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BidBuy Registration/Change Form 2016 v. 1.0
Complete and Return Form to:
Registration/Change Form
StateUser.BidBuy@illinois.gov
(For assistance, contact the BidBuy Helpdesk at 217-558-3723)
(employee name) require access to BidBuy in order to perform my official
I hereby acknowledge that BidBuy contains information that is confidential in nature and cannot be used for any purpose other than those required in the performance of my official duties.  I further agree that, upon my termination of my employment, I shall not retain copies, notes or abstracts of the foregoing.  I acknowledge that I am bound by the Identity Protection Act, 5 ILCS 179/1 et. seq., and by my Agency's Identity Protection Policy established pursuant to the Identity Protection Act.  I further acknowledge that improper dissemination of confidential information contained in BidBuy may subject me to discipline, up to and including discharge, and may potentially subject me to criminal liability.  NOTE:  BidBuy training is a prerequisite to obtaining a login ID and password.
(Agency/University name).  
Department/Location Access
*    If you require access to multiple organizations, please fill out Appendix A - Additional Agency Registration Form.
** Secondary Agency/Entities will inherit all permissions granted to the user from the Primary Agency/Entity. For example, if a user is given the Basic Purchaser role in the primary, Agency A, they will automatically be given the Basic Purchaser role in the secondary, Agency B. However, for users granted the Department Access role in the primary, the secondary agency is able to detail a specific Department(s) and Location(s) to be extended to the user.
(Please see additional document for assistance with Departments and Locations)
Training Level Completed
Level Completed
(Select All Completed)
Associated Roles and Permissions
Inquiry Only Approver Only
Department Access Role
 - Allow Purchase Order Receipts
 - Change Order Creation
Basic Purchasing Role
 - Creating Demand Requisitions
 - Ad Hoc Reporting
 - Importing Requisition Items
 - Importing Contracts
 - Opening Formal Bids
 - Uploading Purchase Order Items
 
 - Create Bids
 - Department Buyer
 
 - Requisition Item Import
Trainer
In authorizing the above user, I agree to notify the BidBuy System Administrator of any changes to this User's access status, including any changes in or termination of employment, which would affect access to the BidBuy system.  
Agency Head or Designee
Admin Only
Production Rights Assigned (choose one)
Additional Access (optional)
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