
 

 
 
 
 

 
 
 

 
 

Adding Attachments 
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Log In 

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

mailto:PurchasingBSO@fortworthgov.org


 

 
 
 
Click on the Seller Administrator tab and the Maintenance Home Page screen will appear as shown below.   
 
CLICK on “Maintain Organization Information.”  

 
 
CLICK on “Maintain General Organization Information”.  
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Scroll to the bottom of the page and you will see the attachment section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the browse button. 
 
 
 
 
 
 
   
 
 
 
 
 



 

 
 
 
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 click on the Open button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A link to your document should be listed in the file field. 
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Click on the Upload button.  Your document will appear.   
 

 
 
 
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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