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This quick reference guide is designed to help vendors understand how to access Purchase
Orders (POs) and Change Orders sent to them through NJSTART. PO and Change Order
notifications will be sent to the primary email or mailing address associated with the vendor’s
profile, not to individual vendor users. If your entity has received a notification about a PO or
Change Order via email or mail, follow the steps in this guide to access and review the
document. We have also included a section on Invoicing on page 7.

Log into NJSTART

The first step is to log into NJSTART using your Login ID and Password. The email you
received notifying you about the PO or Change Order will also contain a link to the system that
you can click.

- NJSTART

N/ START

The State of Mew Jersey's new eProcurement systeml
NJSTART will put the power to do business with the State into your hands.

The Division of Purchase and Property is pleased to announce
a Pilot Procurement Program of new solicitations to introduce NJSTART,
the State's new eProcurement solution.
Please click on the “Cpen Bids™ link below to view Pilot Bidding Opportunities.

Please visit the NJSTART Vendor Support Fage, which contains
Quick Reference Guides, supporting videos, a glossary of
MJSTART terms, and helpdesk contact information.

To get your business “NJSTARTed,” please click on the “Register” link below.

Passwords must be between & and & characters, contain at least
one letter and one number, and not contain any special characters (#4& *, etc.).
Passwords are case sensitive.

L b Register
Reqgister here to begin using NJSTART.
Vendors, please read this disclaimer prior to registering.
[___ | Complete Registration
Complete registration here to begin using NJSTART.
Vendors, please read this disclaimer prior to completing registration.
[ __ | Open Bids
Browse open bid opportunities.
L b Active Contracts
Browse active Contracts/BElankets.
[ __ | Contract & Bid Search
Search for Bids and active Contracts/Blankets.
[ __ | Registered Vendor Search
Search for registered vendors.

Login 1D:

Password:

Login Assistance?

© 2015 Periscope Holdings, Inc.
All Rights Reserved

30of7



Department of the Treasury N sm
Division of Purchase and Property /B

1.0 Finding a Purchase Order

After login you will see your home page and tabs underneath the Welcome message. To find a
PO or Change Order, click on the PO tab. The POs and/or POs with Change Orders that you
have not yet acknowledged will be listed first. You can access a PO by clicking on the link in the
Purchase Order # column on the left side of the screen. If you elect to receive notification of
purchase orders by paper mail, the numbers in the Purchase Orders (un-acknowledged) and
Purchase Orders (sent) screen will correspond to a paper copy of a purchase order you have
received by mail. This is not an additional purchase order to be filled, merely the electronic
version of the paper purchase order that was mailed to you.

Home - Welcome Back Kathy Gryta

Hews(4) Bids(321) Qguvill Quotes(1)

Purchase Orders / Change Orders {Un-Acknowledged)

Furchase Order # M Organization | Purchase Order Date | Fiscal Year Description Status Vendor Name Total Mumber of Change Orders
P513923 Baltimore City 08/0%2011 2011 | test for QRG vendors guide 3PS - Sent KathwCo 519,435.00 None

Purchase Orders - Sent

Furchase Order # § Organization | Purchase Order Date | Fiscal Year Description Status Vendor Name Total Mumber of Change Orders
P513923 Baltimore City 08/0%2011 2011 | test for QRG vendors guide 3PS - Sent KathwCo 519,435.00 None

Copyright ® 2011 Perizcope Heldings, Inc. - All Rights Reserved.

1.1 Acknowledging a Purchase Order

Upon selecting a PO, you will be asked to acknowledge receipt of the PO and its Change
Orders before it will display. Acknowledging a PO indicates that you are aware of it and that you
will respond to it.

Check both of the check boxes on the left and click on the Proceed button to:
» Acknowledge your receipt of the PO and its Change Orders, and

* Notify the requestor that you have received the PO.

Download Acknowledgement

[T 1am acknowledging receipt of this. purchase order andJor its change order(s).

[} Notify requestor of receipt of this purchase order and/or its change order(s).

Conce2 4
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1.2 Viewing a Purchase Order

The PO will be displayed with the number prominently displayed in the upper left hand corner
of the document.

Open Market Purchasa Order P513823

Summary

Heades Information

Purchase Order Number: Pa12a23 Release Humber: 0 Short Description: e fur GRS vendurs guide
Status: 5 - Sent Purchaser: Adminieninr Sysies Recaipt Method: Quamty
Fiscal Year: am PO Type: Qpen Mnries Minor Status:
Department: 0P - PUBLIC WORKS Lecaticn: TEST - Teating Type Caode:
Alternate 1D: Entered Date: CRNGRONT D5sad AN Control Code:
Days ARO: o Retainage %: 0.0 Discount %: ooo%
Requirad By Date: BES01 Promised Date:
Contact Instructions: Tax Hate: Actual Cost: F19.436.00
Shipto Address: Lesaten Defaul Bill4o Address: User Detma

z 1

Austn, T 70780 Augtn, TX U780

us us

Emat Adk@perscsoehobing com Emal abak@prriacseehnitiog com

Prane: (555)555.2585 Prame: (555)555.8525
Frefermed Delivery Method:  tmal
Hemitdo Address: Wathy Gryts Bayment Termrs: Shipping Methed:

T1E Brazos

Austn, TX TE701 Shipping Terms: Freight Terms:

E=at test@gope: s com

Peane: - (512)555-12128
P Mailing Address: Kathy Gryts

Bhunn

Details about ordered line items

(428 - 31 ) Provision and safiware upgrdes | megmbian (Prolegie PLC, Allen Bradiey, i) of cemnfurge canfiguratan cesernl ay, View: Dotail

$15,426.00

n| s‘_nmml 5422000 | JOR- Jub | snnnl ] snml 30.00

Exil Bried

Copmight 2011 Penscope 16ciangs, Inc. - &1 Rghts Reserved,

1.3 Printing a Purchase Order

All POs issued to you will stay within NJSTART indefinitely, so you do not need to print it out.
However, if you would like to print out a paper copy of a PO, click on the Print button on the
bottom of the screen while looking at the PO. NJSTART will preview the PO on the screen and
you can then print the PO to the printer of your choice or save it to your computer.

upgrades / integration (Prolegic PLC, Allen Bradley, etc) of centrifudge configuration control 2y, View Detail

1.4 Finding and Acknowledging a Change Order

You will be notified of Change Orders if an agency has made changes to a PO they've
previously sent you. Notifications of Change Orders will also be sent to the primary email
address associated with the vendor’s profile, and not to individual users established for the
vendor’s profile.
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Change Orders are accessed in exactly the same way as the PO, and are visible on the PO
document in the Change Orders section.

Just like POs, you will be asked to acknowledge receipt of Change Orders upon selecting the
PO to view. Check both of the check boxes on the left and click on the Proceed to view the PO
and its Change Order(s).

Click the number of the change order to open and view the change that was made via that change

order.
—
Purchase Orders [ Change Orders (Un-Acknowledged)
Purchase Order 2l Organization | Purchase Order Date | Fiscal Year Description Status Vendor Name |  Total Number of Change Orders
P513923 Baltimore City 080972011 2011 | test for ORG vendors guide 3PS - Sent KathyCo 58,718.00 1

Purchase Orders - Sent

Purchase Order # Purchase Order Date | Fiscal Year

Organization Description Status Vendor Name Total Number of Change Orders
P513923 Baltimore City 08/08/2011 2011 | test for ORG vendors guide 3PS - Sent KathyCo 58,718.00 1

Cnnvrinht & 2011 Perizrnng Hnldinas Ine: - All Rinht= Reserved

Open Market Purchase Order P513923

LTyl Subcontractors

Header Information

Purchase Order Number: P513923 Release Number: 0 Short Description:  test for QRG vendors guide
Status: 3PS - Sent Purchaser: Administrator System Receipt Method: CQuantity

Fiscal Year: 20m PO Type: Open Market Minor Status:

Department: DPW - PUBLIC WORKS Location: TEST - Testing Type Code:

Alternate |D: Entered Date: 02009/2011 09:53:42 AN Control Code:

Days ARO: o Retainage %: 0.00% Discount %: 0.00%

Required By Date: 08082011 Promised Date:

Contact Instructions: Tax Rate: Actual Cost: 38,718.00

Ship-to Address: Iéncatinn Default Bill-to Address: :,ser Defautt

Austin, TX 78748 Austin, TX 78748

us
Email: aladik@perizcopeholdings.com
Phone: (555)555-5555

PO Terms

us
Email: aladik@perizcopeholdings.com
Phone: (555)555-5555

Preferred Delivery Method: ~ Email

Remit-to Address: Kathy Gryta Payment Terms:
711 E Brazos L.
Austin, TX TET01 Shipping Terms:
us

Email: te=t@goperizcope.com
Phone: E=i- (512)555-1212 &
Kathy Gryta

711 E Brazos

=tin, TX 78701

S

Email: te=t@goperizcope.com
Phone: E=i- (512)555-1212 &

PO Mailing Address:

Change Orders

Shipping Method:
Freight Terms:

I Change Crder Note

Change Order Date Bilateral Change Order

tem I1 Freight changed frem ™ to "0.0". 2. Quantity changed from "4.00000" to "2.0™.

08/08/2011 10:04:52 AN No
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1.5 Invoicing

Electronic invoicing is not currently available through NJSTART. In the interim, vendors should

submit

invoices to the the Department, Division, Bureau or Institution to whom the materials or

services were furnished.

Invoices should include the following:

4

PAYEE IDENTIFICATION NUMBER: Federal employer identification (FEIN) humber
assigned to the business or the social security number (SSN) if the payee is an
individual.

VENDOR ID NUMBER: This is your unique Vendor ID number from your NJSTART
profile.

PURCHASE ORDER (PO) NUMBER: From the PO you received and acknowledged.

ITEMS & QUANTITY: List of items or services, quantity, description, unit price, and
amount.

TERMS: Terms of sale, such as "NET", 15 days," etc.
TOTAL AMOUNT DUE: Total amount of invoice.

PAYEE NAME AND REMIT ADDRESS: The name of the individual or company
submitting the invoice and the complete remit-to-address.

INVOICE NUMBER: Invoice or billing number for reference purposes.

DATE OF INVOICE: Date the document is prepared and signed.
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