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REGISTRATION
NTTA Marketplace:
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Registration in NTTA Marketplace is necessary in order to participate in the solicitation process of a 

procurement.

Registration Allows a Vendor to:

• Receive notifications for new procurement opportunities

• Appear on the Bid Holder List of an opportunity

• Receive notifications for any changes or addenda

• Submit clarifying questions for a procurement

• Submit an electronic response (when required)

Why Should You Register in Marketplace
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#########

XYZ Company

DaylonC@ntta.org
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Registration consists of completing 
all relevant cells on each page.

Entry is required for all fields with 
an asterisks.

Entry in any other relevant field is 
encouraged.
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Registration consists of completing 
all relevant cells on each page.

Entry is required for all fields with 
an asterisks.

Entry in any other relevant field is 
encouraged. Once all entries are

complete on a page, click 
“Save & Complete 
Registration”.

Always click “Save & 
Complete Registration” 
prior to navigating away 
from any page.

The “Company Email” will be 
the only address to receive 
notifications from Marketplace. 

A distribution is recommended
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This will be your 1st Account User

They will be both “Seller” & “Seller 
Administrator”

Leave the BidSync 
Username &
Password blank 
during registration
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If you are certified as a 
“Disadvantaged”, “Minority-
Owned”, “Woman-Owned”, or 
Section 8(a) entity – Select “Yes” 
at the appropriate question.
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If you are certified as a 
“Disadvantaged”, “Minority-
Owned”, “Woman-Owned”, or 
Section 8(a) entity – Select “Yes” 
at the appropriate question.

If you are a D/M/W BE, then clicking 
“Save & Add Certification” will 
allow you to input your certification 
information. 

Otherwise, “Save & Continue 
Registration” will allow you to 
proceed with registering.
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If you are certified as a 
“Disadvantaged”, “Minority-
Owned”, “Woman-Owned”, or 
Section 8(a) entity – Select “Yes” 
at the appropriate question.

If you are a D/M/W BE, then clicking 
“Save & Add Certification” will 
allow you to input your certification 
information. 

Otherwise, “Save & Continue 
Registration” will allow you to 
proceed with registering.

“Add Certification” appears if you 
click “… & Add Certification”
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Pop-Up Blocker may 
prevent certification
detail entry.



13

Enter any keywords that align with your 
offering

Search can be for “Any” of the words, 
OR for “ALL” of the words (i.e. A phrase)
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Enter any keywords that align with your 
offering

Search can be for “Any” of the words, 
OR for “ALL” of the words (i.e. A phrase)

Check boxes next to the best codes 
for your offering.

Click “Save & Add More” if there 
are multiple pages BEFORE you 
leave a page.
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If there are any issues 
preventing registration, 
they will display as a red 
“Validation Errors” message 
atop the Summary page.
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NAVIGATION
NTTA Marketplace:
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Guidance Documents and other 
helpful information.
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Current and future opportunities 
can be found from the login 
page.
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Links back to our NTTA.org pages 
can help you learn more about 
NTTA Procurement and Business 
Diversity
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Seller View allows a Vendor to view and 
participate in any active solicitation.

Seller Administrator view allows a 
Vendor to update their account details.

Once you’ve logged into a vendor 
account. Clicking the account icon 
displays the drop down to select a view.



22

The Bid Number is a hyperlink that 
leads to the details and solicitation 
packet for a respective opportunity.

If viewing through the Seller View, 
“acknowledging” the solicitation, or 
downloading an attachment will add a 
vendor to the “Bid Holders List”.
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Bid Q & A supplies vendors the 
opportunity to ask clarifying questions, 
as long as the questions date has not 
passed.
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Bid Holder List displays company 
contact information for any vendor 
account user that has Acknowledged a 
solicitation or downloaded its 
documents.


