OREGON

OregonBuys Catalog Upload Guide

The next step in getting fully enabled in OregonBuys is getting set up in the Periscope Marketplace, where you will
be able to upload your catalogs into the Catalog Manager for Oregon to purchase your products and services direct.

Now that you have registered in OregonBuys, all you have to do is setup and upload your catalog. Please allow a
minimum of one (1) hour for this process to ensure your catalog is setup properly.

Getting Your Periscope S2G Account Set-Up to Power Marketplace:

1. Log into OregonBuys using the “Sign In” button in the upper-right corner: https://oregonbuys.gov/bso/.

2. Click the settings icon in the upper-right corner and select “Catalog Manager” from the dropdown.
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Due to the individual nature of each

Re DDFT"« supplier and how they register to work
with the State of Oregon, there are
1 E some rare, but unique cases in gettin
Catalog Manager ¢——— i gering

your catalogs uploaded properly. If

you are having any trouble uploading
your catalog using the process outlined
in this guide, please reach out to our
dedicated supplier enablement team at
OregonBuys@periscopeholdings.com.
com or 800-203-5727 and they will
assist in the upload process.

3. The Periscope Marketplace “Catalog Manager” window will appear explaining
that you will need to complete your S2G Account. Click “Go to Periscope S2G.”

Marketplace Catalog Manager x

Periscope Marketplace

Catalog Managel

Want to see these steps in action?

. . . Check out our resource videos for
We notice that you have an incomplete Periscope S2G additional help here:

account associated with your email address
austinmedicalsupplier@phimail.mailinator.com

Additional Resource Videos

Log into Periscope S2G and complete your registration in
order to access your Marketplace Catalog Manager.

— Go to Periscope S2G
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4. When the Periscope S2G window opens choose the “Forgot Your Password” option below the sign-in

M PeriscopeS2G

SUPPLIER TO GOVERNMENT

Email *

Please enter 2 email

Password *

0O Remember me@

FOrgot your password? ¢

nter email address (this will be the same email address used to register in OregonBuys). Click “Continue.”

f PeriscopeS2G

SUPPLIER TD GOVERMNMENT

FORGOT YOUR PASSWORD

To reset your password, enter your Periscope 52z emai
Email *
Continue

6. Click the “Resend Verification Email” link on the next screen.
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7. Click “Close” to escape out of this pop-up.

Incomplete Registration

Our records indicate that there is an incomplete
registration with your email!

Close

8. Retrieve the password reset email from the email address that was entered on the previous screen.
v Click the provided hyperlink in the email.

v Check junk/spam folder if you do not immediately see email in inbox.
v Periscope S2G will open in another window.

Toll Free: 1-800-200-8339

i, PeriscopeS2G

SUPPLIER TO GOVERNMENT

Dear Matt,

Thank vou for getting started with Periscope S2G. We need a little more information to
complete vour business profile. including confirmation of vour email address. Click below to
confirm vour email address:

https://supplier.phi-stage. cloud register/v1/venfy/ flllxwMqvWTUVULOP7tz070hAlkSzdJaw b

If you have problems please paste the above URL into your web browser.

Need Help? Contact our Support Team:
Email: s2g-support@periscopeholdings.com
Phone: 801-765-9245

PLEASE DO NOT RESPOND TO THIS EMAIL.

9. Enter the new password in the “New” and “Confirm Password” fields.
v Passwords rules:

« Minimum of 8 characters
« One Upper Case

» One Lower Case

- One Digit

« One Special Character
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v Accept the “S2G Terms of Service” by checking the box.
« Click “Next.”

Set Your Password

Please select a secure password.

Set Password

Confirm Password *

er

VICE,

(800) 990-9339 s2g-support@periscopeholdings.com

- Enter your “Company Name”
« Click “Next”

Get Invited to Bids

oin or create a company profile to receive bid invitations from
7
agencies.

Join or Create a Company

Company Name *

Type company name or s

(800) 990-9339 s2g-support@periscopeholdings.com
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10. A new tab will open, directing you to the “Company Name” screen.
v Enter the “Company Name” in the given field, if it did not already pre-populate from the OregonBuys system.

- Note: Make sure your company details that show up are what you expect to see, some larger companies may
have multiple variations depending on the department. If any of the information does not look familiar, please
go back to the previous screen and search again.

v Click “Next.”

Create New
Company

This information helps agencies find you and invite you to
participate in bids!

Company Information

Austin Medical Supplies

United States of A... ~ Texas

Austin

10 Main Street

(800) 990-9339 s2g-support@periscopeholdings.com

« Company added!
« Click “Next” to continue S2G Account Setup.

Create New
Company

This information helps agencies find you and invite you to
participate in bids!

Company Information

COMPANY ADDED!

You can edit the company profile under your u
Settings after logging into your new Perisc

==
account

(800) 990-9339 s2g-support@periscopeholdings.com
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11. Select a “Sales Region” from the provided options.

v Please note, this is specific to your S2G account, the Periscope supplier bid notification service. These daily
notifications can be turned off. See notes below.

v Click “Continue.”

Sales Territory

Select all areas you are able to provide your goods or services

Regions

CONTINUE

(800) 990-9339 s2g-support@periscopeholdings.com

12. Set up your profile Keywords, these are words/phrases that align with the types of bid opportunities your
company is most interested in.

v Enter three (3) Keywords for commodities or services that your business offers.

- As noted above, this is for daily bid notifications from the Periscope S2G system which powers the
Marketplace. If you do not wish to receive these daily bid notifications, you must still complete this account
set-up, but you can turn off these daily notifications. See note below.

v Click “Next.”

Enter Keywords

Keywords are used to create a bid list that fits your business.
You can edit keywords later after you log into Periscope S2G.

Keywords

Enter E
medcasippies © Y emergencyresparse ©
You can also enter keywords that eliminate bids from the bid list.
Add +
Medical Supplies
ewer System Maintenance, Repair, and Emergency Response Services
Medical Software
Gooc Emergency Response Center
Cnns Emergency Response Consultant he
< »
BACK EXT
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13. Enter your NIGP Codes. Locate NIGP Codes to add to your account by:
v Manually entering keywords or click the “Use Keywords in my Profile” button and it will pull up any relevant
keywords previously entered.
v To select the NIGP Codes to add to the account simply click on them and they will populate to the right.

v Click “Save & Continue.”

Select NIGP Codes

MNIGF Codes

Enter Keywords or NIGP

Selected Search Keywords

D CIETD CEEED

20860

Madical Software, All
Tyoes,
Microcomputer

953
© Malpractice
nsurandce, Maaical

14. Confirm your bid relevancy to finalize your S2G setup.
v Click the thumbs up or down button based on the bid relevance to your business.

v This helps us improve the quality of bids being sent to you from Periscope S2G.

Increase Bid Relevancy

Improve the quality of the bid list by letting us know if these bids fit your business
preferences.

Medical Supplies

AGENCY - INSTANCE M

(800) 990-9339 s2g-support@periscopeholdings.com

15. Congratulations your S2G bid profile is complete and ready to power your account with the Periscope Marketplace.
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16. Click “Take Me to the Bid List.”

Congratulations,
your business
profile is complete!

Your Bids are Ready
‘ve created a list of bids, just for you

TAKE ME TO THE BID LIST

ait options now or

You can use the ad
your bid list

later in the settings to further refine
INCREASE BID RELEVANCY

(800) 990-9339 s2g-support@periscopeholdings.com

17. Once on the main S2G screen, click “Marketplace Catalog Manager” at the top.

Search

BID OPPORTUNITIES MARKETPLACE CATALOG MANAGER

i= AlLL BIDS

¥ NewForyou W YOURBIDS

18. A window for “Periscope Marketplace Creation” will pop up.
19. To add your FEIN or SSN, you must click the “Update Company Profile” option at the bottom

Additional Information Needed

Periscope Marketplace Creation

Periscope Marketplace
Catalog Manager

on Number) or Social
te a catalog for your

A FEIN(Federal Employer Identific
Security Number is required t
company

Update Company Profile h—

call this number (800) 990-9339

Need assistance?

OregonBuys: Powered by Periscope




20. The company profile will be completed based on the information provided in your OregonBuys account.

21. Enter the Company “FEIN” or “SSN” to sync the accounts.

v You can modify the company information if needed.

v Click “Save.”

Company Profile

Austin Medical Company

@
ndustry
10 Mam ;treet
Address Line 2
l-J-r.-llit.ed States of America v  State/Province hed
Austin ?S?O‘I
Annual Revenue Employees
Founded j:\j..... ®
SSN ®

CANCEL SAVE

Your account is now successfully set-up and ready for catalog manager access!
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Getting Catalog Access:
1. Log into OregonBuys using the “Sign In” button in the upper-right corner: https://oregonbuys.gov/bso/.

2. Click the settings icon in the upper-right corner and select “Catalog Manager” from the dropdown.

B

Documents

3. A new tab will open, directing you to the “Company Name” screen.
v Enter the “Company Name” in the given field.
v Click “Next.”

4. Click “Register.”

v You'll be redirected to your account setup screen. Finish your registration by navigating through a few tabs.

5. You will then be directed to the “Company Information” screen.
v The address information should populate from the “General Mailing Address” on your OregonBuys account.
v Click “Next.”
« You can change the “Company Information” if you choose.
v Click the “Done” button.

Your company has been successfully added!

Preparing Your Product List for Upload:

1. Download the OregonBuys Marketplace catalog template here: Marketplace Product List Template
v Save this document in .csv format for file upload.

2. Fill out the provided template with your catalog information.

v At a minimum, you must include the first six (6) columns: Product ID, Product Name, Product Description, Price, UOM, and
five-digit NIGP code(s).

The more information you can include, the more efficient your catalog will be to shop.

3. Save the catalog template file as a .csv with a name that is universal, as you will need to use this exact same file name for
any future catalog uploads or modifications.

Uploading Your Product List:

1. Navigate to the “Products Upload” tab on the left-hand menu.
Click on the “+” bubble in the upper-right corner to begin adding your product list.

2. A pop-up will appear titled “New Task” asking for a name, this is where you name your catalog.

Tip: Name your catalog something unique to your business, i.e., “JM Automotive Products”
versus “Automotive Product.”)

3. You will see a screen with three (3) steps. First, select “add new file” by clicking the “+” button to the right of this text and
choose the option from the dropdown that aligns with your connection type: FTP or file upload, click “Save.”

v This should be the product list developed in the last section using the provided template. If you do not have this already
developed, please look back at the previous section.

v Ensure your catalog is saved in .csv format to upload properly.

Add new file
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4. Once your connection type has been selected, it’s time to upload your catalog. This will vary based on your selection:
v File Upload:
« Click the “Select File” button and select your previously formatted Product List from your files.
- File type will default to .csv as this is the only accepted format.
« Click the “Upload” button.

- To the right of the screen, you will see setting options appear. Indicate if row one (1) is a header, this is automatically
checked by default. Leave all other options defaulted to “Auto” in this section.

Settings

First row is the header 1

:.'I"ll niter * Encliosure * End of line

Auto v  Auto »  Auto v

- Click the “Save” button in the bottom-right corner. If successful, you will see a bar flash at the top of your screen
confirming a successful upload.

v FTP:
« A pop-up will appear requesting the following required information:
1. Host
2. Port

3. Username
4. Password
5. Root Path

Fig Canneclion

]

Close

- Click the “Save” button in the bottom-right corner. If successful, you will see a bar flash at the top of your screen
confirming a successful upload.
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5. Now you must map your provided information from the .csv to their appropriate fields.
v This is only done for one (1) line item and does NOT need to be done for all line items in the provided .csv.

v This is a drag-and-drop feature in which your provided fields are indicated on the right and you must drag them to the
appropriate sections on the left.

& rud Files and Mapping €& scnecule € sunmany
Danmi ARBuy Test.osv

SOUrce SEMings

Fields in Danni ARBuy Test.csv 1>

Product ID
12345

Product Mame
Pancil

Product Descriplion
Paneil

Product Price

2

UOM

1

Product Images Image URL

il

N

v To map your government contract(s) status, these fields require special mapping and a manual input:

- Use the Key field under the subhead “Product Attributes” and physically type into the Key field
“Government Contract”.

v Drag and drop the field “Cooperative or Government Contract Y/N” from the right-hand side to the “Values” field.

Make
null
Cooperative or Government Contract (Y/N)

null
/ Cooperative or Government Contract Number
® null
Packaging

null

Product Attributes

Government Contract

v The Cooperative or Government Contract Number will need to be mapped into the “Product Description” Field.

wane
null

Cooperative or Government Contract (\

Y
\ Cooperative or Government Contract N

4 4600033839
Quantity

v Once this has been mapped, select the “Save and Next” button at the bottom of the page. You will see a bar flash across
the top confirming this was done successful.

o Add Files and Mapping

Unable to set scheduling when file upload source type selected!

v Note: If you selected “File Upload” as your connection type, on the next screen you will see that you are on phase two (2)
which is “Scheduler.” On this page you will see a message indicating it was unable to schedule. This is NOT an error,
this is only applicable to those who selected “FTP” for their connection type. Simply click the “Next” button on this
screen to proceed.
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6. You will now see your summary. Verify everything is correct, then select the “Finish” button.

7. You are now directed back to the “Products Upload” screen. You must now click the “Run” button that correlates with
the .csv you just uploaded. You will see a bar flash across the top of the screen indicating that “Task Started” which
means the system is importing your provided .csv.

8. Wait for the “Run” task to complete and populate the items from your product list.
v Verify the number indicated in the “Products Number” column matches the amount of line items you uploaded.
- Do not refresh the screen on this page while waiting for the run process to complete.

Details Products Number

O Imported 2

Creating your catalog:

1. From the left-hand menu, now select “My Catalogs” from the list.

2. Once on this page, select the “+ Catalog” button in the upper-right corner. You will be directed to a page asking you
to name and build your catalog.

3. Create tags such as “PPE” or “Automotive Tires” for buyer search purposes.
4. Select from the provided “Categories” list, all related categories associated with your items in the product list.
5. Select your “Catalog Type” which indicates products or services.

6. In the “Tasks” section, you will need to select the uploaded product list by checking the appropriate box. This
associates that product list to this catalog. Set your given start date, which can be as immediate as today, and if
applicable you can set expiration dates, though an expiration date is not required to proceed.

7. Click the “Save and Finish” button at the bottom.

v Please note, in rare cases, this page has caused a web browser to freeze. If you are unable to hit “Save and Finish”
on this screen, we apologize but you will need to back out of this page and try again. Please reach out if it gives any
further issues.

Congratulations! You have just successfully uploaded your catalog into the Marketplace!

How to Turn Off Daily Bid Notifications from Periscope S2G:

1. Click the “Account” button in the upper-right corner and select “Bid Profile” from the dropdown.

= @@

2. Uncheck the toggle under “Notifications” to turn off the daily bid notifications.

v You can always turn them back on and modify your keywords/territories in this section as well.
Need Assistance?

Bibariacope o Search Q =B 2 If you have any questions
BIDOPPORTUNITIES  MARKETPLACE CATALOG MANAGER or need support, please email us at
< BACKTO BID OPPORTUNITIES B 2 N * TRAININ {3 suproRT W ACCOUNT SETTINGS OregonBuys@perlscopeholdlngs.com
or call 800-203-5727.
~ Support Hours: Monday — Friday,
X 8a.m.—5p.m. CDT
Keywords ’ Notifications

Send me a daily list of Periscope 526G bid opportunities. ®
Negative Keywords

Sales Territaries 2
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