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system by using Internet Explorer
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Your Email
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Category
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1016 09/29/2009

Praocedures

“endor Registration Documentation

09/06/2009

1015

Forms and information

Wendor Payment Terms
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The Header bar is the entire gray bar. The Navigation bar is directly below the

Header bar.

They allow you to move within the BuySpeed Online application and provide links
to important functions and documents.

The Header and Navigation bars are displayed at the top of each page in the

BuySpeed Online Application.
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Header Bar - Icons Icons on the

Header Bar
i
BuySpeed
Online mllel Adinistrator
He ad er Bar NIGP Code Browse | My Account | Customer Service | About Octoberf, 2000 0B AMCT 2 7 & ﬁﬂ
Naviaation Bar Home  ¥ipOs ¥, Bids ¥iContracts  ViQuotes ¥ Gl

® Search - Bids, Commodity Codes, Purchase Orders, Vendors, Contracts,
Requisitions, Quotes and ltems by entering multiple criteria.

® Help - Displays a table of contents for documents and functions available to you.

® Administrative Reports - Allows you to choose from and run preset reports. The
reports will require you to have your email address and logon id. That way the
reports will be customized for you.

® Logout — Logs you out of BuySpeed Online.

Header Bar - National Institute of Governmental
Purchasing (NIGP) Code
BuySpeed"

ontme m Seller Administrator
NIGP Code Browse | M Account | Customer Service | About Octoher 6, 2009 100333 AMCDT 2 7 & Em
s ¥; Bids ¥iContracts  ¥: Quotes v Your Email

BuySpeed
Online Salar

NIGP Code Brewse | My Account | Custemer Service | About Ociober 6, 2009 10:08:43 AM COT 7 <)
You can browse the Home | Org antenance| UseeMaloenance | Aid User
NIGP code using the
Browse feature to
find codes related to WGP e .
your business. il

MIGP Keyword

Searchusimg | ALL of the critesia =

Seath |

0 Vs the NIGP Commodiy Coda Search Engna  you an famiat with the MGE code. ¥ nof use the MIGP Code Esowsn below

NIGF Code Browse

0 Select the categoey that best describes the praduct and senice you offer. Cick on the question mark far mare inbmation

| Admirestratrve, Fancial, and Minagemant Seraces

B

| Agricutursl Equipentnt and Retatad Products and Sanices

| Ats, Crats, Entertaineneni, Theatre

| Aatamative Praducts, Viehicles, and Senices
:3,-m;fwam_ Supplies, and Senices

| Clothing, Tustiws, Lssndry Exupment, and Supslies
E{emnmuu Equpment and Senices

| Computies, Scwary, Supglies, and Seices
| Food, Equipmant, and Related Services

EREIRF|IR RS E

| Fumsshings and Related Sonaces

| Furmitura and Ralated Senices
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Header Bar - My Account Screen

To view your user profile, click the My Account link on the header bar (the gray

BuySpeed" toolbar).
Online BT seller Administiator
NIGP Code Browse | My Account | Customer Service | About October 27, 2009 10:29:34 AM COT 2 7 w5 <)
Hame ¥iFOs ¥ Bids viContacts ) Quotes v News Vendor
My Account Information
L T
Satutation | )
Flist Hame | Hew | Last Name ]wmu
Job Title | Title | Department |
Ermail new vendorgyalioo, com
Company | NEW VENDOR w
Phone BITEE5 A4 BUYSPEEd
= < Online Sallar Adminlsirater

I i
Home ¥iPOs Caniracts vi O

To edit this information, click
the Edit button. The required
fields are identified with an

asterisk (*).

Octabeen 27, 2009 10:30:43 AN COT 0 2 g =]

Sakdation v

Frst Name' Hew Last ams” Vendor
Joi Tile" Title Deparment

Emsi’ iz vendin @yishon eom

Camgany

BT S MM gy
Chsege Password wessss
Login Ousstion

Lagn Anpwer

Dafaut Homepage Tab for Seber | News

;
e o ecesesnoe

Capynght © XI5 Pamcops Heldngs, e - All Rights Revied

Header Bar - Customer Service

The Customer Service link allows you to contact the System Administrator for

BuySpeed Online
issues.

Select an issue from
the drop down list of
issues types (bids,
damaged products,
other, PO, Requisition,
returns, website)

Enter Detail for the
issue

Select send and exit to save and submit your issue

You will receive a confirmation message

BuySpeed”
Online BT Sottes Administratar
Octoher 27, 2009 103116 AMCUT 52 7 @ 54

NIGP Cadp Brovise | My Arcou
G vl

nt | Customer Survice | Abnut
ome Yieos hin. Cosftracts ¥ Que

i Wi Comtract

Customer Service

W you have any questions or comments, dont hestate 1o bt us know.

Select from the following Hst of lssues:
Dascnba the is5e in 58 much Sebsd 55 you £an

Please Select -

Send £ Exil Cancel & Ext

Copynght £ 2008 Peristope Holdings, Inc. - All Rights Resi

Thank You for Contacting Us.

Your comments, questions and suggestions are grestly valued by City of Battimare. If
youl Sent us & guestion that requires & reply, oL team wil make every effort to
respond a3 soon &3 possible.

Thank you again for your inaut and we look forward to heling you achieve success.

Remember, you can always cortact City of Batiimore at .

4 0of 7



50f7



Navigation Bar

From the Seller Home Screen you can view the documents that pertain to your business. Your home
page will be defaulted to the News tab where the City will post important communications for all
Vendors. From the tabs to the right of the News Tab you can click on tabs to see Bids, Purchase

Orders, and Quotes that are different status.
BuySpeed”

Online m Seller Administrator

October 6, 2009 10:03:33 AMCDT 2 ? & '%':ﬂ

MNIGP Code Browse | My Account | Customer Service | About
Your Email

¥i Bids ¥iContracts ¥ Quotes

Home - Welcome Back Your Email

Bids{7) PO{0) Quotes(0)

News ID Effective Date Category Title
1016 09/29/2009 Procedures Yendor Registration Documentation
1015 09/06/2009 Forms and infarmation Yendor Payment Terms

Copyright @ 2009 Periscope Haoldings, Inc. - All Rights Reserved

From the RED Navigation Bar you can search for PO’s that have been sent to you and that are in
either Partial Receipt, Complete Receipt or Closed. Click on the PO’s link and a drop down will

appear where you can choose from a list.

BuySpeed”
Online m Seller Administrator

October 6, 2009 10:19:37 AM CDT 2 7 & =)
Y our Email

MNIGP Code Browse | My Account | Customer Service | About
¥ Contracts ¥ Quotes
rdor

LS
Bids{7) PO

News ID Effective Date Category Title
1016 092972009 Procedures “Wendor Registration Documentation
1015 090672009 Forms and information Wendor Payment Terms

Copyright © 2009 Periscope Holdings, Inc. - All Rights Resered.

From the RED Navigation Bar you can search for Bid’s that are in Open or Closed status. Click on
the Bid’s link and a drop down will appear where you can choose from a list.

™
BuySpeed
Online m Seller Administrator
October 6, 2009 10:20:04 AM CDT 2 7 & ':m
‘Your Email

NIGP Code Browse | My Account | Customer Ser

| About

Home - Welcome Back Your ema
Bids{7) PO(O) Quotes(0)

News 1D Effective Date Category Title
1016 09/29/2009 Procedures Yendor Registration Documentation
1015 [09/08,/2009 Forms and information Yendor Payment Terms

Copyright @ 2008 Periscope Holdings, Inc. - All Rights Reserved
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Navigation Bar (continued)

From the RED Navigation Bar you can search Informal Quotes that have been submitted. (Formal
Quotes will not be used initially in the new system) Click on the Quotes link and a drop down will

appear where you can choose from a list.

™
BuySpeed
Onllne m Seller Administrator
October 6, 2009 10:21:09 AM €DT O ? & =)
Your Email

NIGP Code Browse | My Account | Customer Service | About
¥i Bids ¥iContracts Vi Quotes

Home - Welcome Back Your Email
Bids) PO(0) Quotes(l)
News ID Effective Date

1016 (092872003
101 0906/2008

Title

Yendor Registration Documentation

“endor Payment Terms

Copyright @ 2009 Periscope Holdings, Inc. - All Rights Reserved.
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