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1.0 Purpose

‘ NOTE: You must be registered in NJSTART in order to perform the actions described in this guide.

e This Quick Reference Guide (QRG) provides step-by-step instructions on how to add another
company to NJSTART that uses your tax ID, known as a “doing business as (DBA).”
e Adding a DBA is only necessary if the intent is for the DBA to operate separately from the
company you originally registered in NJSTART.
e Establishing a DBA will permit the following:
o Maintaining separate NJSTART Vendor Profiles for your company and your DBA(s);
o Granting separate Vendor Profile access by establishing separate user IDs, as desired.

NOTE: You will not gain access to the DBA organization’s profile by adding them as an additional
organization. The DBA maintains a separate Vendor Profile and separate Vendor number. The separate
vendor records are linked by the same Vendor legal name and same tax ID.

e Quick Reference Guides for managing your NJSTART vendor portal profile, and many other
topics, can be found at the New Jersey Division of Purchase and Property Vendor Support Page
at

e If you have questions regarding the material presented in this guide, you may contact a New
Jersey State Vendor Administrator at (609) 341-3500 or email

2.0 Instructions

2.1. Navigate to NJ START and Login

e Navigate to . Log in using the ID and password you created during
registration, or which was provided to you by your company’s Seller Administrator.

NOTE: For security purposes, the first time you log into NJSTART you will be prompted to reset your
password. Afterwards, you will be taken to your home screen.
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e Figure 2.1.1. is the login page when you navigate to www.njstart.gov.

e Click on “Sign In” found on the upper right corner and enter your Login ID and
Password.

Figure 2.1.1.

NJSTART

Welcome to NJSTART! Our easy-to-use eProcurement system puts the

power to do business with the State of New Jersey in your hands by

automating the procurement process.

MORE INFORMATION

Bid Solicitation: v

e If you have forgotten your password, you may click on the Login Assistance link at the
bottom of the Welcome to NJSTART screen and follow the instructions as shown in
Figure 2.1.2.

Figure 2.1.2.

NJSSTARF

Login ID:

YourLogInID

Password:

OO T

[ Login Assistance v ]

Part of the Periscope 52G line of platform products.
PeriscopeS2G
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2.2. Verify that you have the Seller Administrator Role

e You should see the sc

reen shown in Figure 2.2.1.

Figure 2.2.1

NJSSFART

Home - Welcome Back Grant Hagen

News(0)  Vendor Communication(1) ~ Bids(272)  PO(1)  Quotes(1)

No News Available

CHOK
Grant Hagen

Seller =

Seller
Seller Administrator
My Account

Logout
Invoices()  Vendor Performance{0) g

Copyright © 2022 Periscope Holdings, Inc. - All Rights Reserved

If you do not see the s

creen above, confirm that you are in your Seller Administrator

role found in the top right hand corner of your screen as shown in Figure 2.2.1.

If you do not have Sell
your organization’s Se

er Administrator privileges, you must request those rights from
ller Administrator.

2.3. Click Add Associated Organization

2.3.1.

Once signed in as a Seller Administrator, you will see the screen as shown in Figure

Figure 2.3.1.

NJSSFART

Maintenance Home Page for: ByteSpeed LLC

General  Alerts

This section Is used for
maintaining organization
information

Ory Users on this Add Users on this Add Associated
Information Account Account Organization
——— — —
[— —_

This section is used to
maintain users for the
organization.

This section Is used to add
users to the organization

This section is used for

adding an organization
with the same Tax ID.

Copyright © 2022 Periscope Holdings, Inc. - All Rights Reserved.

Current Company: ByteSpeed LLC | july 28, 2022 1:19:47 PM EST
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e After you click Add Associated Organization, you will see the screen shown in Figure
2.3.2.

e You must supply the email address of the organization you wish to add as a “Doing
Business As” organization as the “To:” address.

e Do not change the "Subject:” line content.

Figure 2.3.2.

NJSSTART ® Q@

Send Mail

@ Use the email form below to request that the associated organizations register in BSO. The link provided below must be used in order to register with the same tax ID.

.

To =
test@periscopeholdings.com

cC

O sendc emall to bytesp mailinator.com

From: bytespeeddeb@mailinator.com

Subject™ ) ) )
ByteSpeed LLC requests you reglster with the Division of Purchase and Property's eProcurement system.

Text:

Current Company: ByteSpeed LLC | July 28, 2022 1:27:25 PM EST

Send Cancel & Exit

Copyright ® 2022 Periscope Holdings, Inc. - All Rights Reserved.

e Fill in the text box with the information you wish to provide and hit “Send.”
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e A confirmation will appear on your screen as shown in Figure 2.3.3.

Figure 2.3.3.

NJSSTART ® Q@

Add Associated Organization

Subject: ByteSpeed LLC requests you register with the Division of Purchase and Property's eProcurement system.
Email Recipients

[)z-hvmy Date: 07/28/2022 01:29:39 PM

Additional Email Notifications

Email Address

OK

Copyright © 2022 Periscope Holdings, Inc. - All Rights Reserved

Current Company: ByteSpeed LLC | july 28, 2022 1:30:04 PM EST

e An email will be sent to the address supplied in the previous step prompting the
recipient to register in NJSTART as a “Doing Business As” organization sharing your
organization’s tax ID.
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o The body of the email will be similar to the text as shown in Figure 2.3.4.

Figure 2.3.4.

(B8  ByteSpeed LLC requests you register with the Division of Purchase and Property's eProcurement system. - Message (HTML) £ Search

- o X
File  Message Help
G 2o ' [~ FMark Unread O ) "

© m = & <<::j 3 & J m}” EJL = Elq o A D\ a% O\ @
Q. Delete Achive  Reply Reply Forward Y Shareto o Manager T Move O Assign Do Categorize~ B~ o Tansiate Zoom Viva
e All By~ Teams | Team Email v © B~  Poliyy M olowUpy [y ~  Aloud  Reader v Insights

Delete Respond Teams Quick Steps ] Move Tags & Editing mmersive Language Zoom Add-in ~
ByteSpeed LLC requests you register with the Division of Purchase and Property's eProcurement system.

) Re % Reply = Forwarc

@ NJSTART UAT <noreply@njstart gov> 3 Reply | O Reply Al Forward | | W8

Use the link below to register with the STATE OF NEW JERSEY's eProcurement system using the same tax ID as ByteSpeed LLC. https://test.njstart.gov/bso/external/vendor/regCompanylnfo.sdo?
reg_code=UINJkLBgsv6q0PThwFkIKzhGFad0sldUvUBIHCTBBHTxywx24v-S4IVpPmSXNXheE 2c5Awr EO06bILIVPThX7JUBUOCOZIL5cx00_inbiZ25s-STisnéw&mod

1it_new_vendor

Use this link to log on to NiStart | Test: https://test.njstart.gov/bso/view/login/login.xhtml

e Once the recipient clicks on the link in the email, he or she will be routed directly into
Vendor Registration.

o The “Doing Business As” organization should then follow the Quick Reference Guide
entitled “Vendor Registration” to perform the initial setup of the new Vendor Profile.

[ )

If you have questions or need assistance, contact a New Jersey State Vendor

Administrator at (609) 341- 3500 or email njstart@treas.nj.gov as shown in Figure
2.3.5.
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Figure 2.3.5.

NJSTART

Welcome to NJSTART! Our easy-to-use eProcurement system puts the
power to do business with the State of New Jersey in your hands by

automating the procurement process.

MORE INFORMATION

NJSSFART

STATE AGENCY RESOURCES
Division of Purchase and Property
State Agency Assistance email:
njstartagencysupport@treas.nj.gov

VENDOR RESOURCES
Contract with the State
MWBE, SBE, VOB & Other
Certifications

State Business Resources
VENDOR ASSISTANCE
NJSTART Vendor Support
email: njstart@treas.nj.gov
phone: 609-341-3500

Bid Solicitation: v

MARKETPLACE LOCAL
GOVERNMENT RESOURCES
NJSTART Marketplace Buyer
Information

Local Government Services
eProcurement Regulations

LOCAL GOVERNMENT
ASSISTANCE

e-mail:
coop-njstart@mdfcommerce.com

MARKETPLACE VENDOR
RESOURCES

NJSTART Marketplace Program
NJSTART Marketplace Vendor
Information

Cooperative Purchasing in New
Jersey

Marketplace Vendor Assistance
e-mail:

suppliers-
njstart@mdfcommerce.com

NJSTART Vendor User Guide Establish DBA V17.1 Revision 11.07.22

80of9




	1.0 Purpose
	2.0 Instructions
	2.1. Navigate to NJ START and Login
	2.2. Verify that you have the Seller Administrator Role
	2.3. Click Add Associated Organization


