City of Fort Worth BuySpeed On-Line (BSO)

INSTRUCTIONS FOR NEW VENDOR REGISTRATION

Welcome to City of Fort Worth BuySpeed On-Line! We are very excited about BSO and hope you find it
useful. One of the key advantages to BSO is that you select the specific commodities for which you wish to
receive bid notices. Additionally, you get to maintain your own account and assign users to your account. It
will be very important that you keep your account updated with the most current information. After all, we
don’t want you to miss out on any opportunities to do business with us!

Should you have any questions or problems during vendor registration, please contact Financial Systems
Administration at PurchasingBSO@fortworthgov.orag.
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REGISTRATION

To register as a vendor with the City of Fort Worth, type the BSO website address in your browser and
bookmark it for future reference: http://bso.fortworthgov.org/bso/login.jsp. The following pages will guide you
step by step through the registration process.

The BSO login screen will appear as shown below

1. Read Disclaimer
2. Click “Register” He Edt Vew Favoites Tooks Hebp | &

OBackvaD@\z_h ) Search ' Favories (%) @-%@-Jﬂ

Address [{&] http://as 135/bso_E_D/login jsp -] o |unks >

BuySpeed Online

BuySpeed”

Online
*NEW*Reports*Internal Users on CEFW Network Only*

Click
“Register”

[ __ | Register
Register here to begin using BuySpeed Online.
Vendars, please read this disclaimer prior to registering.

[ __ | Open Bids
View open bid opportunities.

Login ID: I

Password: I

Logh |

Sl

€] iavascript:FID(register) [T [ [ [ 3 Localintranet

The BSO Tax ID screen will appear. i Tax ID - Microsoft Internet Explorer 9 [=] k4
- A

1. Enter your nine digit Tax ID and your
Tax ID:I
Company Name

2. Click “Submit” companyreme: [ ]

Submit
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You are now at the Register screen.
Important Note: Fields with an asterisk (*) are required in order to continue with the registration process.
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1. Verify that your
organization’s name is Register
correct.
2. ENTER a malllng address, Company Nan” [FevoR rEasTRATON
city, state, zip, phone vt :
number, fax number (if otress L2 |
available) and an email —— :
addreSS. Country ™ US - United States of America -] m
oy StaterProvince” EE
3. Select whether your — - —
company would like to be a Sarvany rne o — sy P o
Company Emai 1 TaxD# 552105959
preferred Emergency 15 Tax 02 an Employer dentification Number (EIN) or 8 Social Securty Number (SSN)? @ En © ssi
Suppller durlng a natu ral State of Incorporation: CH ‘Year of Incorporation: ]
. « . Preferred Dekvery Metnod: ETE |
dlsaSter If Yes Complete Would you s tb be registered s an emergency suppler in the case of an emergency? C ves © No
the bottom portion of the T “ —
screen. If “No,” the Sl lf— crwocy 1
Emergency Supplier section
isn’t required.
Salutaton (|
3 . . First Hame  — LastName™ |
Hint: If any of the information T —] B |—'—|— =
. .. mail e ——1 one’; 5
provided is incomplete, you may s — "
see this message, “Please correct e P — —
the following error(s)”. The - i
: . e
message will let you know exactly P —"

which item needs to be “fixed”.

REMINDER: The emergency phone number requires access to a person that can supply us with required
goods, 24 hours a day, 7 days a week during the disaster.

The Administrative User Information section at the bottom of the page is where your Login ID is created. The
Administrative User is responsible for updating your company’s information, i.e. phone number, fax number, email
address, commodity codes, etc. and is also known as the “Seller Administrator”. Only an administrator can add users to
your company account.

Remember an asterisk * indicates required fields. Although the Login Question and Login Answer fields are not required,
we recommend that you complete them. The Login Question will be asked of you in the event that you forget your
password. If answered correctly your Login ID and password will be emailed to you.

Enter the first and last name of the Administrative User

Enter the job title

Enter an email address (the Company email address and the Administrative User email address may be the same)
Enter a Login ID (You will receive an email from the City of Fort Worth with your temporary password after
your account has been verified. The first time you sign in after registering, you will be required to change the
password.)

5. Enter a Login Question and Login Answer. After completing this section, click either “Continue Registration”
and continue to the next page or you can click on “Add Another Address”.

PoONME
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Add Another Address

BSO allows you to enter multiple addresses and types. If you wish to add additional addresses to your file,
Click “Add Another Address” tab. You are now at the “Enter a New Address” screen (screenshot below).

You will need to select an address type for each address entered. You may have multiple addresses for each
“type”; however, each “type” must have only one “default” address. The “default” address is identified by a
check in the Default Box on the lower left of the screen.

3 City of Ft. Worth - Maintain Vendor Address - Microsoft Internet Explorer |
Ele Edi View Favoies Toos Help | &
r .
Qe - - [¥] (F] ()| Psewn grmenies )| (022 vl - JE
Address @ hitp://as135/bso_B_{/extemal/newAddress sdo B Go | Links *
=
Address Book - VENDOR REGISTRATION

Enter a New Address ()

Address Type: IEhd mailing address j

Name this Address”: | Select

Contact Name™: |

Address Line 1™ | Address

Address Line 2 | Type

Address Line 3 |

Address Line 4. |

Country US - United States of America =

C'rty'. State/Province I 'I

" County: |

Phone™: | | Ext: |

Toll Free: I I Mobile: I

Fax: I I Email": I

Status: Active =

= Default address for this address type

e e R T B
Copyright ® 2009 Periscope Heldings, Inc. - All Rights Reserved.
i I
€] Done [T T T 7 Stcalintmnet
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Terms, Categories, and Certifications

The Terms, Categories, and Certifications screen is displayed as shown below. Complete this screen while
keeping in mind the following information:

1. Payment Terms: The City cannot commit to processing a payment in less than 30 days. Therefore,
when evaluating bid prices, the City will not include in the evaluation any prompt payment discounts of
less than 30 days. However, upon bid award, the Purchase Order will show any prompt payment
discount offered.

2. Shipping Terms: The City’s shipping terms are always FOB Destination. If you choose to offer a
different option, you must add this information to your quote. Please note that when quoting anything
other than FOB destination, the City may choose not to do business with your company.

H £ H . Terms, Categories, and Certifications - VENDOR REGISTRATION

Please select only those categories T

that pertain to your business Sop e El

Category: 1099 Vendor

Select
-

[T | Miscelaneous

Notes:

Category: Batch Import

| B ‘Batcﬂ import

Category: Certified by NCTRCA

Select

[T | Cerfified by NCTRCA.

@ Cick Save & Add Certification to save, refresh current page and obtain inks to add/update cerfification information for selected category type(s)

P | e |
—
Copyright @ 2009 Periscope Holdings, Inc. - All Rights Reserved

At the bottom of the screen, click “Save & Continue Registration”
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Commodity and Service Codes

This section is where you sign up to receive bids for particular commodities or services. Signing up does not guarantee
that we will go out to bid for the particular commodity or service but if we do, you will be notified. PLEASE only select
the NIGP Class and Class Items that pertain to your business.

As shown below, there are three ways to search and choose commodity and service codes.
1. You can use the NIGP Class drop down to find a particular class. After selecting the class the system will auto
populate the Class Items drop down allowing you to choose the appropriate class item.

2. You can use the NIGP Keyword Search. Type in words that describe your business and click on search to find
class and class item combinations.

3. At the bottom of the page you can select a category. After clicking on the category link (the number to the left of
the description) you will see a list of classes. You can then click on the appropriate class which will then show
you all the class and class item combinations.

[ @ Buyspeed Online - Microsoft Intemet bxplorer el e |
Hle Edt Wiew Favortes Tools Help ‘ ~

Qe - ) - [x] [&] D] Dseen Sormenes @] - 0L -

Address [] htp://as135/bso_8_0/admin/seller/addCodes.sdo vendorid=0000029351 = Go | Links >

NIGP Class  p
{earch Drop-Down |

HIGP Class | |

HIGP Class Item | ~

I I NIGP Keyword
searcnusing  [ALL ofthe criteria 7]
Search

@ Use the NIGP Commodity Code Search Engine if you are familiar with the NIGP code. If not use the NIGP Code Browse below.

NIGP Code Browse
@ Select the category that best describes the product and service you offer. Click on the question mark for more information N I G P C t

o Administrative, Financial, and Management Services .

[ Agricultural Equipment and Related Products and Services. LI nk B

03 Arts, Crafis, Entertainment, Theatre |

02 Automotive Products, Vehicles, and Services

o Buiding Equipment, Supplies, and Services.

[ Clothing, Textiles, Laundry Equipment, and Supplies

o7 Communication Equipment and Services

[ Computers, Software, Supplies, and Services

[iE] Food, Equipment, and Related Services

10 Furnishings and Related Services |

1 Furniture and Related Services

12 Hardware, Related Equipment, and Services

13 Highway Road Equipment, Materials, and Related Equipment

14 Janitorial and Cleaning Equipment, Supplies, and Services

15 Laboratory Equipment, Supplies, and Services

16 Maintenance and Repair of Equipment

17 Medical Equipment, Supplies, and Services

18 Miscelianeous Commodities and Services

19 Office Supplies, Related tems, and Services

20 Paper, Printing Equipment, and Related Products and Services

21 Personal Froducts, Equipment, and Services. =l
[&] Dene [T R Locatintranet

Continue for examples of how to search for NIGP codes.
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NIGP Class Search

For our example, “janitorial supplies” was the selected class chosen within the NIGP Class search box.

Click on the dropdown box next to the NIGP Class field

Select a class (you may repeat this process for different products)

Click “Search” once you have made your selection

Turn to page 11 to complete the commodity registration process using the NIGP Class Search feature
OR continue to the next page to learn how to search by NIGP Keyword.

el A

3 BuySpeed Online - Microsoft Internet Explorer _____________________________________________________ =uH
Fie Edt Vew Favotes Took Help | &
Qs - O - %] [2] ] Iseemn oo @] (0 _ W - K
Address @ htp://as135/bso_8_0/admin/seller/addCodes sdo B> | Links
™ —
BuySpeed
Online

Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About August 27, 2009 4:25:38 PM CDT 9 c::j

Home | Org Maintenance | User Maintenance | Add User

[P ——

Commodity and Service Codes - VENDOR REGISTRATION (7)

HNIGP Class I485*.JANITOF€IAL SUPPLIES, GENERAL L j

HIGP Class ftem | E|

NIGP Keyword I
Search using IALL ofthe criteria
Search |
0 Use the NIGP Commodity Code Search Engine if you are familiar with the NIGP code. If not use the NIGP Code Browse below.

NIGP Code Browse

o Select the category that best describes the product and service you offer. Click on the question mark for more information.

1-250f 74
123

T | Code Description

|l 425-01 Ammenia and Other Chemicalz, Household (Plain or Sudsing)

r 485-02 Animal Cage Cleaning Compound

| 48503 Adhesive Removers

r 485-04 Applicators, Floor Finish, All Types (Except Brushes)

|— 485-06 Bottles, Glass (For Cleaners, Detergents, and Janitorial Supplies)

|l 425-08 Bottles, Plastic (For Cleaners, Detergents, and Janitorial Supplies)

| 485-09 Brush Cleaner

|l 43510 Broems, Brushes, and Handles

r 485-11 Cleaner and Detergent, Paste and Tablets

r 485-12 Cleaner and Polish, Metal (For Brass, Stainless Steel, etc.)

- |

€] Dane F T T Kdleslintmnet
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NIGP Keyword Search

Searching by keywords is another way to choose commodity and service codes. For our example as shown
below, we are using the word “janitorial” in our NIGP keyword search field. To use this search method, the
NIGP Class field must be blank.

1. Find the NIGP Keyword field and type the word that best describes the goods and/or services you
provide (one very descriptive word).

2. Select “Any of the criteria” option from the “Search Using” drop down menu.

3. Click “Search” to see your results

HINT: You may need to try several different keywords to tap into the correct category

|

Fle Edt Mew Favortes Tools Help | >
Qe - Q- ] [2] (| Dot Jormmnin @[3 ' W -| &
Address [&] hitp://as 125/5s0_8_0/admin/ssler/addCodes. sdo =] EJco | ks>
™ =
BuySpeed
Online sener
MIGP Code Browse | My Account | Customer Service | About August 27, 2009 4:30:25 PM COT ::]’J

Home | Org Maintenance | User Maintenance | Add User

[ —

Enter a

keyword o)
(Search ____________4

NIGP Class |

Search using
ANY of the
criteria

NIGP Class Item G

NIGP Keyword I]aﬂltT

z
Search I

o Use the NIGP Commodity Code Search Engine if you are familiar with the NIGP code. If not use the NIGP Code Browse below.

NIGP Code Browse

o Select the category that best describes the product and service you offer. Click on the question mark for more information.

Search using

1-25 0f 8436

T | Code Description

|l 005-05 Abrasive Equipment and Tools

r 005-14 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc.

|l 005-21 Abrasives, Sandblasting, Metal

|l 005-28 Abrasives, Sandblasting (Other than Metal)

r 005-42 Abrasives, Solid: Wheels, Stones, etc.

|l 005-56 Abrasives, Tumbling (Wheel)

|l 00563 Grinding and Polishing Compounds: Carborundum, Diamond, etc. (For Valve Grinding Compounds See Class 075)

r 00s-70 Pumice Stone

|l 005-75 Recycled Abrasives Products and Supplies

|l 005-84 Steel Wool, Aluminum Wool, Copper Wool, and Lead Wool

=

€] Done DT T S ecalintmnet
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NIGP Category Search

Searching by category is another way to choose commodity and service codes

1. Find the NIGP Category that best describes the goods and/or services you provide and click on the link
(number) left of the description.

2. A new window will appear showing the available classes. Select a class by clicking on the three digit
code highlighted in red.

3. The last window will appear showing you all the class and class item combinations available.

3 BuySpeed Online - Microsoft Internet Explorer |

Fie Edi \iew Favotss Tods Hep | &

Qe - O - =] [2] B Dsweh Pghomn @) 0310wl - JE

Address [&] hitp://as135/bso_8_0/admin/seller/addCodes.sdo vendorid=0000025351 = Go |u||m =
Commodity and Service Codes - VENDOR REGISTRATION (7)

HIGP Class | =l

HIGP Class ltem lj
HIGP Keyword l—
searchusing [ ALL ofthe citeria 1]
s |
0 Use the NIGP Commodity Code Search Engine if you are familiar with the NIGP cor

NIGP Code Browse

NIGP Code Browse below.

@ select the category that best describe= L bauct and service you offer. Click on the question mark for more information.

01— | Administrative, Financial, and Management Services
2 Agricultural Equipment and Related Products and Services
[ Arts, Crafs, Entertainment, Thealrg.
02 Automotive Products, Vehicles, a, .
Commadity and Service Codes - N =
s Building Equipment, Supplies, and
06 Clothing, Textiles, Laundry Equipn] 1= 0] 2
[iT4 Communication Equipment and S| NG Class F
08 Computers, Software, Supplies, § oo
m |
[ Food, Equipment, and Related Ser
HIGP Koyword 3
10 Furnishings and Related Services - |
1 e P S Searchming  ALL of the eriteria =
2 Haraware, Relatea Equpment, an
13 Highway Road Equipment, Materid @) L4 th N3P Gammodiy Code Suarch Engine if o aro f
= Janitorial and Cieaning Equipmenty [ ¥Tfe ofi%: (=1 TUNET B Show Calagores | A Swect the cabagery thak bast devcnbes the prosuct snd enace you cfier, CAck an the quesiion mark far moee mdamation
& Laboratory Equipment, SUpPIe, § @) Seluct the catugury thal besi describus the product smd sen| | ) [cosm | Dvacestion
18 Maintenance and Repair of Equipt
o S [0t | Adeasmatiation, Finsncisl, nd Mansgemmert Sareces
vs Wedical Equipment, Supplies, and = = = |a6 | Fwances semices
18 Miscellaneous Commodities and S = T T [ | 84610 | Accountiog ued 9 Sericns, ny for MaScars, Mudic ad, Private inturance, o2¢)
1 Offce Supples, Related tems, ar | gy ErAE Ao SRR earad | | D |4 | Accountien senices mir v Classied 3
12 | Ast rial 5 % and R
20 Paper, Printing Equipment, and Re! a5 MANAGEMENT SERVICES =] _9‘ | baatisl Saricei and Retrwmen) Plising
- - ] 94814 | Agpesinst Sumvicns, Astin
21 Personal Products, Equipment, an = SALE OF SURPLUS AND: OBSOLETE 1) 1
&l : UE-15 | Apprainal Seevices, Real Evtate
UB-15 | Appraisal Semices (et Orbarwise Classifed)
4617 | Appraisal Semices, Ad
420 | Auditing

4622 | Actomatic Teller Machng (ATM) Services.

94| Bankong Sereces

48-29 | Cah Mansgermant Sandzen (incl. Budgating Seeices]

ooooja|jo|jo|o

SUE-I0 | CashSacuntins wrd Bending Serices

SME-31 | Cortifd Public Aceoustant [TP4) Sevices

1|0

.915-33:.Cd|«|nn Sanaces, Financial Dabe

.965-35 I Cred Card, Charge Card Sereces

= Irligation snd Repoting
r%ﬁ?Cullnm Brokerage Serces (incl Stock and Bosds)

o|o|o
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Selecting Commaodity/Service Categories
Regardless of the search technique used, the screen will look similar to the screenshot below. A list of items that
corresponds to the category of keyword entered will appear. The list may include more than one page of results.

1. Click on the empty check box to the left of the item/service description for every item or service which
you wish to receive bid notification. (We do not guarantee these will be put out to bid; however, getting
on the appropriate list guarantees you will receive a bid if that item is solicited via a public bid)

2. Scroll to the bottom of the page and click “Save and Add More” if there are additional pages to view.
(Each page with selected categories must first be saved in order to retain your selections). The screen
will refresh and you should be viewing the initial Commodity/Service search screen. Additionally, the
keywords you entered previously should still be in the search box.

3. Click “Search”. The categories will show again on your screen and you can then choose the next page
you wish to view. You will need to repeat this process for categories on subsequent pages.

4. After all categories have been selected, click “Save and Continue Registration” at the bottom of the

page.
<} BuySpeed Online - Microsoft Internet Explorer
File Edit Mew Favorites Tools Help |_*;
= e & 3 :
Qe - ) - [x] [B] (0| f)semeh cRavones £2) | 2- o W - K
Address [&] nitp://as135/bso_8_0/admin/seller/addCodes sdo | Go | Links *
=]
NIGP Keyword  [janitorial
Search using IF&NY of the criteria j
Search I

n Usze the NIGP Commedity Code Search Engine if you are familiar with the MIGP code. If not use the NIGP Code Browse below.

NIGP CodeBrowse i |

n Select the category that best de=scribes the product and =ervice yvou offer. Click on the guestion mark for mere information.

1-25 of 220
123456783
I | Code Description —
Il 14515 Aucid
[l 145-18 Chimney Bruzhes
[l 145-20 Cylinder, Tank, and “at Brushes
Il 145-30 Glue
[l 145-33 Gutter Brushes
[l 145-35 Kettle Brushes
Il 145-43 Masonry Brushes
=
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CONGRATULATIONS!! You have completed the Registration Process. We invite you to continue to
explore BSO and its many features.

To continue exploring BSO, you will need to sign on using the Login ID and Password you created. You need
to be aware that even though you have chosen a password during registration, BSO considers that initial
password to be temporary and will require you to change it the first time you sign in after registration.

Please do not use the “Back” button during registration!! Page 11 of 11



