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l__Doing Business with DAS >

Uploading Affidavits and Nondiscrimination Forms Online

“Fm committed to making
sure businesses and
contractors alike know that
Connecticut is open for

business.”
Governor Dannel P. Malloy

[ 1] Why Upload Documents?

We’re changing how we do business

We're proving our commitment
to being more “business
friendly.”

The Department of
Administrative Services (DAS) is
introducing a new, easier way
for vendors to provide Affidavits
and Nondiscrimination Forms
when submitting a Bid or RFP.

Now, instead of submitting
these documents in hard copy
every time you submit a
Bid/RFP, you can upload them
electronically.

These changes to our business
rules are a result of legislation

found in Public Act No. 11-229

Click here to see the Public Act

This Guide to Uploading
Affidavits and Nondiscrimination
Forms Online will introduce you
to a quick and secure method of
submitting documents with your
Bid/RFP response.

These Affidavits and
Nondiscrimination Forms shall
remain on file at DAS, and will
be available for use by other
State Agencies that may also be
doing business with your
company.

Affidavits must be updated
on a yearly basis.

If any changes to the
submitted information
occur, the vendor will
complete a new document
and upload the updated
form. All updates must be
made within 30 days of any
change.

Uploading your documents
decreases the time it takes
your company to prepare a
Bid/RFP response and
greatly reduces the amount
of paperwork your company
is required to submit.

We're also benefiting the
environment by reducing
the amount of paper used.

Following you will find step-
by-step instructions on the
process of uploading your
documents.

Welcome to a new way of
doing business with the
State of Connecticut!
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[ 2] Which Documents Can | Upload?

Information concerning which documents pertain
to you or your company can be found in the
Bidder’s or Proposer’s Guide provided with the Bid
or RFP package.

All forms must be completed, signed and dated.

Those documents requiring it,
must be notarized.

Once uploaded, the Affidavits shall be updated and
submitted annually and Affidavits and
Nondiscrimination Forms shall be updated within
30 days of any changes to the submitted
information.

Your company will be sent an
initial reminder 60 days prior to your annual
submission date.

Affidavits and Nondiscrimination Forms will be
archived by DAS and made available to other State
Agencies with which your company may be doing
business.

Please do not send hard copies
of the uploaded documents to
DAS.

For more information on contract certification

requirements, visit the Office of Policy and
Management (OPM) website:

OPM Contract Certification Requirements

Affirmation of Receipt of State Ethics Law Summary
(OPM Ethics Form 6)

Gift and Campaign Contribution Certification (OPM
Ethics Form 1)

Consulting Agreement Affidavit (OPM Ethics Form 5)

Non Discrimination Certification (A - Representation by
Individual)
Regardless of value

Non Discrimination Certification (B - Representation by
Entity)
For contracts valued at less than $50,000.00

Non Discrimination Certification (C - Affidavit by Entity)
For contracts valued at more than $50,000.00

Non Discrimination Certification (D - New Resolution by
Entity)

Non Discrimination Certification (E - Prior Resolution by
Entity)
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Step 1:

From the DAS homepage
(http://das.ct.gov/mpl.aspx?page=9)
click the second link, Doing Business
with the State of Connecticut.

Step 2:

In the right margin Click

Log On to BIZNET

[0.1] How Do | Create A BizNet Account?
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COMING TO THE DAS PORTAL IN 2012: On-line Bid Response & Submittal (for DAS solicitations).
Please click on this message to visit our website for news and inf ive updates, i i i
instruction on this and other ongoing “Business Friendly” initiatives.

The State of Connecticut Department of
Administrative Services announces the arrival of its
Online Bidding process starting in February 2012.

Doing Business with the State

Our new advanced state contracting portal engine allows you to search state contracts, and solicitations. Set the
parameters to be as wide or as narrow as you need. Keywords, vendor names, SBEs are just some of the fields to
search. Click the highlighted links below
Search for all:

« CURRENT SOLICITATIONS

« CONTRACTS AND SOLICITATION RESULTS
Learn how to do Business with the State of Connecticut

Solicitations listed below have been posted by the organization indicated.

Subscribe to receive a daily e-
mail alert when new bids RFP's
are issued.

Subscribe to DAS' BuyLines
newsletter: A biweekly
publication with information on
state contracts, news, and
procurement information.

Subscribe to receive e-alerts for

Property Auctions Vehicle
Auctions

L

nks - ‘

Business Friendly Initatives.

General Procurement Info

In-State Contractor Working
Group
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Step 3:

Click the Create New Account button.

Create Mew Account

Step 4:

Enter your Name, e-mail Address and
a Password in the fields provided.

m Tip: Make a note of the e-mail

Address and Password you use to
create the account for future
reference.

[0.2 ] How Do | Create A BizNet Account?
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Step 5:

Follow the directions to
retrieve the Activation e-
mail.

m Tip: This auto-

generated e-mail contains
an active link, and may be
intercepted by some spam
filters.

Step 6:

Click the link in the e-mail to
activate your BizNet
Account.

Your BizNet Account is now
active, and you may return
to the BizNet login page.

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095
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[3.1] How Do | Upload Documents?

Locating the Upload Docs Link

1. Loginto BizNet: https://www.biznet.ct.gov/AccountMaint/Login.aspx

epartment of

INISTRATIVE SERVICES

Currers User ko loschimvo@eegov | LoginOMt

Supplier Diversity Program

gi}ppller Diversity

Contractor Prequalification Workers' Compensation ' Company Search

Search list of compasies in the DAS database

DAS

PREOUAL Workers'
oA Amnancatinn | s e Vendor Performance Reporting
2. After logging in to BizNet, select the CT 3. Select Company Information.
Procurement link.
 —

Log infOut

epartment o,

NlS[l'RATIVE SERVICES

epartment of

RATIVE SERVICES

Company

Enter your Company Information
Yous Companses Pags Help
Welcome to the Company Information Center! Gompaay Nome | testcompany
To enter a new company. click Add. To update information of an existing company, click on the # next to the company name. To I Ova B

update a company’s user accounts click on the B next 10 the company name.
Page Help 5 -
wpayer D Type & v ¢ ‘
1y Name Taspayer ID * = mn;:i:\ L
BOR 1) 087684 S S [Coporson -
Incorporating Seate | CT
- . - - Web Adkess  www. {@yahoo com
Add Ancther Company |
The Department of Admanistratve Services - Business Network. Review cur Prrvacy Policy
Need to contact us? Send e-mald 1o DAS Web Design
AN Stme dgchainens snd permivions soply

Dt Couenee 133

4. Click the “Binocular Icon” by your company 5. Click “Upload Docs.”
name.
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[3.2] How Do | Upload Documents?

Step-By-Step Document Upload Instructions

Following are instructions for Uploading your documents to DAS.

Prior to Uploading, make sure you have scanned the applicable
completed, sighed documents to a folder on your computer.

Step 1:
| ® : Department o

Log in to BizNet, and click ADMINISTRATIVE SERVICES

the Upload Docs link in the e

page me n u ba r (upper rlght Company List Company Info Accounts Address Contacts Commodities Upload Docs

section of the page). Documens Upload
Upload Forms and Documents

Choose the appropriate button for the forms or decuments vou wish o upload.

Current User: peler.hunter@ect.gov Home Biznet Wenu Log in/Out

Click the Affidavits & Show Paze Help
Nondiscrimination Forms PJH Construction, Inc.
button.

Affidavits & Nendiscrimination Forms ]

[ Affidavits & MNondiscrimination Forms [

[ Upload Prequalification Documents ]

[ Upload Supplier Diversity Documents ]

The D of Ad re Services - Business Network. Review our Privacy Policy
. Need to contactus? Send e-mail to DAS Web Design
m T| p: You m ust h ave a All State disclaimers and permissions apply.
Hit Cosnter 1108
BizNet Account to upload
documents.

Click here to create a BizNet
Account

E] Tip: This page also

includes buttons to upload
documents for other DAS
programs.

Make sure you choose the
correct button for Affidavits
& Nondiscrimination Forms.
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Step 2:

Click the Upload link in the left
column corresponding to the
description of the document
you wish to upload.

E] Tip: If you have not

downloaded the required
documents, click Get
Document.

Description
maticn af Recept of State Ethees Law Summary
(CIEN Ethics Form &)
Gee Docaezent

Print, complete the
document and scan back
to your computer.

Step 3:

Click the button to

locate the file you wish to
upload.

[ 3.3 ] How Do | Upload Documents?

Department o

RATIVE SERVICES

Current User: peter hunter@ct. gov Home Log InfOut

Company List Company Info Accounts Address Contacts Commodities Upload Docs
‘Company Documents
Affidavits & Nondiscrimination Forms

Upload your Forms here

N 5how Paze Held

PJH Construction

Upload Upload Info Description

Upload ‘Affrmation of Receipt of State Ethics Law Summary
(OPM Ethics Form 6)

Get Document

Upload Gift and Campaign Contnibution Certification (OPM
Ethics Form 1)

Get Document

Upload Consulting Agreement Affidavit (OPM Ethics Form
B

Get Document

Upload MNonDiscrimination Certification (4 - Representation
by Individual)

Get Document

Upload NonDiscritnination Certification (B - Representation
by Entitv)

Get Document

Tpload NonDiscrimination Certification (C - Affidavit by
[Entity)
Get Document

Upload NonDiscrimination Certfication (D - New Resolution
by Entity)
Get Document

Upload NonDiscritination Certification (E - Prior Resolution
by Entity)

Get Document

Current User: peter. hunter@ct.gov Log In/Out

Upload Common Docs

Upload Affidavits & Nondiscrimination Forms

Browse to file and click upload.
Show Page Help
PJH Construction
Affirmation of Receipt of State Ethics Law Summary (OPM Ethics Form 6)

Browse to File Browse...

[ Upload ] [ Cancel ]

[ The Department of Administrative Services - Business Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design

All State disclaimers and permissions apply.
Hit 25
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[3.4] How Do | Upload Documents?

e File d
Ste p 4 . hoose to Uploa
Lockin: | Affidaves i [ N A
b “%. NonDiscrim Cert Form C Entity Contracts GT S0000F
. . O S
Select your file, and click o RATIVE SERVICES
o (£ Desktop
My Documents
ination Forms
My Computer
nstruction
MyNetwork  Fie name: [NorDiscim Cert Fomm C Eniy Contracts GT 50 v | Dpen | |5 L Summary (OPM Ethics Form 6)
Places
Fies of type: [AFies () =~ Cancel
Upload Cancel
The Department of Administrative Services - Business Network. Review our Privacy Policy
N Need ? Send e-mail to DAS Web D:
Tip: You may need to RN e v gt
Hit Coverer 25

use the dropdown box in the
“Choose File” window to locate
the folder in which you have
saved your file.

Step 5:

Verify that you have selected
the correct document.

Current User: peter.hunter@ct.gov Log InfOut

Upload Common Docs

m Upload Affidavits & Nondiscrimination Forms
Browse to file and click upload.
Tip: The file path will ’

Show Page Help
PJH Construction
Affirmation of Receipt of State Ethics Law Summary (OPM Ethics Form 6)

indicate which file you have
selected and its location on

Browse toFile |N:\- Procurement\Business Friendly Initiative\Affidavits\NonDiscrim Cert Form C Entity
your computer.

[ Upload J [ Cancel ]

The D of Administrative Services - Busi Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design
All State disclaimers and permissions apply.
Hit Cosnter 23

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095




|l Doing Business with DAS > Uploading Affidavits and Nondiscrimination Forms Online

Step 6:

Click the

button.

EI Tip: You may also

cancel the upload operation
by clicking the Cancel
button.

Step 7:

A message above the table
will indicate that your file
was uploaded successfully.

The Upload Info column will
now indicate the date and
time of upload, the user
name and the file name.

Step 8:

Click the Upload link for the
next applicable file, and
repeat the process for all
files you wish to upload.

[3.5] How Do | Upload Documents?

artment

IN[SOQ'RAT[VE SERVICES

Current User: peter.hunter@ct.gov Log in/Out

Upload Common Docs

Upload Affidavits & Nondiscrimination Forms

Browse to file and click upload.
Show Page Help
PJH Construction
Affirmation of Receipt of State Ethics Law Summary (OPM Ethics Form 6)

Browsz toFile |N:\- Procurement\Business Friendly Initiative\Affidavits\NonDiscrim Cert Form C Entity

[ Upload } [ Cancel ]

( The D of Administrative Services - Busi Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design
All State disclaimers and permissions apply.

Hit Covneer 25

Department o

INISTRATIVE SERVICES

Current User: peter. hunter@ct.gov Home: Log In/Out

Company List Company Info Accounts Address Contacts Commoditics Upload Docs

Cempany Documents
Affidavits & Nondiscrimination Forms
Upload vour Forms here
Your file was uploaded successfully.
Upload Upload Info Description
Upload | I [Date: 9282011 11:21:5% AM Affirmation of Receipt of State Ethics Law Summary
[Ev: peterhunter@ct.gov (OPM Ethics Form 6)
Name: N
NorDiscrim_Cert Form C_Enfity Contracts GT_SU0DOF pafCct Document
Upload Gift and Campaign Contribution Certification (OPM
Ethics Form 1)
Get Document
Upload Consulting Agreement Affidavit (OPM Ethics Form
5
Get Document
Upload NonDiscrimination Certification (A - Representation
by Individual)
Get Document
Upload NonDiscrimination Certification (B - Representation
by Entity)
Get Document
Upload NonDiscrimination Certification (C - Affidavit by
Entity)
Get Document
Upload NonDiscrimination Certification (D - New Resolution
by Entity)
Get Document
Upload NonDiscrimination Certification (E - Prior Resolution
bv Entitv)
Get Document
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