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STEP 1 - CREATING AN SEAO ACCOUNT

1. ACCESS THE WEBSITE AT https://seao.gouv.qc.ca/avis-du-jour
2. ToO SWITCH THE LANGUAGE, EITHER USE GOOGLE TRANSLATE OR CLICK ON “ENGLISH” ON THE TOP RIGHT.
3. CLICKON “SIGN IN”.

Québec g : Systéme électronique d'appel d'offres du gouvernement du Québec

Notice of the day Sign in

& Vous é&tes un fournisseur et vous vous connectez pour la premiére fois au nouveau SEAO? Consultez |a page d'aide pour faciliter votre

transition dans le nouveau systéme ou visionnez le webinaire pour vous guider dans la configuration de votre compte.

Vous souhaitez afficher et récupérer I'historique associé a votre ancien compte SEAO, consultez la procédure de récupération des
profils pour compléter I'importation de vos données.

ety Notice of the day o
Al Coregornes o Authentication
Opening and Award Results GOOdS Service

Contracts by Organization Sub-category Of the Day N ;
Access the SEAC's secure

EDP Hardware and Software 1 features with your

professional account.

Ser\lices First connection?

Create your professional

p— J— account with & professional
ub-category e Day email address.

Environmental Services 1

=] sign in first time

Need help?

4, Cuck oN “l ACCEPT” TO AGREE TO THE REQUEST FOR PRIVACY POLICY.

Respect for privacy Erench v

We use cookies to ensure the proper functioning of our website and to improve your experience, We use By clicking | agree , you consent ta your location and cookies.
profiling cookies to personalize your browsing as well as cookies for statistical purposes. By clicking I refuse , you will not be able to access the G ion &
We use a feature that allows us to determine your approximate location (city and country) from your IP

address for security purposes, You can review our Privacy Policy =4

Our Terms of Service - were last updated on June 12, 2024,

For more information ==



https://seao.gouv.qc.ca/avis-du-jour
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5. CuLick ON “CReEATE AN ACCOUNT”

QUébeC :: :; Government Authentication Service

Create an account

Login

Don't have an account?

Your Government Authentication Service account

will allow you to access several government online
Unavailability notice services 7 simply , quickly and securely

rent identity validation
i s from Saturday, Septe
until Sunday, September 8 at 2:30 pm However , it will stil b

Create an account

6. ENTER THE REQUIRED DETAILS TO CREATE YOUR ACCOUNT. TICK ON THE CHECKBOX TO ACCEPT THE TERMS OF USE. ONCE
COMPLETED, CLICK ON “FOLLOWING.”

2 E3E2
ue ec £aca Government Authentication Service

Create your account

User name

Minimum of 5 characters. Only letters and numbers are accepted.

‘ ‘ User Name = do not add any spaces

Email address Email address = Professional email is
‘ ‘ recommended

Password

Minimum 10 characters, no repetitions or sequences,
Must not be your username or email address.

Acceptable

How to create a secure password?

Confirm password

‘ ............... o ‘

pocept the terms of use of the Government Authentication Service. @

<— Previous Following —
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7. YOU WILL BE SENT A SECURITY CODE TO YOUR EMAIL ACCOUNT.

A. ENTER THE NUMBER IN THE “SECURITY CODE” BOX. CLICK ON “FOLLOWING”.

B. THE WINDOW CONFIRMING YOUR ACCOUNT CREATION SHOULD APPEAR. CLICK ON “AcCESS THE SERVICE” .

Québec s

Security code

Security code

Code sent to the following email address:

Enter the six (6) digit security code sent to your email address.
This code expires in the next 10 minutes.

Following — —

Government Authentication Service

Québec e

Account creation complete

@ Your account has been successfully created.
You can now use the Government Authentication Service to log in to government online services.

Government Authentication Service

8. FROM THE “CHOOSE A USER PROFILE” WINDOW, CLICK ON “ADD A SUPPLIER ORGANIZATION” .

Choose a user profile

Email:

i .
T Information

It i not possible to use different profiles simultaneously in the same browser. A change of profile leads to the end of all other sessions already in progress.

m fournisseur m donneurQuvrage

Accéder aux documents de formation en ligne pour Accéder aux documents de formation en ligne pour
les fournisseurs. les denneurs d'ouvrage.

No user SEAQ profile is associated with the authenticated email address,

A\ warning

If you can't find your profiles here, try to recover them from the old SEAG by licking on the "Recover my profiles” button

Retrieve my profiles

Add a supplier organization H
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9. FROM THE “OFFERED SERVICES” WINDOW, CLICK ON “CHOOSE” UNDER “BASIC SERVICES.”

'] E3E3 P . q
QUEbec o Systéme électronique dappel doffres du gouvernement du Québec

Notice of the day

Vous &tes un fournisseur &t vous vous connectez pour la premiére fois au nouveau SEAD? Consultez |a page d'aside pour faciliter votre
transition dans le nouveau systéme ou visicnnez le webinaire pour vous guider dans la configuration de wotre compte.

Vous souhaitez afficher et récupérer 'historique associé & votre ancien compte SEAD, consultez |a procédure de récupération des
profils pour compléter 'importation de vos données.

Offered services

Information
The chaoice be

nd “Subscription Services” affects all users in the organization.

Basic services Subscription services

Monthly fee, by user

“Specialist™ User

Free 38.95 =ach
Unlimited number
“Reader” User

Free $3.00 each
Unlimited number
“Accounting” User

. Free Free

Unlimited number
“Coordinator™ User _ _

Frae Free

Unlimited number

Notices of Quebec’s organizations

Consult notices and preview documents w Included w Included

Occasional order fees £20.00 sdditionsl per order  Regular price for the order, no additionsl fees

Alerts according to a personalized tender matching profile Li]

(Readers and Specizlizts) ¥ Included
Choosing to show your organization’s identity in the orders list ' |Included ' |ncluded
Motification in case of addenda € ' |ncluded ' |ncluded
Electronic tender submission fees 530.00 per tender 520.00 per tender
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10. FROM THE “ADD A SUPPLIER ORGANIZATION” WINDOW, ENTER THE DETAILS OF THE ORGANIZATION, USER AND ADDRESS

Home ¢ Choose 3 user profile < Add an organization - Form
/ e Click on YES if your company is in Quebec.
Add a suppller organlzatlo o Enter the NEQ number and click on Validate
el that indixde.a # are mandatory o Organization Type = Supplier, contractor or
service provider
Organization o Organization Name = Company name registered
My organizatio Quebec enterprise number (NEQ) * Wlth Quebec
O ves o Website = enter the weblink of your company, if
O o applicable
Organization type * > e Click on NO if your company is outside of Quebec
e ~] o Organization Type = Supplier, contractor or
Organization name * service provider without a business location in
Organization name ‘ Quebec
Website o Organization Name = Company name registered
Website ‘ W|th Quebec
Do you want your business to appear in the supplier directory? * @) Website = enter the Web“nk Of your company, |f
O res applicable
O No
Organization Organization type *
My organization has a Quebec enterprise number (NEQ) *
O Select W
O e
s et - N Geehas s i, i ko e Regvare s e s WeCkiE ot R ]| SO T IEE T AP SRR I 2
‘Q,\éuzf,Er:s'm'se Number (NEQ) | | Validate NEQ
Legal person of private right with na lucrative goal (non-profit
Organization type *
\ — ; organization)
O:I T : ‘ Cooperative (COOP)
‘W"b‘ | Consortium
- - N .
Organization Organization type
My erganization has a Quebec enterprise number {(NEQ) #* SE|EC: v
O Yes
No Supplier, contractor or service provider without a business location
o] > PP p
in Quebec

Organization type %

Select |

Watural person who operates an individual enterprise

Qrganization name %

| Organization name | Matural person who does not operate an individual enterprise
Website Public agency
| Website |
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11. ONCE YOU HAVE ENTERED ALL MANDATORY FIELDS INDICATED BY *, CLICK ON “NEXT”.

User Address

Fields that include a * are mandatory.

First name *

Address Country

‘ First name ‘ o Canada
o United States

Last name *
o Other country

Last name ‘

Address *

Title/Function | Address |

‘ Title/Function ‘ Address, line 2

| Address, line 2 |

Correspondence language *

(O French City *
Select v |
O English |
Province *
User's phone number * Extension
Quebec v
‘ Q\@ ‘ User's phone number ‘ Extension
Country *
Cell phone | Canada v
‘ % ‘ Cell phone ‘ Postal code *
E-mail *

@

12. TICK THE CHECKBOX TO CONFIRM YOU HAVE READ AND UNDERSTOOD THE TERMS OF USE AND CLICK ON “ACCEPT THE TERMS” .

Home Choose 3 user profile Add an organization - Terms of use

Add a supplier organization

Fields that include a * are mandatory.

Terms of use

SEAO terms of service for suppliers coming soon

ave read, | understand and | accept the terms of use *
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13. YOUR ACCOUNT HAS BEEN CREATED. CLICK ON “CHOOSE A USER PROFILE.”

4 e
Quebec g g Systéme électronique d'appel doffres du gouvemement du Québec B';f:m

Notice of the day

/' Vous gtes un fournisseur et vous vous connectez pour la premigre fois au nouveau SEAG? Consultez la page d'aide pour faciliter votre
transition dans le nouveau systéme ou visionnez le webinaire pour vous guider dans la configuration de votre compte.

Vous souhaitez afficher et récupérer I'historique associé & votre ancien compte SEAO, consultez la procédure de récupération des
profils pour compléter I'importation de vos données.

Home  Chossesuserprafie  ASd an orgamizstion - Canfirmation

Organization added

Email:

(©)  Confirmation of the arganization creation
You are now subscribed to basic services

Created profiles

Trois profils utilisateurs ont été ajoutés par défaut 3 Forganisatien nouvellement créée. Ces profils portent respectivement les réles Coordonnateur,
Comptabilité et Utilisateur spécialiste. IIs ont tous &té associés 3 votre adresse courriel et aux informations d'identité saisies.

Au besoin, les différents réles peuvent étre octroyés ou transférés 3 dautres utilisateurs. L'utilisateur ayant le réle Coordonnateur 2 la responsabilité
de gérer la liste utilisateurs SEAO pour son organisation,

Afin de compléter votre authentification et accéder & Pensemble de fonctionnalité du SEAQ pour forganisation concernée, vous devrez choisir un
profil utilisateur parmi ceux qui vous ont été actroyés.

Choose a user profile

14. YOUR ACCOUNT IS AUTOMATICALLY SET-UP WITH THREE ROLES: SPECIALIST USER, COORDINATOR AND ACCOUNTING.

Choose a user profile

Information

multan

[:[] fournisseur

ments de formation en ligne paur Ene paur

3 results Results 1to 3

Sortby | Organzatian Number per page

Role Last Name First Name Organization &

Waming

f you can't find

Retrieve my profiles ‘ Add a supplier organization
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STEP 2 - ADDING A NEW ROLE TO YOUR PROFILE FOR ELECTRONIC SUBMISSIONS

1. ON THE “CHOOSE A USER PROFILE” WINDOW, CLICK ON “COORDINATOR” ROLE AND IT WILL DIRECT YOU TO “MyY SEAO”

Choose a user profile

3 results Results 1to 3

Sortby | Organzation Number per page

A, Warning

fyou an't find your profiles here, try to recover them from the old SEAQ by clicking on the “Recover my profies” butia

Add a supplier organization

Retrieve my profiles

2. FROM THE ‘MY SEAO” WINDOW, CLICK ON THE “ORGANIZATION” TAB AT THE TOP.

Québec - Systéme électronique dappel doffres du gouvernement du Québec

Notice of the day My SEAQ Profile Organization
i\, Vous &tes un foUrNISSEUr €T VOUS VOUS CONNectez pour la premiére fois au nouveau SEAQ? Consultez la page d'aide pour faciliter votre
transition dans le nouveau systéme ou visionnez le webinaire pour vous guider dans la configuration de votre compte.

Vous souhaitez afficher et récupérer I'historigue associ€ & votre ancien compte SEAQ, consultez la procédure de récupération des
profils pour compléter I'impertation de vos données.

= ¢ MySEAD

My SEAO

Last Viewed Motices

User Profile:
Email
Organization:

Construction

Sub-category Of the Day Total

Buildings & 285
B 143

Civil engineering work
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3. FROM THE “USERS” WINDOW, cLICK ON “ApD USER”.

QUébeC :: g Systéme électronique d'appel doffres du gouvemement du Québec

Notice of the day My SEAO Profile Organization

/% Vous &tes un fournisseur et Vous vous connectez pour la premiére fois au nouveau SEAO? Consultez la page d'aide pour faciliter votre
transition dans le nouveau systéme ou visionnez e webinaire pour vous guider dans la configuration de votre compte.

Vous souhaitez afficher et récupérer I'historique associé a votre ancien compte SEAQ, consultez la procédure de récupération des
profils pour compléter I'importation de vos données.

lome < Organization - Users

Users

User Profile:
Email:
Organization:

_

Filter

4. SELECT “ELECTRONIC BID SUBMISSION” AS THE TYPE OF ROLE TO ADD TO YOUR ORGANIZATIONS USER PROFILE.

QuUEébEC ERE  srime decucrioue daspe doffesdu gouvememen du Qe

Notice of theday ~ MySEAQ  Profile  Organization
/I Vous &tes un fournisseur et vous vous connectez pour la premiére fois au nouveau SEAG? Consultez |2 page d'aide pour faciliter votre
transition dans le nouveau systéme ou visionnez le webinaire pour vous guider dans la configuration de votre compte.
Vous souhaitez afficher et récupérer I'istorique associé a votre ancien compte SEAO, consultez |a procédure de récupération des
profils peur compléter limpertation de vos données.
o« Crgiasion s A e
Role *
Add
user Select A4
User Profile: . - e £ =an
o Accounting ples pour les fournisseurs
Organization: . .
Coaordinatar t (si applicable): M/
Fieids that include & % are mandatory. oordinato
Rea r
Role eade
> S o
I 9 Electronic Bid Submissio
isponibles pour les fournisseurs Specialist user
Journé fons de i appli WA
T

10
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5. THE “CONTACT INFORMATION” WINDOW WILL OPEN. ENTER ALL MANDATORY FIELDS AND CLICK ON “SAVE”.
THE “USERS” WINDOW WILL OPEN AND THE “ELECTRONIC BID SUBMISSION” ROLE WILL BE ADDED TO YOUR ORGANIZATION’S

PROFILE.

Contact information

Québecaa

Notice of the day My SEAO

Profile

Organization

First name * User Profile:
. Email:
‘ First name ‘ Organization:
Last name * (V) save Completed
The information entered or modfied was successfully saved
‘ Last name ‘
Title/Funcrion
Add user
‘ Title/Function ‘

Correspondence language * Filter
Status
O French ;
‘ Active
() English ‘
. 4 results Results 1to 4
User's phone number * Extension
N Sortby | Name Number per page
1 | User's phone number ‘ ‘ Extension
Cell phone Name Role Contact information Status Action
It hon Accounting Phone: |
.\e\':.’ | = phone ‘ =3 Meoile st ‘
E-mai
E-mail * ecialist use P e ‘ P
(@ | E-mail
\
Electronic Bid Submission Phane ) ‘
E-mai
E—
nato Phone
E-mait:

Sysiéme électrenique dappel doffres du gouvernement du Québec

11
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STEP 3- ADDING YOUR PAYMENT INFORMATION

1. FROM THE “CHOOSE A USER PROFILE” WINDOW, CLICK ON THE “ACCOUNTING” ROLE. IT WILL REDIRECT YOU TO “My SEAO”.

Choose a user profile

Email:

G4 Infermation
It iz nat passibie 1o use different orofiles simultznzausy in the s2ms Srawsen, A changs of profile leads to the end of 2l otner seszions alrsady in rogress

Role Last Name First Name Organization |
Electronic Bid Submission

Specialist user

Coordinator

— counting

2. A)From THE MY SEAO WINDOW, CLICK ON THE “ORGANIZATION” TAB AT THE TOP OF THE WINDOW
B) FROM THE “IMETHOD OF PAYMENT” WINDOW, CLICK ON “ADD CREDIT CARD”
C) FROM THE “INFORMATION” POP-UP, CLICK ON “OK” TO PROCEED TO THE THIRD PARTY PAYMENT SYSTEM.

QUébeC ==L Systéme électronique dappel doffres du gouvemement du Québec

Notice of the day My SEAD Profile Organization

A)

Methods of payment

User Profile:
Email:
Organization:

Registered credit cards

—— a
> Add credit card

Type Number Owner Expiry date Action

Vis:
:

Information

(e B RGN EEE To be able to enter or update & credit card safely, you will
now be directed to a third-party payment system.
Subscriptions and ather monthly billing services
v | Cnce this step completed, you will be automatically
redirected to SEAQ by clicking on the icon provided for
Tenders Submitted Electronically this pu rpose.

B)




Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

ENTER THE DETAILS OF YOUR CREDIT CARD IN THE REQUIRED FIELDS AND CLICK ON “SUBMIT”. YOUR CREDIT CARD IS APPROVED IF A
“TRANSACTION APPROVED” WINDOW OPENS. YOUR CREDIT CARD INFORMATION WILL BE REGISTERED WHEN YOU RETURN TO YOUR

“METHOD OF PAYMENT” WINDOW.

= e = 0

Cardhelder Mame

Ceard Mumber

MMAYY cw @ ®

Transaction Approved

Fenes! “

Methods of payment

User Profile:
Email:
Organization

Registered credit cards

Add credit card

Type Number Owner Expiry date Action

Ve 1234%**%1234 Jane Doe 10/27

Payment methods for deferred transactions ey | S€lect which credit card to apply to the
“Payment Methods for Deferred Transactions”

Subscriptions and other monthly billing services

Select v

Tenders Submitted Electronically

Select v |

13
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STEP 4- PURCHASING THE QUALIFICATION NOTICE IN SEAO

1. ON THE “CHOOSE A USER PROFILE” WINDOW, CLICK ON THE “SPECIALIST USER” ROLE.

Choose a user profile

Email:

Information

tis not possible to use different profiles simultanecusly in the same browser. A change of profile leads to the end of all other sessions already in progress

Role Last Name First Name Organization 4
— Specialist user
Coordinator

o

2. FROM THE MY SEAO WINDOW, CLICK ON THE SEARCH ICON (ﬂ) ON THE TOP RIGHT.

2 A Ed SEEe : ;
Quebec o Systéme électronique dappel doffres du gouvernement du Québec

Notice of the day My SEAO Profile Organization

3. ENTER THE NOTICE NUMBER IN THE SEARCH BAR AND CLICK ON THE MAGNIFYING GLASS. |IF YOU DO NOT KNOW THE NOTICE
NUMBER, ENTER “COMMISSION SCOLAIRE ENGLISH-IVIONTREAL”.

2 E3E3 ) ) . ) ) N Frangais
Quebec Laca Systéme électronique dappel doffres du gouvernement du Québec Q

Comact Us

PSXXX-XX or Commission scolaire English-Montreal Q

Advanced search

14
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4. THE “SEARCH RESULTS” WINDOW WILL PROVIDE THE MATCHING NOTICE NUMBER OR A LIST OF NOTICES FOR THE EMSB. IDENTIFY
THE CORRECT NOTICE AND CLICK ON “ORDER”.

Home < Search results

Search results

Filters 95 Matching notice(s)

Status ~
Al

Published (5) Trier par ‘ Publication Date ‘ Number per page

Cancelled (6)

95 results Results 1 to 10

Awaiting award (7)

Contract awarded (67) Status Notice Publication | Closing
List available (5) Published 2024-09-07 2024-09-26
Finished (5 set  00:58 14:00
& Order
Notice Type a G ission Scolaire English-Montreal

5. THE “CART” WINDOW WILL OPEN AND THE DETAILS OF THE NOTICE WILL BE DISPLAYED. ENSURE YOU CHANGE THE BELOW DETAILS
BEFORE PROCEEDING FOR PAYMENT.
A. TRANSMISSION MODE = DOWNLOAD (FOR EACH)
B. RECEIVE ADDENDA RELATED TO THIS NOTICE = YES
C. DispLAY MY ORGANIZATION’S NAME IN THE LIST OF ORDERS = YES

Home  Cart

Cart

Fields thatinclude a * are mandatory.

G0 Information
If you wish to continue shapping, please make sure 1o save the choices you made in your basket using the *Continue shopping” button before leaving the
page.

Notice Name

Notice Number — Commission scolaire English-Montreal

Notice Number

Specification / Main document *

Number of pages 26 pages

Language French Transmission mode
Dimensions 8%x11in. A. ‘ Downioad

Receive addenda related to this notice? *

Cost $0.78 ° Yes
o Be

specification / Main document %

Display my organization's name in the list of orders ? *
Language French Transmission mode

Download o Yes
Number of pages 14 pages '
°
O No
Cost 50.42

Dimensions 81ex 11in.

15
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6. THE “DOCUMENT COSTS” SECTION WILL AUTO-POPULATE YOUR PROFILE INFORMATION. SPECIFY THE CHOICES IN THE REQUIRED
FIELDS. ONCE COMPLETED, CLICK ON “VALIDATE ORDER”.

Document costs:

* Preparation fees, taxes and all ather applicable fees will be added in the order validation screen.

Access items remaved from your cart

Modify the Quick Purchase option's parameters

Buyer info

Order recipient *

Jane Doe

Buyer's address *
Delivery address (if applicable) *

Payment method *

SXX.XX

‘ Credit card !

The default values for these parameters can be edited via the Quick Purchase option

Order number (optional)

‘ Crder number (optional)

SEAOQ can send you alerts

Be notified when events occur on these opportunities:

When the opening results are published or when the notice is awarded *
]

| MNane |

When an addenda is published *

‘ Email ($1.00 each opportunity)

1. Payment Method: Select the credit card you registered
or enter a new payment method.

-

Payment method *

Select o

eed

Credit card

2. Choose: None = No notification OR Email = notification
with $1.00 charge each time

When the opening results are published or when the notice is awarded *

fone v

—

Email ($1.00 each opportunity)

3. Choose EMAIL to be notified of any changes to the
notice.
When an addenda is published *

Fr"la'l (51.00 each opportunity) -

MNone

Addenda Transmission Mode
Preferred addenda transmission mode for PLANS *

Q) Email

O Courrier Service

Validate order

Access items remaved from your cart

Continue shopping Empty Cart

>

Email ($1.00 each opporounity)}

4. Addenda Transmission Mode = EMAIL

16



7. ON THE “VALIDATE YOUR ORDER” WINDOW, REVIEW THE DETAILS AND CLICK ON “CONFIRM ORDER” AT THE BOTTOM.

8.

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

Validate Your Order

Buyer info

Order recipient:

Buyer's address:

Delivery address (if applicable):
Payment method:

Order Information

Order number (optional):

SEAD sends you alerts

(%) You will receive an zlert for these natices when the opening results are publisned or when the notice is awarded by email
(=) You will receive an alert for these natices when an addenda is published by email

Addenda Transmission Mode

(=) PLAN addenda will be transmitted by email |

@0 Information

POF Portfolios must be downloaded and then openaed using Adobe Acrobat Reader. Web browser praview features usually do not support POF Fortfolios.

Notice Name
Notice Number — Commission scolaire English-Montreal

Notice Number

Document number:
Language:
Dimensions:
Number of pages:
Transmission mode:

Quantity:

Cost:

(+) The user chose to receive all addenda related to this natice.
(/) The user chose to display their arganization’s identity in the order list

Document costs:

Qccasional order fees:
Preparation and ordering costs:
Shipping fees:

Alert fees:

Subtotal:

GST.

Q5T

Total:

IF YOU DID NOT SET-UP YOUR PAYMENT METHODS, YOU WILL BE RE-DIRECTED TO THIRD PARTY PAYMENT SYSTEM TO ENTER YOUR
CREDIT CARD DETAILS. ONCE THE PAYMENT IS APPROVED, YOU WILL RECEIVE A CONFIRMATION EMAIL FROM SEAO.

SEAQ, me 3

SEAQ - Transaction detail 20048520 - ---------- Forwarded message ---------

From: SEAQ <nepasrepondre@mail.seao.gouv.qc.ca> Date: Sun, Sep 8, 2024 at 11:48 A...

Sep 8
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Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

STEP 5 — AcCESS AND DOWNLOAD THE APPLICATION DOCUMENTS FROM SEAO

1. INTHE “CHOOSE A USER PROFILE” ( 22 | JWINDOW, ENSURE YOU ARE IN THE “ROLE VIEW” TAB AND CLICK ON THE “SPECIALIST

USER” ROLE. IT WILL OPEN THE WINDOW FOR “MyY SEAOQO.”

Choose a user profile

Elecironic Bid Submission

b Specialist user
Coordinator

Accounting

A% Warning
f you can't find your profiles here, try to recover them from the old S3EAD by dicking on the "Recover my profiles” button

Retrieve my profiles Add a supplier organization

m fournisseur ED donneurQuvrage

Acceder aux documents de formation en ligne pour Accéder aux documents de formation en ligne pour

== fournizszeurs. les donneurs d'owvrags.

Email:
Crganization view
S
4 results Results 1to 4
Sort by | Creanization | Number per page | 10 |
Role Last Name First Name Organization -l
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Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

FROM THE “My SEAO” WINDOW, ON THE LEFT SIDE OF THE SCREEN CLICK ON “ORDER HISTORY”. A LIST OF YOUR ORDERS WILL
APPEAR AT THE BOTTOM. CLICK ON THE “TRANSACTION NUMBER” TO ACCESS THE ORDER DETAILS. IF YOUR LIST OF ORDERS DO
NOT APPEAR, USE THE FILTERS TO NARROW DOWN YOUR SEARCH.

Québec :: g Systéme électronique dappel doffres du gouvernement du Québec

Naotice of the day My SEAD Profile Organization

Vous &tes un fournisseur et vous vous connectez pour |a premigre fois au nouveau SEAD? Consultez |a page d'aide powr faciliter votre
transition dans le nouveau systéme ou visionnez le webinaire pour vous guider dans la configuration de votre compre.

Vous souhaitez afficher et récupérer |'historique associe a wotre ancien compte SEAQ, consultez |z procedure de récupération des
profils pour compléter importation de vos données.

Hoeme o My SCAQ Order History

Order history

Filters : v
Unsuccessful submissions

Transaction number Opportunity reference number
Farformancs reviews

‘ Transaction number | ‘ COpportunity reference number
Order history

Pericd

To

El I

L=t Viewed Notices

wif
Ig

Maorices Remaoved from your Cart
Commandes contenant un addenda publie
Ordered by depuis le
1 results Results 1 to 1
Order by | Order date Number per page 10

Transaction number Opportunity reference number

@ 202405081042
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Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

3. THE “ORDER” WINDOW WILL OPEN. CLICK ON “DOWNLOAD ALL DOCUMENTS OF THIS NOTICE (.zIP)”

My SEAQ Order & Print this page

Unsuccessful submssons Order date: 2024-03-08 11:48
Transaction number:

Buyer info
LS Order recipient:
Buyer's address:
Lasz Viewes Notices Delivery address (if applicable)
Payment method:
tices Pamoved from your Cart

Order Information

Order number (optional):

SEAO sends you alerts

(33 No slert will be sent for these NOTCes when the Opening results are published or whan the Notice is
swerded by email
(33 No slerzz will be senz for these notices when an addenda is published by email

Addenda Transmission Mode

() PLAN addenda will be transmitted by email (psrialS@gmail.com)

Information
FOF Fortolos must 09 OOWNICICHD and then 00eNe Liing ASCEe AZrodat Reader Wed Drowser Dravew

features vaLally 38 A2t Suppert FOF Portioics
Prestations de services de patrouilleurs
< Downioad all documents giihes nosce (2101 )

Download the document

Specification / Main documens

4. ACCESS YOUR DOWNLOAD FOLDER AND EXTRACT/OPEN THE DOCUMENTS FROM THE ZIPPED FILE. SAVE THE DOCUMENTS ON YOUR
DESKTOP OR IN AN ACCESSIBLE FOLDER.

+ ; » This PC » Windows (C:) » Users » Iparial » Downloads

~ Name Date modified Type Size
3 Quick access
I Desktop ~ Today (1)
4 Downloads » ¥ Documents_Avis 20017537 (1) 2024-09-30 11:29 AM Compressed (zipp... 967 KB

5. THE FILE INCLUDES THE FULL AGREEMENT, CLAUSES AND APPLICATION DOCUMENTS. READ AND FILL IN ALL
REQUIRED DOCUMENTS IN THE QUALIFICATION NOTICE AND SAVE THE DOCUMENTS IN ONE PDF FILE.
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AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENTS WHO WISH TO SUBMIT THEIR APPLICATION ELECTRONICALLY TO BECOME A PARTNER WITH THE ENGLISH
IMONTREAL SCHOOL BOARD WILL BE CHARGED AN ELECTRONIC TRANSMISSION FEE OF $30.00 PLUS TAXES.

STEP 6- TEST TRIAL- SUBMITTING TENDERS ELECTRONICALLY

BEFORE SUBMITTING YOUR APPLICATION, COMPLETE THE “TEST TRIAL” FOR SUBMITTING A TENDER ELECTRONICALLY. YOU ONLY NEED TO
COMPLETE THIS STEP ONCE. ONCE THIS STEP IS COMPLETE, YOU CAN PROCEED TO SUBMIT YOUR APPLICATION THROUGH SEAO.

1. To COMPLETE THE “TEST TRIAL”, FOLLOW THE BELOW STEPS:

A. ONTHE “My SEAQO” WINDOW, CLICK ON THE “ELECTRONIC TENDERS”

Québec :: g Systéme électronigue dappel doffres du gouvemement du Québec

Notice of the d y My SEAD
e ™®

/I Vous &tes un fournisseur et vous vous connectez pour la premiére fois au nouveau SEAOQ? Consultez la page d'aide pour faciliter votre
transition dans le nouveau systéme ou visionnez le webinaire pour vous guider dans la configuration de votre compte.

My SEAD

nvitstions to tender

Last Viewed Motices

Pr file

Vous souhaitez afficher et récupérer I'historique associé a votre ancien compte SEAQ, consultez la procédure de récupération des
profils pour compléter I'importation de vos données.

Home ¢ WySCAD ¢ Bids Subritted Electronically

Tenders Submitted Electronically

SEAQ offers an electronic tender submission funcrionality that allows the secured electronic submitting of

tenders, when applicable.
Electronic Tenders ! eP

B. CHOOSE A PAYMENT METHOD

Registration

Choose payment method #

In order to use the electronic tendering service, you have to:
s Know mare about how the service works and what are the applicable rates.

» Register and accept the special terms of use.
= Suppliers subscribing to Subscription Services: allow $20 for each tender transmission.
» Suppliers subscribing w0 Basic Services: allow $30 for each tender transmission.

Billing takes place after the notice in question has been closed. As long as the notice is not closed, it is possible
to withdraw or retransmit a tender on the same notice, at no additional cost.
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Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4
AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

C. AT THE BOTTOM OF THE WINDOW, CLICK ON “REGISTER”

How it Works and Security

Only the buyer who published the notice will be able to view the submitted tender, as it will be crypted prior o
being sent to SEAQ servers. Tenders will only be decrypted when downloaded on the buyer's computer. The
tenders and the name of the tenderers will only be available once the deadline for submitting tenders is
reached.

For security and confidentiality purposes, functionalities linked to electronic tendering are hosted outside the
SEAD system. You will be redirected to 8 secured website for electronic tendering.

Register

D. TICK THE CHECKBOX AND CLICK ON “AcceprT”

Heare My SCAD Bidk Submitled Clectranically < Terms of Use

Specific Terms of Use

Irvications to tender

STWE terms of service for suppliers coming soon

Elecironic Tenders hawve read the specific terms of use and | wish to: *

La=t Viewed Maotices
Decline

2. FROM THE “BID SUBMISSION (PRACTICE)” WINDOW, SCROLL TO THE BOTTOM OF THE SCREEN, TICK THE CHECKBOX AND CLICK ON
“CONTINUE”.

B *l understand that no fees will apply since | am in the context of 2 "Practical” trial and that no bid will actually be submitted.
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Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

3. FROM THE “DECLARATION CONCERNING THE REPRODUCTION OF DOCUMENTS SUBMITTED ELECTRONICALLY” WINDOW, ENTER THE
REQUIRED FIELDS.

Declaration Concerning the Reproduction of Documents Submitted
Electronically

Thiz declaration applies 1o all the docurments induded in the submission lile, whether they are cogies of technological documents, o doourments

resuling [rom digiti zatian (&g docurments on paper that have been signed by hand belore being digilized)

Motice number in the SEAD AD-20240930 § 1234567

hE guality demanstration file andfor price file scanned documents or do they include scanned documents? *
0 No

Additional information regarding digitization Scanner(s) used (brand, model)
2

Scanneris) used (brand, model) * e Enter your scanner information. Ex.

Seannerts) use! (naeie, mode ' > Scanjet 5000s, XX1234

MLEL T you wied more Uhan one scanner when preparing your eleclronic Sulfwnission, please

Seanner(s) used ¥ »Scanner used = Default

1 Defaul {i you used soltware built nta the scanner)

1 Oibwar

Guarantee of processes regarding the preservation of integrity = —_—] Guarante? of Pr?CESSG.S regarding the
(3 Drelault (i you haven't made any specilic seLlings on your scanner(s)) preservatlon Of Integrltv = DEfaUIt

O Ouheer

MLEL T yau have rriade adjustments Lo your Scannesis) wihen preparing your eleciranic submission, please provide inforrmation on the
adjusiments made,

S ,I ENTER YOUR NAME | o tha

...I"'.ulllll.!.l.lll\.llll:,' Or respon

aifrle for the preservation of the doowments submilled. | have regroduced these doowments and | am

authorized o submil Lthis an in Lhe SCAD

rbeniitted hawe been reproduced in thair entirety. They cantain the same mlormation as the source docurments and their

" | adkraeededge Lhat the repraduced wersion of the Sulbrmsdion will be censidered 1o hawe Lhe same legal value as Lhe Saurde versmn;

= The hardware and solware wed are gl least of standard gualily and that | have minimally used Lhe delaull ogtions 1o guaraniee e best quality

ol 1 repe sduclions,

wludes docurments resalting fram digilization, | undenake 1o keep the originak ar source

*  The information provided in this sLatement is stcurate.

itness whereaf, *
@ Mix iy signature Lo Lhis Declaration concerning Lhe reproduction af doouments sent elecronically and acknowledgs that it has the same lega

waue &% i | had alficed riy handwritlen Sgrature Lo this dedaration.

m Back I Tick the checkbox and click on “Continue” I
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Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

4. FROM THE “BID SUBMISSION” WINDOW, CLICK ON “SELECT FILE” AND CHOOSE A PDF FILE FROM YOUR DESKTOP. TICK ON THE
CHECKBOX AND CLICK ON “SEND TENDER”.

Bid file*

File submission may take several minutes, depending on the file size and hardware used.

lectronic Package.pdf

N.B. Only files containing a bid can be submitted via electronic tendering. The other documents (opt-out questionnaire, etc.) must be sent by the

means of communication indicated in the invitation to tender.

| understand that it is the tenderer's responsibility to ensure that all documents, appendices, or forms whose signature is required at the time of
submission of the tender are included in the electronically submitted bid, and that the required signatures have been affixed to paper documents,

appendices, or forms before they are scanned.

| understand that a missing or incomplete document, appendix or form may result in the rejection of the electronically submitted bid in accordance
with the conditions set out in the tender documents and the applicable regulations.

| acknowledge that it is the tenderer's responsibility to ensure that at the time of bid submission, the documents contained in the submission file are
not infected, unintelligible, or otherwise unreadable.

In Witness whereof, *
| gonfirm that | have verified the content of the attached bid and accept its transmission. | understand that once transmitted, the attached bid will
considered in the award of the contract.

Ea:k

5. THE “Test DEPOSIT CONFIRMATION (PRACTICE)” WINDOW WILL OPEN. THIS CONFIRMS YOU SUCCESSFULLY COMPLETED THE TRIAL
TEST TO SUBMIT YOUR APPLICATION ELECTRONICALLY.

Test Deposit Confirmation

(Practice)

() Comfirmation

The red box indicates your submission was a
TEST. If you would like to send your
application, you must search for the notice
and click on the “Submit a Bid”.

Waming

Notice

MNumber AD-20240911
Reference Number

Title Notice lor eleuron tend

Final date for receipt of tenders 2024-09-13 No Later than

Organization Transmission Test (awalid

Address
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Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

STEP 7- SuBMIT YOUR APPLICATION ELECTRONICALLY THROUGH SEAO

1. LoGINTO YOUR SEAO ACCOUNT. FROM THE “CHOOSE YOUR USER PROFILE” (E) WINDOW, SELECT “ELECTRONIC BID
SUBMISSION” FROM THE “ROLE VIEW” TAB.

Choose a user profile

Email:
Organization view
4 results Results 1to 4

Sort by | Organization

Role

Last Name

MNumber per page

First Name

|1n

Organization §

ﬁ Electronic Bid Submissicn

Specislist user
Coordinator

Accounting

2. PERFORM A SEARCH OF THE NOTICE NUMBER OR ENTER “COMMISSION SCOLAIRE ENGLISH-MONTREAL” AND CLICK ON THE SEARCH
ICON.

Frangais
Contact Us

Québec s

Enter the NOTICE NUMBER or Commission scolaire English-Montreal ‘m

Systéme électronique dappel doffres du gouvernement du Québec Q

Advanced search

Natice of the day My SEAO Profile

3. IN THE SEARCH RESULTS WINDOW, LOCATE THE CORRECT QUALIFICATION NOTICE AND CLICK ON “SUBMIT A TENDER.”

Search results

Filters 95 Matching notice(s)

Status M~
All
Published (5)
Cancelled (5)

Results 1to 10

95 results

Trier par | Pubiicaion Date |

Awsiting award (7)

B Contract awarded (57) Status Natice Publication L. Clasing

List availabl
Fimizhed (5)
Submit a
5 e tender
Notice Type ion Scolaire English-Montreal
Al
Fublishad

Call for Tenders {45)
B Request for Qualification Submit a

= tender

[¥ ission Scolaire English-Montreal

25




Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

4. THE SYSTEM WILL REDIRECT YOU TO SUBMIT YOUR APPLICATION ELECTRONICALLY. THE BELOW STEPS ARE THE SAME STEPS FROM

THE TRIAL TEST PERFORMED FROM STEP 4- TEST TRIAL.
a. FROM THE BID SUBMISSION WINDOW, AT THE BOTTOM OF THE WINDOW, TICK THE CHECKBOX AND CLICK ON “CONTINUE”.

b. FROM THE “DECLARATION CONCERNING THE REPRODUCTION OF DOCUMENTS SUBMITTED ELECTRONICALLY” WINDOW, FILL IN ALL
REQUIRED FIELDS. TICK ON THE CHECKBOX AND CLICK ON “CONTINUE”.
c. CLICK ON “SELECT” TO UPLOAD YOUR APPLICATION. ENSURE ALL DOCUMENTS HAVE BEEN SCANNED INTO ONE PDF FILE.

i.
ii.
iii.
iv.
v.
Vi.
vii.
viii.

ix.
X.
Xi.
Xii.

CURRICULUM VITAE OR COMPANY PROFILE

ONE REFERENCE/RECOMMENDATION LETTER DEMIONSTRATING RECRUITMENT EXPERIENCE
SERVICE PROVIDER REPRESENTATIVE IDENTIFICATION FORM

APPENDIX 1A - COMPLETED APPLICATION FORM

APPENDIX 2 - INTEGRITY DECLARATION STATEMENT OF THE TENDERER

APPENDIX 3 - COMMITMENT OF THE SERVICE PROVIDER

ATTESTATION OF REVENUE QUEBEC, IF YOU HAVE AN ESTABLISHMENT IN QUEBEC.

APPENDIX 4 - ABSENCE OF ESTABLISHMENT IN QUEBEC, IF YOU DO NOT HAVE AN ESTABLISHMENT IN QUEBEC WHERE
THE SERVICE PROVIDER OPERATES PERMANENTLY

APPENDIX 5 — CONFIDENTIALITY AGREEMENT

APPENDIX 7 — CERTIFICATE OF DESTRUCTION OF PERSONAL AND CONFIDENTIAL INFORMATION
APPENDIX 8 — DECLARATION CONCERNING A JUDICIAL RECORD

ALL OTHER FORMS AND APPENDICES TO BE COMPLETED

d. TICK THE CHECKBOX AND CLICK ON “SEND TENDER”. THE “DEPOSITED SUBMISSIONS” WINDOW WILL OPEN AND IT WILL CONFIRM
YOU HAVE SUBMITTED YOUR APPLICATION ELECTRONICALLY.

In witness whereof, *
B | confirm that | have verified the content of the attached bid and accept its transmission. | understand that once transmitted, the attached bid will
e considered in the award of the contract.

=

Deposited submissions

Open notices
As long as & notice is open, you may withdraw and submit again without additional charge.

Transaction date and
time J

Final date for receipt

Remaining time

Fublished 20 3 dayls) 23 hour(s) 28 2024-03-30 141020

minute(s) 23 secondls)

submission

Commission Scolaire English-
Montreal

Closed notices

Submission status

Notice Status Final date for receipt of tenders Transaction date and time .|

Mo results found
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Commission scolaire English-Montréal
@udP English Montreal School Board

6000 Fielding Avenue, Montréal, Québec, H3X 1T4

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD

STEP 7 — SUBMIT YOUR AGENT APPLICATION BY MAIL

IF YOU HAVE SUBMITTED YOUR APPLICATION ELECTRONICALLY THROUGH SEAO AND RECEIVED A CONFIRMATION, YOU
DO NOT NEED TO SEND YOUR DOCUMENTS BY MAIL.

1. IFYOU CHOOSE TO SEND YOUR APPLICATION BY MAIL, SEND ALL REQUIRED DOCUMENTS DULY COMPLETED TO THE ADDRESS BEFORE THE
CLOSING DATE.

COMMISSION SCOLAIRE ENGLISH MONTREAL
ATTN: TINA RUSSO
6000 AVENUE FILEDING
MONTREAL, QUEBEC, H3X 1T4

2. YOU MAY ADDRESS ANY QUESTIONS REGARDING THE SEAO PLATFORM BY EMAIL TO THE BELOW CONTACT.

COMMISSION SCOLAIRE ENGLISH MONTREAL
TO THE ATTENTION OF MS. TINA Russo
TRusso@emsb.qgc.ca

YOU HAVE NOW COMPLETED SEAO APPLICATION PROCESS FOR THE INTERNATIONAL STUDENT PROGRAM DEPARTMENT
WITH THE ENGLISH MONTREAL SCHOOL BOARD. THE RESPONSIBLE WILL REVIEW YOUR APPLICATION AND DOCUMENTS AND
WILL BE IN CONTACT FOR NEXT STEPS.
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