Adding Attachments



The BuySpeed Online login screen will appear as shown below.
1. Enter the login ID and password
2. CLICK “Login”

BuySpeed Online

FORT WORTH

"BSO CUSTOM REPORTS*CFW USERS
ONLY™

L Register
Register here to begin using BEuySpeed Online.
Vendors, please read this disclaimer prior to registering.

L ¥ Open Bids
View open bid opportunities.

Laogin ID: ||

Password: |

© 2009 Periscope Holdings, Inc.
All Righis Reserved

IMPORTANT: If you have any questions or problems while logging in to BSO, please do not “Register” again. Please
email PurchasingBSO @fortworthgov.org for assistance.
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Click on the Seller Administrator tab and the Maintenance Home Page screen will appear as shown below.

CLICK on “Maintain Organization Information.”

BuySpeed

Online

™

Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About

Home | Org Maintenance | User Maintenance | Add User

October 6, 2009 10:04:45 AM CDT 2 =]

Your Email

Maintenance Home Page for: Im A New Vendor

Maintain
Organization
Information

]

This section is used for
maintaining organization
infarmation.

Maintain Users on
this Account

This section is used to
maintain users for the
organization.

Add Users on this
Account

This section is used to
add users to the
organiztion.

Copyright © 2009 Petiscope Holdings, Inc. - All Rights Reserved.

CLICK on “Maintain General Organization Information”.

BuySpeed”

Online

Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About

Home | Org Maintenance | User Maintenance | Add User

Maintain

October 6, 2009 10:05:30 AM CDT 2 ciff]

Y our Email

Maintain General
QOrganization
Information

This section is used for
maintaining general
organization infarmation

Maintain Regions

This section is used to
maintain regions

ganization Information for: Im A New Vendor

Maintain Addresses

This section is used to
maintain addresses.

Maintain Terms and
Categories

2]

This section is used to
maintain terms and
categories.

Maintain Cemmodity
Codes & Services

This section is used to
maintain comrmodity
codes and serices

Maintain Quote
Attachment
Repository

This section is used to
maintain files in the quote
attachment repositary

Copyright © 2009 Periscope Holdings, Inc. - All Rights Reserved.
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Scroll to the bottom of the page and you will see the attachment section.

Maintain General Organization Informa

Vendor ID: 0000030693

Alternate ID: | |

Company Mame™: |Agency Vendor

Status. Status Change Reason: | v
Tax D #- 99-9999999

Is Tax ID # an Employer Identification Number (EIN) or a Social Security Number (33NM)? & EIN & 38N

Incorporation Details: State: Year of Incorporation: D

Business Description: |CFW Agency Vendor for Distributor PQ's |
Preferred Delivery Method:

Vendor Email: | purchasingBSO@fortworthgov.org

Vendor Fax: 817 [[3s2  |[7zs4 |

[ In Compliance

1 1099 Vendor
Comments:

Emergency Supplier: DYes & No

Emergency Phone™ | || H | E)d|

Emergency Contact Name- | |

Emergency Email "~ |buyspeedt95t@fortworthgov.org |

Emergency Info Comment: |

Reference Vendor

User Last Updated: James Burris
Date Last Updated: 11/15/2009 09:24:21 PM
Attachments

No Attachments

File: |

Description: |

= e

Click on the browse button.
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After clicking the browse button a window will appear allowing you to search your computer and find the
document you wish to attach. Select the document and clicik.on the Open button.

Edit ‘Wiew Favorites Tools Help Lileee™ Choose file _
e [g TEST BSO TEST BSO ‘ Lookin: | £ VNDR ATTACH \ ~| e®merEr G Toc
: [Actve ]| ' _é WNDR ATTACH 1.ipg
us. Ve Status Change Re [EVNDR ATTACH g

Tax ID #- 99-9999999 by Fiecent

Documents
Is Tax ID # an Employer Identification Number (EIN) or a Social S§ -
Incorporation Details: State: Year of Incorporg

Deskt
Business Description: |CFW Agency Vendor for Distributor S
Preferred Delivery Method: | Fax document )
I

Vendor Email: | purchasingBSO@fortworthgov.org My Documents
Vendor Fax: 817|332 ||72s4 |
[ In Compliance g’
[ 1099 Vendor by Camputer
Comments: =

Il Metwork,

Flaces
Emergency Supplier: OYes G No File name: IElackDut—rec LPDATE ACH vendor.doc LI Open
Emeigency Erone:; | I | | Bxt: Filas of type: [/ Files - -]
Emergency Contact Mame: |
Emergency Email: |buyspeedtest@ﬁortworthgw.org |
Emergency Info Comment: | |
Reference Vendor
User Last Updated: James Burris
Date Last Updated: 11/15/2009 09:24:21 PM
Attachments
No Attachments
File: | |[ Browse_._ |

Description: | |

= e e

A link to your document should be listed in the file field.

Attachments

/-\ No Aftachments

A ¥
K File: |C:\Documents and Settings\burrisp\Desktop\VNDR A'JTACH\VNDR“ Browse... J

Description: | |
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Click on the Upload button. Your document will appear.

Attachments

Delete
Download File Description Size Uploaded By Uploaded Date o
= VMDR ATTACH 3.jpg 308.008 bytes Test Password 04/30/2010 02:15:00 PM F
File: [ | Browse..|
Description: | |

= ]

e

You can delete documents by clicking on the delete check box on the far right and clicking the “Save & Continue”

button.
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