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Document Description

This document contains the details of how to use the IDOT
Vendor Portal from the contractor point-of-view. It is
intended to provide guidance on:
e State of lllinois Public Account registration
e Use of the Portal
e Self-administered functions such as new user
approval and role maintenance
e Manage company profile information
e Association to company(s)
e Access to the electronic bidding application (iCX —
Integrated Contractor’'s Exchange)
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Overview

About This Guide

The Vendor Portal was created by the lllinois Department of Transportation for use by
companies wishing to use electronic bidding as the “prime” contractor for State of lllinois
highway construction projects. The IDOT Vendor Portal requires login by State of lllinois 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 lllinois 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 lllinois 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, email
Betsy.Calcara@Illinois.gov or call the Plans and Contracts Office at 217-782-7806.

For help with the iCX Application, please call ExeVision directly at 866-304-2844.
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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 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
= User is 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
0 Additional users are approved or rejected by the Administrator
= |If approved, the user will receive an email stating approval.
= If rejected, 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)
o Users (Estimators)
e Joint Ventures
o The managing party in the Joint Venture will receive a contractor number with
approved bid authorization. User goes to the “My Profile” menu option and clicks
the “New Vendor” button. User is prompted to enter the Contractor #, TIN, and
Firm Name (Joint Venture name)
= The first user to associate to the Joint Venture is automatically assigned
the role of Administrator
= |If Joint Venture information submitted is correct, IDOT will approve the
Joint Venture. User receives an email confirming association to the Joint
Venture
= If rejected, 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.
0 Additional users for the managing party in the Joint Venture or the second
company, are approved or rejected and assigned a role by the Administrator
= |f approved, the user will receive an email stating approval.
» The Administrator will assign roles to additional users
o Administrator (Owners, Principals, Sighature Authority)
e Users (Estimators)
e Roles
0 There are two roles in the IDOT Vendor Portal
= Administrator
o Completes Bid

e Submits Bid
e Manages Users
= User

e Completes Bid
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System Access
Access to the IDOT Vendor Portal is located at:

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

A valid State of lllinois 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/

PLEASE NOTE: When creating your Public Account, please use your name. This ID is
specific to the individual logging into the IDOT Vendor Portal, not the company!

To create a State of lllinois Public Account for new users:

1. Click “Public Account”

ILI$NOIS cov

Authentication Portal

Sagm in wth one of theds ooty

rfi‘ Employee Account
( e Public Account
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2. Click “Create a new account”

ILI$NOIS cov

Authentication Portal

Sagn in with your Public sccount

Pavword

'?

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 requirements.)

9. Confirm your Password by entering it again

10. Click “Register”

© N OA~ W

Accounts » Create a naw Accournl

Create a new Account

Self-Registration Form
AN By are requensd m cedar 1o craabe your Biroms Pubbe Ascount

Emadl Address: |anaysmith 193 Ggmail.com

(Confirm Emad Address: _;-anev:ml‘!hlﬂlﬁu-rull com |
Canfrm your smad addresa The eo amas addresses moust maetch exactly
Choose your Usemames; _;aruz?n:;t_h.
Your Uisername can ncuds letiers. numbens, and penods may nol st or and st @ peood], sed rmosd be bebveen § and 20
charscfars
Eramples JohnSmaifh, JSmih

Passwodd: s
E

 thaé condorma o e State of linon pesswond ngursments (Cick heve for requirsrsets]
Confim Password: sssssssnes

Confm vour paswword  The two passwords mus! malch exactly
faneel
———— Q
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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 confirmatan emal has been sent 1o the address you regstered with. You must click on the link contained in the email befors your account is ]
Hlivated

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

12. Click “Continue”

Accounts » Accourd Validation

Account Validation

Yo harve successhuly craated an IBnois Public Azcount

Yiour Ugsmame & JanaSmeh
¥our password is the ong tha you specified duning creation

The emad sadness (janeys it 103 Samul pom) Bl you provided can be ased b nessling your passwond o pou feegel i

¢

| —
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You now have a State of Illinois Public Account. You will receive an email identifying the
Username you created.

llinois.gov Self-Registration Email Completion  inbox & B
IdentityManagement@illinois.gov 10:58 AM (42 minutes ago) - -
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

10
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Unable to Access Public Account

In the event you do not know your password AND the email account you used when creating
the account is not accessible, contact IDOT immediately. This situation requires intervention by
the lllinois Department of Central Management Services.

Betsy Calcara

Betsy.Calcara@lllinois.gov

217-782-9332

Or

Call the Plans and Contracts Office at 217-782-7806

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

Jagn in with ane of thede sccounts

ﬁ Employee Account
9
‘ ‘

11
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2. Click “Can't access your account?”

ILHNOIS.G{J'U

Authentication Portal

Sagr in with your Publc scoount

e el

# Can't access Yo Fooounity
= CEdaie B new Senerl

3. Click “Reset your password”

Accounts » Help

Can't Access Your Account?

As a reminder, passwords expire annually. Prios bo your password axpiting you
will recone an email with instructions on how 1o change it

If your password expires before you change i, you will be unable to login until
you Resal your password

What problem are you having?

* | forgot my password
» Resal your password

* My password has expired

* Hesal your passwond

+ | know my password and usemame, but can'f sign in
+ Ba sure that Caps Lock sn'l on {passwords are case sansitive)

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

* | forgot my usemama
= Recovar your Lisarmdame

12
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4. Enter your Username
5. Enter the image code provided
6. Click “Continue”

Accounts « Resal youl password

Reset your password

Resat your password?
Toresat your password il im the nfermabon beiow, then select Conbnue

Wharmams; |JaneSmith

i
o

e g o 557

oty if U oot feod By sumbery i ke ohoew
AEAE, ETE (R ARTIEER L B A B A S

| 356627

& =

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

Accounts » Resel your password

Reset your password

Verify Your ldentity

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

an amal message with an wently confirmation code 3 your gmad addness
jon™ " ggma c

13
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9. Copy the Identity Confirmation Code received in the password reset email

Identity Management Account Action  inbax

u ]
]

IdentityManagement@illinois.gov 11:40 AM (7 minutes ago) -
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 Identity 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

Verify Your [dentity
Step 3: Enter ldentity Confirmation Code

Piease chack your emal of cell phona for the dentity Confirmation code and erser bedow

ety Contimton o [E553700 5]

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

Accounts » Reset your password

Reset your password

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

[Phease e in ihe passwond you wish io be used for thes account. Tha password wil take eflect immadiatly and if your account is locied oul wil also unloek your
account

Mew Passyecid: [sen

Confinm Password: [sssassasas|

Password Requirements

= Should be batwean B and 128 characiers in length

=+ Cannot contain your Usamama, Fast Nama, or Last Nama

=+ Passwoed st ol have previously been used

» Password must cortan charachens from iheee of the fallovwng calegones
= Enghsh UPPERCASE characiers (& g Athrough Z)
+ Englsh lowercase characters (a.g. a through 2)
+ Basa 10 numbars (e.g 0 through 5)

= bladegighababe characters (eg. | @ #. 5 &)
s

14
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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
YYiow havs successfidly resel your Account’s passwornd

A successful password reset email is received.

n |

BCCS Identity Management Account Action  inbax =«

tome [~

Your account PUBLICYWJANESMITH 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 menitored email addrass. 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.

IdentityManagement@illinois.gov 11:54 AM (2 hours ago) L

15
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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.)

ILIENOIS cov

Authentication Portal

Sagn in with ane of theds sodounts

Ei‘ Employee Account

3. Enter your Username and Password
4. Click “Sign in”

ILI$NOIS cov

Authentication Portal

Sugn i with your Public accoum

Janssmith

LLE R LT L] !l

16
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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”

Moo Wl ol Transportalion
Randall &, IMarkenboim, Secretary

IDOT Vendor Portal

Welcomes lang Srth

Ferm Kama Tt R Dol Fam A ity fait Drate

M recerdi i gl
Diapluyeg tems 0- 0ol 0

3. Enter you Contractor # and then press Tab on the keyboard
4. Enter your TIN
5. Enter your Firm Name
6. Enter your Fax number
7. Enter your Phone number
8. Enter your Email address
9. Enter your Physical Address
10. Enter your Mailing Address if it is different than your Physical Address
a. Click “Same as Physical Address” if both addresses are the same
11. Click “Submit”

llinols Department of Transportation
Randall 5. Blarkenhom, Socrelary

IDOT Vendor Portal

Welcome lasa Srmith

Add Vendor Instructions:
SR at 1. Eriter your Contractar #,
G1a1010 2. Eribér your TIN

3T Smth Contracbng 3. Ertar your Fmn Name.
Fax 21TEE51215
Prasig JITEEE 12
Ema BRI OrAra Lngigmad com

Physbcal Addness Hnllmu .I'ldi.l.rﬂ TiE &
dransl: 173 Masn 50 Acddrein ] 123 Maen St
ima - end - = gt - (Mg -
= Zip: 62704 = Zip:6aT04

e

17
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12. Click “Yes” in the message to submit the request

IDOT- Vendor Registration ZZ

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

Do you want to submit this request?

©F

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

Thank vou for submitting vour request.

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

Return to Home
S—

14. The IDOT Contracts Office will receive notification of your request, and will either
approve or reject your request
a. If your request 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 Portal 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.

18



Manage Vendor Details

To view your company’s details:

1. Click “Manage Vendor”

Illincis Department of Transportation
Randall 5. Blankenhom, Secretary

IDOT Vendor Portal User Guide v. 2.2, May 2016

IDOT Vendor Portal

Home Welcome Jane Smith
My Profile
- Vendor Portal

1By Department of Tramsspoeriatsaon
Bandsd 4 Blarkenbom, Secretany

Heoere Welcome lane Smith Emusl  jareyarmst gomad com Changa
Ly Profis
- Manage Vendor
Wendor Detaals
Fmm Mame TN Cordtracior £
SmiEh Contracing 01010020 o101
2ITEESING LIPS ST Ortra ENQEEgMad com
Physscal Address Muailing Addresal [ Same as Prymesl Address
* hcddresad: 127 Man 5T * Addresal: 123 Main 82
Addreaa) b gt
* Gty Sprngieid * Caty: Sonrrgieid
" State: Janoi - * Sayte  Bings -
= Do BXTOM Lo BITOL
| Save Wendor Detads
Manage User(s)
_— =
(&2 sl Satad L1 3 AL Eat Cop it
Jura S e [ Er i@ graicem  Approved Aseirptr e Yien (Aethg # e X Deigte
5 A W 1 T D'Elffrq!ﬂi-iﬂl
e

Email janeysmith103@gmail.com Changa
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User Registration
If your company is registered and approved by IDOT, other users from your company may now
register. If users do not have a State of lllinois Public ID, they must create one for

themselves.
It is now your company’s Administrator(s)’ responsibility to manage user associations to

the company.
User must log into the Vendor Portal:

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

gy Miimoly Department of Tramwportalion
Randsll 5. Bankenhom, Seoetary

IDOT Vendor Portal

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
Rarnia] 5 BLankentorh, Serrtay

1DOT Vendor Portal

Webiowmie

Addl Wendor Insirmcticns;
S el & Enber poas Cortrited @
omoiazd 2. Enter your THM
ar Smeth Contracting " i

20



IDOT Vendor Portal User Guide v. 2.2, May 2016

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?

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

IDOT- Vendor Registration bt

Thank you for submitting your request.

Your submission is pending raview. 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

n ]

dot.vendorportal@illinois.gov

4:27 PM (17 hours ago) -~
to 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 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 informatien 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

=

21
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9. The Administrator logs into the IDOT Vendor Portal and navigates to the “Manage
Vendor” menu option

Illinois Department of Transportation
Randall 5. Blankanhom, Secretary

IDOT Vendor Fortal

Home Welcome Jane Smith Email janeysmith103@gmail.com Change

Vendor Portal

In the Manage User(s) portion of the Manage Vendor screen, the new user’'s name and emalil
address appear in the grid. To approve the user:

1. In the Edit column, click “Edit”

Manage User(s)

Show: all e
User Email Status Role Active Edit Delete
Jane Smith janeysmithl03@gmailcom | Approved Administrator Yes [Active) # Edit 7< Delete
Jahn Smith johnzsmithB887@gmail.com  No Decision User Yes [Active) 7< Delete
o d (2] »om Displaying items 1 - 2 of 2

22
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2. In the Status column, click the drop down arrow
3. Click “Approved” (or “Rejected” if necessary)
4. In the Role column, click the drop down arrow
5. Click the appropriate Role (Note: If the user request was rejected, there is no need to
choose arole.)
6. Inthe Edit column, click “Update”
Manage User(s)
Show: A a
User Email Status Role Active Edit Delete
Jane Smith janeysmithl03@gmail.com  Approved Administrator Yes (Active) # Edit 7< Delete
©) ©)
Jahn Smith johnzsmith887@gmail.com | No Decision User Yes (Active)
. X Cancel
No Decision Administrator
& 4 1] » M Approved User Displaying items 1 - 2 of 2
Rejected

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 a5 B
dot.vendorportal@illinois.gov 11:03 AM (3 minutes ago) L
tome [~

John Smith has been approved as an user for Smith Contracting

PRIVILEGED & CONFIDENTIALITY NOTICE: This email transmission (and /or the documents accompanying such) may contain legally privileged/confidential informatien. 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 return
of the document

This is an auto-generated email. Please do not reply to this email.
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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
deleted, you can do these actions through the Manage Vendor/Manager User(s) screen in the
Vendor Portal. It is imperative you manage users immediately who leave your company!

To change a user’s role:

1. Click “Manage Vendor”

Illinois Department of Transportation
Randall 5. Blankenhom, Secretary

IDOT Vendor Portal

Home Welcome Jane Smith Email janeysmithl03@gmail.com Change
My Profile
- Vendor Portal

2. In the 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 T
User Email Status Role Active Edit Delete
Jane Smith janeysmithl03@gmail.com  Approved Administrator Yes [(Active) # Edit 74 Delete
VU pdate

John Smith Jjohnzsmith887 @gmail.com  |Approved = User Yes (Active)

o X Cancel

Administrator

l!; 4 4 (1| F M 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”

Illingis Department of Transportation
Randall 5. Blankanhom, Secretary

IDOT Vendor Portal

Home Welcome Jane Smith Email janeysmith103@gmail.com Changa
My Profile
- Vendor Portal

2. In the Delete column, click “Delete”

Manage User(s)

Show: (Al -
User Email Status Role Active Edit Delete
Jane Smith janeysmith103@gmail.com  Approved Administrator Yes [Active) # Edit 74 Delete

John Smith johnzsmithB887@gmail.com Mo Decision User Yes [Active) # Edit 74 Delete

W2 W4 (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 u

P

Areyou 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
wm Wendor Details
Firrn Name: TIN Contractor &
Smitn Contracting 010101020 0101
Fax Phone Ermad
2175551215 TS5 22 $MINLONT I IAQFTE (oM
Physical Address Mailing Address{ (] Same as Physicsl Address

=51: 123 Main R = Address1: 123 Main St

— =

dser Bl Sttt Ege Actve ot = 204

Mg Serinh Jrenrnrldomalioom | ADCrowd Ageririgetor e (Acta) 7 i 7 Delete
- TR FY Dispiaying Rems 1- 107 1

The vendor details are now changed.
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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”

Hlinois Department of Transportation
Randall 5. Blankenhom, Secretary

IDOT Vendor Portal

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

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

Messagelmmweh

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

information?

C o« D| conc

3. Enter your Username and Password
4. Click “Sign in”

IEIENOIScoy

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

Username:
|JaneSm'nh ‘

Password:

[] Remember Me

G

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

IEI$NOIS oy
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Manage Account

Password

‘Your password will expire in 357 days.
Change Password

Account Information

Username: JaneSmith
First Name: Jane
Last Name: Smith

Email Address: janeysmith103@gmail.com

Modify Account

6. Change your First Name,

7. Change your Last Name, and/or
8. Change your Email Address

9. Enter your Password

10. Click “Save”

IEI$NOIS oy

Manage Account

Password

Your password will expire in 357 days.
Change Password

Account Information

Username: JaneSmith
First Name: Janey
Last Name: Smith

Email Address: janeysmith103@gmail.com

G

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

B ™|

Message from webpage

o

Your account has been updated.

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

ILI$NOIS cov

Authentication Portal

Sagr in with ane of these sccounts

iﬂ' Employee Account
<o [T

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

ILI$NOIS cov

Authentication Portal

Sign in with your Public account

Jana5mith

-I-l"-t!!-"!l

Your account information is now changed.

Illinois Department of Transportation
Randall 5. Blankenhorn, Secretary

IDOT Vendor Portal

Welcome Janay Smith Email janeysmith103@gmail.com

Changs

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 Welcome Jane Smith Email janeysmith103@gmail.com Change
- Vendor Portal

Mznage Vendor

2. In the Edit column, click “Edit”

Firm Mame Title Role Default Firm Status View Edit Delete
Smith Contracting Administrator Yes Approved Wiew £ Edit 7 Delete
Kinsley Electric Company User Mo Approved Wiew 7< Delete
'5 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 MNameKinsley Electric Company
# TIM:152315231

Contractor #11523

Title:

* Default Vendor; --Please Select-- O

--Please Select--

Yes

Close
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The default company is now changed in the My Profile grid.

Firm Mame Title Role Default Firm Status View Edit Delete
Smith Contracting Administrator No Approved Wiew # Edit 7< Delete
Kinsley Electric Company User Yes e Approved View # Edit 7 Delete
g 4 4 |1| ¢ 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.)

&™=3 State of Illinois
| Bruce Rauner, Governor

IDOT Vendor Portal

< Kinsley Electric Cuméan; >

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

Homer Welcame lane Smith Email jareysmahl0Iggmedocom Lhange Kinsley Clectr Company
\endor

--Flasen Selact--
Kirsiley Electne Compny
< Sl Contrasing >

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

-F'-_iil SIIH‘h-

= State of Illinois
A Bruce Rauner, Governor

IDOT Vendor Portal

Help Logout
Smith Contracting
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Joint Venture

When bidding electronically as a Joint Venture, you must register the Joint Venture in the IDOT
Vendor Portal using the newly assigned Contractor Number. Please follow the steps below:

1. The managing party for the Joint Venture should register the JV (refer to the Initial
Vendor Registration section of this Guide for registration instructions, as this process is
the same as registering your company for the first time).

2. Manage the association requests from JV members if applicable (Refer to the User
Management section of this Guide the Approve users and assign role(s)).

3. Be sure to select the Joint Venture prior to accessing the iCX (Refer to the Select a
Bidding Vendor section of this Guide for instructions).

For more help with Joint Ventures, please contact Betsy.Calcara@]llinois.gov or

call 217-782-9332
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iCX 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.

For information regarding the use of the iCX application, please click the “Help” link in the iCX
application to access the searchable help files.

For additional help with the iCX Application, or to report a problem, please call ExeVision
directly at 866-304-2844.
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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”

g 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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