paste the Identity Confirmation Code
11. Click “Continue”

i \ ”“‘
LEL N bmv
Accounts » Reset your password

Reset your password

Verify Your Identity

Step 3: Enter Identity Confirmation Code

Please check your email or cell phone for the [dentity Confirmation code and enter below.

Identity Cenfirmation Code: |19FDAE4C]| |

( continue
—
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12. Enter a New Password
13. Confirm the New Password by entering it again
14. Click “Submit”

IEL$NOIS oy

Accounts » Reset your password

Reset your password

Can’t remember your password or need to unlock your account?

Please type in the password you wish to be used for this account. This password will take effect immediatly and if your account is locked out will also unlock your
account.

New Password:|"nuuu -

Password Requirements
= Should be between 8 and 128 characters in length
= Cannot contain your Username, First Name, or Last Name
= Password must not have previously been used
= Password must contain characters from three of the following categories:
= English UPPERCASE characters (e.g. A through Z)
= English lowercase characters (e.g. a through z)
= Base 10 numbers (e.g. O through 9)
«_DMogoalphabetic characters (e.g. | @. # 5. &)
—

——

Your account password is successfully reset. A successful password reset message displays on the
screen.

(Q

IEI$NO]

Accounts » Reset your password

Reset your password

Account Password Successfully Reset

You have successfully reset your Account's password.

A successful password reset email is received.

BCCS Identity Management Account Action  inbox  x

n |

IdentityManagement@illinois.gov 1:22 PM (D minutes ago) - -
tome [~

Your account PUBLICWJONESME has been successfully reset as per a request from the BCCS Identity Management password reset/unlock
self service system.

This message was delivered by an automated system and does not come from a monitored email address. Please do not reply to this email
message.

If you have a question about this message, or you believe this message was delivered to you in error, please contact the CMS Service Desk
at B00/366-8768 or 217/524-4784.
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To create a State of lllinois Public Account for new users:

1. Click “Public Account”

ILI$NOIS cov

Authentication Portal

Sagr in with ane of theds Boounts

in‘ Employee Account
( e Public Account
s [

2. Click “Create a new account”

ILI$NOIS cov

Authentication Portal

Sagn in with your Pubbic sccount

10



IDOT Vendor Portal User Guide v. 2.1, November 2015

Enter your First Name

Enter your Last Name

Enter your Email Address

Confirm your Email Address by entering it again

Choose your Username

Create a Password (Note: Click “Click here for requirements” to review the password complexity

NV AW

requirements.)
9. Confirm your Password by entering it again
10. Click “Register”

Accounts » Creata a naw Accounl

Create a new Account

Sell-Registration Form
thnmnuwwcrmwlnm Pulsbe Ascount

First Nam: | Lane |
Last Nama: |Smith ]

Emadl Address: :pmllr!.i'ﬁl.r.h'ltmpgm:l-l.u.:m |

Confirm Email Address: [janeysmith 103 @ gmail_com
Confem your emal addresa. The fvo amasl addresses must maich sxactly

Choose your Usermame: JaneSmith
Your Liseviars cia nclucls e Aumbers. and penads (may nol Bad o and oiih & peoad], i musd be Seleen O dnd 20
chirscfers
Examples JobnSralh, JSmds

Passwedd: | T
Enfer a pasrwoed B comforma Ja the Slale of oo passwerd s I'B'hnﬂ

Confinm Password:
Canfem your paassord  The fwo passwords mus! malch exactfy

A

11. A confirmation email has been sent to the email address you provided above

Accounts » Croate a new Accounl

Create a new Account

Additional Action Required

| A confirmabon emall has been sent 10 the address you regstered with. You must chck on the ink contained in the email befons your account is
aivated

11
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12. Click the link provided in the confirmation email to continue the self-registration process

Verify the email address for your lllinois Public Account ' inbox « = B
IdentityManagement@illinois.gov 10:52 AM (2 minutes ago) L
to me [~
Hi Jane,

Thanks for signing up for an lllincis Public Account!

Please click on the following link (or copy and paste it into your browser) to validate this email address and continue the self-registration
process:

https:/fwww.illinois. gov/sites/accounts/Pages/AccountCreated aspx ?key=amFuZXlzbWI0aDEwMOBnbWFpbC5jb2
18MTAvMz AvIMiAXNSAxMDo 1 MjowO SBBTXxKYWSIU21pd GhEUFVCTEIDHxKYWSIDEyMDI3Ng==&e=true

Notice: This link will only be valid for the next 24 hours.

This message was delivered by an automated system and does not come from a monitored email address. Please do not reply to this email
message.

Thank you

13. Click “Continue”

Accounts » Accourd Validation

Account Validation

¥ou have successiuly craated an ilnois Public Account

¥our Lissmame . JanaSmeth

Your password is the one tha you specified dunng creation

The enai scdness (janeysrit 0 3Somul Lom) Bl you provided can be used for neseling your password i you foegel it

You now have a State of lllinois Public Account. An email is received identifying the Username you
created.

llinois.gov Self-Registration Email Completion  inbox & B
IdentityManagement@illinois.gov 10:58 AM (42 minutes ago) L
tome [~
Hi Jane,

You have successfully created an lllinois Public Account.
Your Username is Jane Smith

Please retain this email for your records

This message was delivered by an automated system and does not come from a monitored email address. Please do not reply to this email
message.

Thank you

12
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Password Reset
If you forget your password or it has expired, you can reset your password from the IDOT Vendor Portal
login screen at:

https://webapps.dot.illinois.gov/VendorPortal/

To reset your password:

1. Click “Public Account” (Note: This screen may not display if it is cached in your browser history.)

ILI$NOIS cov

Authentication Portal

Sagr i with gne of theds secounts

iﬁ‘ Employee Account
[ ] )
(P-4 Public Account

2. Click “Can’t access your account?”

ILI$NOIS cov

Authentication Portal

Sagr in with your Publc scoount

13
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3. Click “Reset your password”

Accounts » Help

Can't Access Your Account?

As a reminder, passwords expire annually. Prios o your password axpiing you
will recenve AN email with SrUCtons on how to change il

IF your password expires before you change i, you will be unable to login until
you Resat your password

What problem are you having?

* IT%[ [y Casaword
* Hesal your password

* My password has expired

= Resal your password

* | know miy password and usemame, but can't sgn in
+ Be sure that Caps Lock isn'l on (passwords are case sansitive)

* If you still can't sagn in, resed your password

+ | forgot my usemnama
» Recover your Lisarname

4. Enter your Username
5. Enter the image code provided
6. Click “Continue”

Accounts « Resel your password

Reset your password

Reset your password?
T resal your password i in e nfomabon beiow, then select Conbnue:

Usavrnams; | JaraSmith

i
| 256617 o
e g e 5557

Mot if jpou conaat neod B sumbaes i fhe obovr
B e ey

e ]

14
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7. Click “Receive an email message with an identity confirmation code at your email address”
8. Click “Continue”

Accounis , Hesel your password

Reset your password

Verify Your Identity

Step 1: Please select one of the following options to continue:

Gﬂu«ﬂmmwﬁmwmﬁuﬂrWMmem
jan== gma™.c*

9. Copy the Identity Confirmation Code received in the password reset email

n ]
-]

Identity Management Account Action inbox

IdentityManagement@illinois.gov 11:40 AM (7 minutes ago) .- T
tome (=

Please do not reply to this email address. This is an unmonitored mailbox.

This is not your new password. You must return to the Identity Management application and enter the |dentity Confirmation Code to obtain a
new password. This code is only valid for the next 15 minutes, after which you will have to request a new code.

Identity Confirmation Code: ESD33A99

If you didn't request this confirmation code, you can safely ignore this email. I's possible that another user entered your username by mistake
when trying to reset their own password.

10. Paste the Identity Confirmation Code
11. Click “Continue”

Accounts » Resal your password

Reset your password

Verity Your Identity
Step 3: Enter Identity Confirmation Code

Piease chack your eenad or cell phone for tha kdentity Confirmation code and enter bedow

ety Contmton o [E553500 5]

15
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12. Enter a New Password
13. Confirm the New Password by entering it again
14. Click “Submit”

Accounts » Resol your password

Reset your password

Can't ramember your password or need to unlock your account?

[Please TPl N e paSSwON you wish 1o ba iad for P accourd Tha padswerd will take aflest wmvnadatly and f your account i 152ked oul wil 3l5a unlaek your
actount

Password Requirements

= Should ba batwean B and 120 characiers in langth

= Cannot contan your Usemama, Fist Name, or Last Name

 Password must nal ham privviously been used

+ Password must contam charsciers fram three of the fallowing calagones
= Engiih UPPERCASE chariclers (6.9, A thiough Z)
+ Engligh lowercase characters (0. & through 2)
+ Base 10 numbers (o.g 0 through 5)

= baaeghabebe characters (eg L@ # 5. 8)
==

Your account password is successfully reset. A successful password reset message displays on the
screen.

Accounts » Resel your password

Reset your password

Account Password Successfully Reset
Yiow havs successfidly resel your Account’s password

A successful password reset email is received.

BCCS Identity Management Account Action  inbax »

n |

IdentityManagement@illinois.gov 11:54 AM (2 hours ago) L
to me |~

Your account PUBLICWANESMITH has been successfully reset as per a request from the BCCS Identity Management password resetiunlock
self service system.

This message was delivered by an autornated system and does not come from a monitored email address. Please do not reply to this email
message.

If you have a question about this message, or you believe this message was delivered to you in error, please contact the CMS Service Desk
at 800/366-8768 or 217/524-4784.

16
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Getting Started
Vendor Portal Login
Once you have created your State of lllinois Public Account, you are ready to login to the Vendor Portal.

To login to the Vendor Portal:

1. Go to https://webapps.dot.illinois.gov/VendorPortal/
2. Click “Public Account” (Note: This screen may not display if it is cached in your browser history.)

ILI$NOIS cov

Authentication Portal

Sagn in with ane of thede accounts

iﬂ‘ Employee Account

3. Enter your Username and Password
4. Click “Signin”

ILI$NOIS cov

Authentication Portal
Sugn i wath your Public accoum

Jang5mith

EEEESEEEE ll

17
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Initial Vendor Registration

You are now ready to register your company. The first person to associate to your company should
possess signature authority. As the first person, you will automatically be assigned the role of
Administrator.

To register your company:

1. Click “My Profile”
2. Click “New Vendor”

IMinnés Department of Transporfation
Randall 5. Markenham, Secretary

1DOT Vendor Portal

Welcomes lang St

Furen Mame Titie Fzlg Ciedauly Fum et Vit Eaie Dt
N reconds 1o dapley
Deaplayerg dems 0 - 0ol @

Enter you Contractor # and then press Tab on the keyboard

Enter your TIN

Enter your Firm Name

Enter for Fax number

Enter your Phone number

Enter your Physical Address

Enter your Mailing Address if it is different than your Physical Address
a. Click “Same as Physical Address” if both addresses are the same

10. Click “Submit”

W N U RW

IMlimels Bepgartment of Tramsportation
Randall 5. Blarksnhorn, Seonptary

IDOT Vendor Portal

Welcome lasa Smith

Add Vendor Instructions:
SR i 1. Eriter your Contractor &,
= TiM: 0010100 2. Entér wour TIN

Rl i Farrm D
= Farrm N Smath Contrackng 3. Ervter wour Farrm MNaemis.

Fiax 2175651215

Prasna TEEEID
Ema: smushcontractngiipmasd com
Physbeal Address Malling Aaddres: e a4 Physicsl Address
drensl: 123 Man 50 = Addresil: 123 Mmn 51
* Ciry: Springleld = City: Sprngheld
T IO o = St Moo =
Zip: BIT04 = Do EaTE

s D

18
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11. Click “Yes” in the message to submit the request

IDOT- Vendeor Registration 2Z

Your request will be sent to the Department of Transportation - Contracts
office.

Do you want to submit this request?

OF

12. Click “Return to Home” in the message confirming that your request was submitted

Thank you for submitting vour request.

Your submission is pending review. You will recerve an email when a decision has been made.

Feturn to Home
“——

13. The IDOT Contracts Office will receive notification of your request, and will either approve or
reject your request
a. If yourrequest is approved, you will receive a confirmation email

Vendor Portal - User Approval Email Notification Inbox  x & B
dot.vendorportal@illinois.gov 3:12 PM (0 minutes ago) - v
tome [~

Congratulations!

Jane Smith : has been approved as the Agent Administrator for Smith Contracting
Please visit the Vendor Pertal website to manage your Vendor

PRIVILEGED & CONFIDENTIALITY NOTICE: This email transmission (and /or the documents accompanying such) may contain legally
privileged/confidential information. Such information is intended only for the use of the individual or entity above. If you are not the named or
intended recipient, you are hereby notified that any disclosure, copying, distribution, or the taking of any action in reliance on the contents of
such information is strictly prohibited. If you have received this transmission in error, please immediately notify the sender by telephone to
arrange for the secure return of the document.

This is an auto-generated email. Please do not reply to this email.

b. If your request is rejected, you will receive a rejection email

Vendor Portal - User Rejection Email Notification Inbox  x & &
dot.vendorportal@illinois.gov 2:16 PM (6 minutes ago) - -
tome [=

Your request to be associated with Smith Contracting has been rejected.
Please contact the IDOT Contracts office at 217-782-7806 for more information.

PRIVILEGED & CONFIDENTIALITY NOTICE: This email transmission (and /or the documents accompanying such) may centain legally
privileged/confidential information. Such informaticn is intended only for the use of the individual or entity above. If you are not the named or
intended recipient, you are hereby notified that any disclosure, copying, distribution, or the taking of any action in reliance on the contents of
such information is strictly prohibited. If you have received this transmission in error, please immediately notify the sender by telephone to
arrange for the secure return of the document

This is an auto-generated email. Please do not reply to this email.

19



Manage Vendor Details

To view your company’s details:

1. Click “Manage Vendor”

Illineis Department of Transpoartation
Randall 5. Blankenhom, Secretary

IDOT Vendor Portal User Guide v. 2.1, November 2015

IDOT Vendor Portal

Home Welcome Jane Smith
My Prafile
- Vendor Portal

1By Department of Tramsspoeriatsaon
Bandsd 4 Blarkenbom, Secretany

ke Welcome lams Smah Emadl jareyemithl008gmed com Changa
Ly Profin
- Manage Vendor
Verndor Detadls
Fmm Mame TN Cordtracior £
SmiEh Contracing 00901020 oo
ITESING TR TN NS ENGEOMA Corm
Physscal Address Muailing Addresal [ Same as Prymesl Address
* hcddresad: 127 Man 5T * Addresal: 123 Main 82
Sddreidd Addressd
* Ciry: Sprngfeid * oy Senngfiead
= Srgte: IEmOR - = Guate  Bieos *
= Do B2TOA Zrp B2T0L
| Save Wendor Detads
Manage User(s)
_— =
g Eraa St £t ] A L e 2 g
Jare Sre jarepeariiPoraloom  Approved Asreirigtrater Yies At P ¥ Deigte
5 A W 1 T D'Elffrq!ﬂi-iﬂl
o

Email janeysmithl103@gmail.com Changa

20
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User Registration

Once the initial company registration has been made by someone who possesses signature authority
(Administrator), other users may now register with the company. It is the Administrator’s responsibility
to approve or reject user associations to the company.

To associate a user to a registered company:

1. Click “My Profile”
2. Click “New Vendor”

gy Plinoks Department of Tramsportstion
Randsl! 5. Blankenhom, Secetary

IDOT Vendor Portal

Welonims Sma garnah Al T

fFarm Piama T Facla Dartmeit Frm LT Warm [£7] Clmerte
hez recoedy b Sagdey

Dhwsip vy e 00 Ggd O

3. Enter your Contractor # and then press Tab on the keyboard
a. The Firm Name will automatically populate because the company has already been
registered
4. Enter your company’s TIN
5. Click “Submit”

@ TlEmoks. Departmsent of Trnspeodtalos

Randsl 5. Bankenhorn, Seeraary

1DOT Vendor Portal

Webiowmie

Addd Wendor
ver o QN0
e[l |
Smath Contracting

s @

6. Click “Yes” in the message to submit the request

IDOT- Vendor Registration =

An email will be sent to the Vendor Administrator(s) for Smith Contracting
, to either approve or reject this request.

Do you want to submit this request?

No

21
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7. Click “Return to Home” in the message confirming that your request was submitted

IDOT- Vendor Registration 28

Thank you for submitting your request.

Your submission is pending review. You will receive an email when a
decision has been made,

8. The Administrator within your company will receive an email notification of your request to be
associated to the company

Vendor Portal - New User Approval Verification Inbox  x ]
dot.vendorportal@illinois.gov 4:27 PM (17 hours ago) - T
o me [+

A User has requested approval to be associated with your firm.

Firm Name = Smith Contracting

Firm FEIN = 010101020

Agent Name = John Smith

Please retum to the Vendor Portal site to make a decision on this User.

PRIVILEGED & CONFIDENTIALITY NOTICE: This email transmission (and /or the decuments accompanying such) may contain legally privileged/confidential information. Such information is
intended only for the use of the individual or entity above. If you are not the named or intended recipient, you are hereby notified that any disclosure, copying, distribution, or the taking of any action
in reliance on the contents of such information is strictly prohibited. If you have received this transmission in error, please immediately notify the sender by telephone to arrange for the secure retum
of the document.

This is an auto-generated email. Please do not reply to this email

9. The Administrator logs into the IDOT Vendor Portal and navigates to the “Manage Vendor”
menu option

Illingis Department of Transportation
Ramdall 5. Blankanhom, Secretary

IDOT Vendor Fortal

1 " 7 3 e
1l = 1 mithl & il LINAnge
Home Welcome Jane Smath Email janeysmithl103@gmail.com Chang

Vendor Portal
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In the Manage User(s) portion of the Manage Vendor screen, the new user’s name and email address

appear in the grid. To approve the user:

10. In the Edit column, click “Edit”

Manage User(s)

f‘ii]_nb

Show: (Al e
User Email Status Role
Jane Smith janeysmith103@gmailcom = Approved Administrator
John Smith johnzsmith887@gmail.com No Decision Uszer

Active Edit Delete

Yes [Active) # Edit 7¥ Delete

74 Delete

Displaying items 1 - 2 of 2

Yes [Active)

11. In the Status column, click the drop down arrow

12. Click “Approved” (or “Rejected” if necessary)
13. In the Role column, click the drop down arrow

14. Click the appropriate Role (Note: If the user request was rejected, there is no need to choose a

role.)
15. In the Edit column, click “Update”

Manage User(s)

Show: A e
User Ermnail Status Role
Jane Smith janeysmithl03@gmail.com = Approved
John Smith johnzsmith887@gmail.com |No Decision @ User

No Decision

o« 1] » o Approved User

Rejected

Administrator

Administrator

Active Edit Delete

Yes (Active) # Edit 7 Delete
+" Update

Yes (Active)
X Cancel

Displaying items 1 - 2 of 2

The user association request is now approved (or rejected if necessary). The user will receive an email

notification of the approval (or rejection).

IDOT- User Association Request Inbox  x
dot.vendorportal@illinois.gov

to me [+

John Smith has been approved as an user for Smith Contracting

of the document.

This is an auto-generated email. Please do not reply to this email

11:03 AM (3 minutes ago)

PRIMVILEGED & CONFIDENTIALITY NOTICE: This email transmission (and /or the documents accompanying such) may contain legally privileged/confidential information. Such information is
intended only for the use of the individual or entity above. If you are not the named or intended recipient, you are hereby notified that any disclosure, copying, distribution, or the taking of any action
in reliance on the contents of such informaticn is strictly prohibited. If you have received this fransmission in error, please immediately notify the sender by telephone to arrange for the secure retumn

u |

7]
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User Management

If you are an Administrator for your company, you are responsible for managing users. If a user is
already associated to your company and needs their role to be changed, or a user needs to be deleted,
you can do these actions through the Manage Vendor/Manager User(s) screen in the Vendor Portal.

To change a user’s role:

1. Click “Manage Vendor”

Illingis Department of Transportation
Randall 5. Blankenhom, Secretary

IDOT Vendor Portal

Home Welcome Jane Smith Email janeysmith103@gmail.com Change

Vendor Portal

2. Inthe Edit column, click “Edit”

Manage User(s)

Show: Al s
User Email Status Raole Active Edit Delete
Jane Smith janeysmith103@gmailcom  Approved Administrator Yes [Active) # Edit 7 Delete
Jahn Smith johnzsmith887@agmail.com = Mo Decision User Yes (Active) 7 Delete
G w1 rm Displaying items 1 - 2 of 2

3. Inthe Role column, click the drop down arrow
4. Click the appropriate Role
5. Inthe Edit column, click “Update”

Manage User(s)
Show: (AL s
User Email Status Role Active Edit Delete
Jane Smith Jjaneysmithl03@gmailcom  Approved Administrator Yes (Active) # Edit 7¢ Delete
+ Update
John Smith Jjohnzsmith887 @gmail.com  |Approved = User Yes (Active)
- X Cancel
Administrator
B oW1 » oM User Displaying items 1 - 2 of 2

The user’s Role is now changed.
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To delete a user:

1. Click “Manage Vendor”

illinois Department of Transportation
Randall 5. Blankanhom, Secretary

IDOT Vendor Portal

Home Welcome Jane Smith Email janeysmith103@gmail.com Changa

Vendor Portal

2. Inthe Delete column, click “Delete”

Manage User(s)

Show: ol -
User Emnail Status Role Active Edit Delete
Jane Smith janeysmithl03@gmail.com  Approved Administrator Yes [Active) # Edit 74 Delete

John Smith johnzsmith887@gmail.com Mo Decision User Yes [Active) & Edit 7 Delete

L~ 4 4 (1| » M Displaying items 1 - 2 of 2

3. Click “OK” in the message to confirm the delete (or click “Cancel” to cancel the delete)

-
Message from webpage g

P

Are you sure you want to delete this record?
R -

[ —
-

The user is now deleted and is no longer listed in the Manage User(s) grid.
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Change Vendor Details
If your company’s information changes, you have the ability to change the information in the Manage

Vendor screen. **Please Note: This does not relieve you of the responsibility to notify the IDOT Bureau
of Construction, Pre-Qualification Section of these changes.**

To change your company’s details:

1. Click “Manage Vendor”

Illinois Department of Transportation
Randall 5. Blankenhom, Secretary

IDOT Vendor Portal

Welcome Jane Smith Email janeysmith103@gmail.com Change

Vendor Portal

2. Change necessary information
3. Click “Save Vendor Details”

IDOT Vendor Portal

= Manage Vendor
Manage Vendor Vendor Details
Firrn Pl TN Contractor 8
Smitn Contracting 0001020 0101
Fax Fhone Ernad
2175551215 TEE5 N2 smithcontractnp@gmad com
Mailing Address| (] Same a3 Physical Address

= Address1: 123 Main St
Addressd
City: Springfield
* Suste: Dlingis =
Dip: G2ATOR

— =

e Gral Statul foe Acve Gt [+ 224

Jare: Senith JareysrEnldd@gmaloom  Aporoved Aomiristrator ¥es (Active) 7 kot 7 Deicte
5 W 4 1] v & Dispiaying terms 1. 100 1

The vendor details are now changed.

26



IDOT Vendor Portal User Guide v. 2.1, November 2015

Change Account Information

If you need to update your name or email address that you used to set up your State of Illinois Public
Account, you may access your account information from the Vendor Portal site to make changes.

To update your account information:

1. Click “Change”

Ilinois Department of Transportation
Randall 5. Blankenhom, Secretary

IDOT Vendor Portal

Home Welcome Jane Smith Email janeysml?n‘.ﬂ3@gmall.:&m
My Profile
Vendor Portal
icX
Manage Vendor

2. Click “OK” in the message to leave the Vendor Portal site

Message from webpage

@ Are you sure you want to leave this site to change your account

information?

C_ox_D

3. Enter your Username and Password
4. Click “Signin”

Sign up Sign in
Don't have an lllinois Public Account?

Username:
|JaneSmhh ‘

Password:

[0 Remember Me

G

Can't access your account?
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5. Click “Modify Account”

ILIENOIS) .

Manage Account

Password Account Information

Your password will expire in 357 days. Usariame: onesrin
Change Password

First Name: Jane
Last Name: Smith
Email Address: janeysmith103@gmail.com

Modify Account

Change your First Name,
Change your Last Name, and/or
Change your Email Address

©® N o

. Enter your Password
10. Click “Save”

Manage Account
Password Account Information
Your password will expire in 357 days. Username: e miih
Change Password

First Name: Janey

Last Name: Smith

Email Address: janeysmith103@gmail.com
- |
G Do

11. Click “OK” in the message confirming your account information change

Message from webpage e “u

Your account has been updated.

o

ok 2
— -
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12. Close the browser window

13. Reopen the browser window

14. Access the Vendor Portal at https://webapps.dot.illinois.gov/VendorPortal/

15. Click “Public Account” — Note: This screen may not display if it is cached in your browser history

ILIENOIS cov

Authentication Portal

Sagn in with ane of thede becounts

iﬂ' Employee Account
<& RN

16. Enter your Username and Password
17. Click “Sign in”

ILI$NOIS cov

Authentication Portal

Sigin i with your Public account

JanaSmith

-I-l"-v!c-"!l

Your account information has been changed.

Illinois Department of Transportation
Randall 5. Blankenhorn, Secretary

IDOT Vendor Portal

Welcome Janey Smith Email janeysmith103@gmail.com

Change

My Profile
Vendor Portal
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Select a Default Vendor

If you are registered to more than one company and would like to have one company selected
automatically when you log into the Vendor Portal, you may choose to make that company your default.

To choose a default vendor:

1. Click “My Profile”

Illinois Department of Transportation
Randall 5. Blankenhom, Secretary

IDOT Vendor Portal

Home

icx

Welcome Jane Smith Email janeysmith103@gmail.com Changa

Vendor Portal

Manage Vendor

2. Inthe Edit column, click “Edit”

Firm Mame Title Role Default Firm Status View Edit Delete
Smith Contracting Administrator Yes Approved View # Edit 7< Delete
Kinsley Electric Company User No Approved View 7< Delete
9 4 4 |1 ¢ M Displaying items 1 -2 of 2

3. Inthe Default Vendor field, click the drop down arrow
4. Click “Yes”
5. Click “Submit”

IDOT- Vendor Edit i

Title and Default Vendor

Mote: Marking this Vendeor as "Default’ will automatically select this vendor
when you log in next time.

“ Firm Name:Kinsley Electric Company
# TIM:152315231

Confractor #1523

Title:

* Default Vendor: --Please Select-- G

--Please Select—

Yes

Close ‘@
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The default company has been changed in the My Profile grid.

Firm Name Tikle Rale Default Firm Status View Edit Celete
Smith Contracting Administrator No Approved WView # Edit 7< Delete
Kinsley Electric Company User Yes e Approved View # Edit 7< Delete
g 4 4 (1| k M Displaying items 1 - 2 of 2

The next time you login to the Vendor Portal, the new default vendor will display at the top of the
screen.

&= State of Illinois
' Bruce Rauner, Governor

IDOT Vendor Portal

Kinsley Electric Company @
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Select a Bidding Vendor
If you are registered to more than one company, prior to accessing the iCX to submit a bid, you must
have the appropriate company selected to ensure you are bidding under the appropriate company name.

To select a vendor for bidding:

1. Click the vendor name in the upper right portion of the screen (Note: This may say “No Vendor
Selected” if no vendor has been selected yet.)

&= State of Illinois
' Bruce Rauner, Governor

IDOT Vendor Portal

Kinsley Electric Compan

2. Inthe Vendor field, click the drop down arrow
3. Click on the company you wish to submit a bid for

ingis Department of Transporfation
Randall 5. Blanknnhods, Secretafy

IDOT Vendor FPortal

Welcame lane Smith Email jareysmahl0Iggmedocom Lhange Kinsley Clectr Company
\endor

--Flasen Selact--
- Minsbley Electne Compasy
< Sl Contrasing >

The selected company now displays in the upper right portion of the screen.

-F'-_iil SIIH‘h-

gyo=o State of Illinois
. Bruce Rauner, Governor

IDOT Vendor Portal

w@ Help Logout
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1CX Access

Once you have selected your Vendor, you are ready to go to the iCX (Integrated Contractor’s Exchange)
electronic bidding application.

To access the iCX electronic bidding application:

1. Click “icx”

Illinois Department of Transportation
Randall 5. Blankanhom, Secretary

IDOT Vendor Portal

Home Welcome Jane Smith Email janeysmithi03@gmail.com Changs
My Profile

@ Vendor Portal
Manage Vendor

The iCX electronic bidding application will launch in a new window. The Vendor Portal window will stay
active.
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Vendor Portal Log Out
There are two ways to log out of the Vendor Portal. You can simply close the browser window, or click
Logout.

To log out of the Vendor Portal:

1. Click “Logout”

#i= State of Illinois
- Bruce Rauner, Governor

IDOT Vendor Portal

Smith Contracting

You are now logged out of the Vendor Portal, and can easily sign back in if necessary.

IDOT Vendor Portal

You have been signed out.

Sign back in @
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