City of Fort Worth BuySpeed On-Line (BSO)

INSTRUCTIONS FOR CHECKING INVOICE STATUS

This document will assist you in checking invoice status and payment information such as check number and
payment date for your Company’s invoices. If you need any assistance please send an email to

purchasingBSO@fortworthgov.org .

Log in to BuySpeed Online https://bso.fortworthgov.org/bso/login.jsp
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Register
Register here to begin using BuySpeed Online.
Yendors, please read this disclaimer prior to registering.

Open Bids
Yiew open bid opportunities.
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Upon log in you will be taken to the Home Screen for you profile.
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Click on the small pie chart & in the upper right hand corner on the gray header bar

This will take you to the reports. There is only one report. “A Vendor’s List of Invoices”.
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Administrative Reports

Report File Name

A Vendor’s List of Invoices
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Click on that report and the report parameter screen will appear.
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You will need to enter the following information.
0 Your BSO Logon ID
o Email Address that was set up for your Logon 1D

Select the following — You can select multiple months or years by holding down the shift key on your
keyboard.

0 Invoice Year

0 Invoice Month

0 Output format — There are multiple options...pdf, html, csv etc.

When you click view report that will give you a list of invoices for your company and will show you the
status of the invoice and payment information like check number and date of payment.



