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Welcome to BuySpeed

BuySpeed is an Internet-enabled application that provides decentralized

Purchasing functionality specifically designed for government agencies.

1)Expedite work by increasing efficiency and speed with sourcing, routing, and record
retention.

2)Centralize vendors, increase Bid awareness/access, and increase transparency.




Benefits of BuySpeed
BuySpeed offers numerous benefits to sellers including:
eElectronic Notifications both Internal and External.
eEnhanced Vendor profiles.
eSeller Administration role at the vendor level offering controls.
eElectronic purchase order submission sent to the supplier.
eTime stamps of the process on approving time and date.

eAd hoc reporting capabilities.




Benefits of BuySpeed
BuySpeed benefits (continued):

eAdvance searches on bids, commodity codes, items, purchase orders, requisitions.
*Proxy capability for approvers.

eBuySpeed electronic manual can be viewed on the system.

*NAICS to NIGP crossover walk for suppliers for conversion assistance.

eNews alerts for Vendors and PHA staff.




Application Basics
*BuySpeed was designed to put the information you need right at your fingertips in
in an easy-to-use format.

eThere are several key icons in the navigation menu:

USER MANUAL

6 'ﬂ Catalog W E Advanced

@ Alerts — View Events, Reminders, and System Messages.
@ Settings — Access User Dashboard. Reports, Vendor Notification, Form Builder, Dashboard
Reporting, and AdHoc Reporting.

Help — View About BuySpeed, User Manual, and access Customer Service and NIGP Code

@ Browse.

i Account — View and edit your account information, select your User Fole, and Log Out of
@ BuySpeed.




Accessing the BuySpeed Manual

The BuySpeed User Manual:

ecan be accessed anytime from the system.

eprovides step-by-step instructions to guide you through
any task in BuySpeed.

eincludes a hyperlinked Table of Contents that will navigate
users to a desired section in one click.

BuySpeed

to navigate to this section

73 2 i of the manual
Seller & Seller Administrator User Manual

TABLE OF CONTENTS
INTRODUCTION

WeLconE To BUYSPEED

BaErrs oF BUYSPEED

BuvSeeep AcczEss
Verifi/Change Email

Enable I

rface Securify
Login Assistance

Forgot UserId

Forgot Password

Suspended Account

DIivalid Login Id or Password

APPLICATION BASICS

EADER/N AviGATION MENU
Section hyperlink Click here SR iEER

Roiss
Hoz Pacs/ContrRoL CENTER (FOR SE11ER ROIE)

My A

VEw Orex Bmos
Filter Bids by Categon

Open a Bid
How Do I View Bid File Attachments

How Do I View Bid Form Attachments

View Bid Amendment

Acknowledeing Bid Amendments




Application Basics

© Q@

USER NAME

Seller

) Scller
e

Seller Administrator

My Account

Logout

®Role tabs are located in the upper-right corner of the header as indicated above,
represented by a silhouette of a person.

|f you have multiple roles within BuySpeed (for example you are a “Seller” as well as a
"Seller Administrator" for your company), both role tabs will show.

oClick on the tabs to switch between roles.



Application Basics

“Seller Administrator” and “Seller” Roles Defined

There are two seller (vendor) roles in BuySpeed.



Role #1
The "Seller Administrator”

Has an organization maintenance focus.

The "Seller Administrator” has the ability to:
eUpload administrative documents such as the W-9
eAdd/deactivate users

eChange passwords

eAssign roles to company users y
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Role #2 — The “Seller”
Has a purchasing information focus.
The “Seller” has the ability to:
eView Formal Solicitations and Amendments
eView and electronically submit or modify Informal Quotes
e Attach documents to electronically submitted Informal quotes

e Accept Purchase Order and Contract Documents

11



Role #1
“Seller Administrator”

Organizational Maintenance
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SELLER ADMIN: Maintenance Home Page

The "Seller Administrator” can maintain organization information and user profiles

The "Seller Administrator" Maintenance Home Page appears as follows:

Maintenance Home Page for: Vendor Name Here

General Alerts

Maintain Organization

Maintain Users on this Add Users on this Add Associated
Information Account Account Organization
I
I I e — —
= = aad
This section is used for

This section is used to
maintaining organization
imformation.

maintain users for the

This section is used to add | This section is used for
USErs to the organization.
Crganization.

adding an crganization
with the same Tax ID.

Copyright © 2020 Periscope Heldings, Inc. - All Rights Reserved.
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SELLER ADMIN: Maintain Organization Information

This option allows you to maintain all of the organization’s information, as registered
with PHA. This includes addresses, links, terms, categories, and commodities.

Maintenance Home Page for: Vendor Name Here

General Alerts
Maintain Organization Maintain Users on this Add Users on this Add Associated

Information Account Account Organization

This section is used for This section is used to This section is used to add | This section is used for
maintaining organization maintain users for the users to the organization. adding an organization
imformation. oIganization. with the same Tax ID.

Copyright & 2020 Periscope Heldings. Inc. - All Rights Resarved.
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SELLER ADMIN: Maintain General Organization Information

This option allows you to maintain all of the organization’s default information including
business description.

Maintain Organization Information for: Vendor Name Here

Maintain General o _
Organization Maintain Addresses Maintain Commodity
i Codes & Services
Information

R

R
s

This section is used to
maintain commmodity
codes and services.

This section is used to

This section is used for
maintain addresses.

maintaining ganeral
crganization information.

L. . Maintain Terms and Maintain Quote . .
Maintain Regions C aries Attachment Repository Credit Memao List

—— e —
This section is used 1o

This section is used to
maintain files in the quote

attachment repository.

This section is used to
maintain terms and

categories.

This section is used to
view credit memos.

maintain regions.

ExIt

Copyright © 2020 Periscope Heldings, Inc. - All Rights Reserved.
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SELLER ADMIN: Maintain General Organization Information (continued)

You may enter or update your profile or upload documents such as your W-9

Maintain General Organization Information

wendar 1D: aosassat
Comparny Mame" wendar Mame Here  Wendar Legal Hame': Wendor fame Here
DB for Wendor:

Tan 1o #" 123456759 Country Code for Tax 10"

s Tax |0 & an Empioyer Idemtfication M

1N @ 55H

noceporation Detalls: Sxate: Vear of Incarporation
Business Descripoian

Preferred Delvery Method:  Bmail .

wendor Email:

wendar Fax

Emergency Supolier:

Crves @rea

Emergency Phone’: Ext

Emergency Contact Hame™

smergency Emall

Emergency info Comment:

Wser Last Updatect USER NAME
Date Last Updated: 04162020 09
Attachments
Fie: Brawse...
Descriptian:
Uplaad
Forms

O Click Add Form to add farm astachmerits.

e Form Artachments

Add Form Save & Exit Save & Conmtinue Resat Cancel & Bt

£ 2020 F
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SELLER ADMIN: How to upload your W-9

1.Click the “Choose File” button located within the “Attachments” section (on the
bottom/center section of the page) to locate your W-9 file. Next select Open.

2.Click Upload button within the “Attachments” section.
3.Click the “Save & Exit” button at the bottom of the page.

Lo [ | = ic Wgueirey | Bpwd BEmy 0, PO 153048 AN CDT w3

v 1D maddETa
Cagun Plawvs™ BmpEUESEe wesad el HaeesT fegEsadd
DS g “wlsrachosr
Tas D £ ETIRNANE Copmmiry Ciostes toar Tas l.-" LES - Uindaad Cogiey of Srwricy =
o T i 2 2w Ewyiorees ideaifins Fdarvbes (S a3 Sorad Sequrty Hrdes | 538
[=1]
Wemrpoe pbon Telsie T Wemr of lroorpor e T
o = H o H r
G Dasiary i (T Step #1 Click “Choose File
Lardes Eresd P
Weedes Fan - i n
ey Segens Step #2 Click “Upload
Lo T

Errmsgeee: Frese™ -
Fremigee, ©ord el Pl
Frrmsgues, & e

Erresgrec ieks L orareed -, Fi) "
Daks Lad Upsildag AOATEMR A 2N

Adba Buriasta

. Py yeverv— Ty
: L Chiaws Fibe | reo e dures 1
| vesss |
Fommes .
i Ciamk o Fosm e 280 e anaeeee __-—r
-

B F e AT e 1

I s ] e | e [ e T e

nprwgid @ I E Pramiage ks, W0 - S0 Feores Feseneg
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SELLER ADMIN: Maintain Addresses

This option allows you to maintain, add, or remove the organization’s various addresses
that are registered with PHA.

Maintain Organization Information for: Vendor Name Here

Maintain Commodity

Maintain General
Codes & Services

Organization
Information

Maintain Address

&

R

|
|
This section is used to
maintain addrasses.

This section is used to
maintain comimodity
codes and servicas.

This section is used for
maintaining general
organization information.

L . Maintain Terms and Maintain Quote i .
Maintain Regions C aries Attachment Repasitory Credit Mema List
— —y—r— — —

This section is used to
view credit memaos.

This section is used to
maintain files in the quote
attachment repository.

This section is used to
maintain terms and

categaories.

This section is used to
maintain ragions.

Exit

Copyright © 2020 Periscope Holdings, Inc. - All Rights Reserved.
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SELLER ADMIN: Maintain Addresses

eTo edit an existing address, click on the hyperlink under the “Name” column of the
address you wish to modify.

*\When an address needs to be added, click the “Add Another Address” button.

Maintain Addresses for: Vendor MName Here

Mame Address Type Address Information Status Default
for
Type
‘Eeneral General Mailing Address USER CONTACT NAME Active Yz
12345 Vendor address hera
City, TH 12345
us

Emiail: rruniz@porthouston.com
Phene: [123456-7350

- Add Another Address Exit

Copyright © 2020 Periscope Heldings. Inc. - All Rights Reserved.
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SELLER ADMIN: Maintain Addresses

Add a new address by completing the fields and click “Save”. An asterisk identifies
required fields. Fields without an asterisk are optional entry fields.

Address Entry Notes:

e Address Type: Select the type of address (defaulted to emergency mailing

address, remittance.) Note: if you do not make a selection, the address type will
be defaulted to emergency address.

e Address Name: Enter a descriptive name for the address (i.e. Corporate, Bids,
POs, etc.)

20



Address Book - Vendor Name Here

Enter a Mevww Address

Addrezz Typa:
Mame niz Address’;
Contec Nane
Aridrass Lime 1%
HAcldracs Lime I
Adoress Lime 3

Aoidrass Lirme £

Courtry
Cirty™:
ZIe;
FHUM..'

Toll Fres:

Emargancy Mailing Addreass ..

LIS = United STATSS OF AITHriie

oty
Ext
PAcbale:;
Ermail®:
o Altarrmate ld:
ALuive s WD Address:
Dafault adcdress for thiz sddress tyees Tlmgin wartin NEER- o NETEE ]

Save & Exit Reset Cancel & Exit

opyrignt © J020 Perisoope Holdings. Inc. - All RRgnos Recerved
—
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SELLER ADMIN: Maintain Commodity (NIGP) Codes and Services

This option allows you to maintain, add, or remove the organization’s NIGP codes

Maintain Organization Information for: Vendor Name Here
Maintain Commodity

Maintain General
Organization Maintain Addresses .
raE . Codes & Services
Information
I I I
This section is used for This section is used to This section is used to
maintaining general maintain addresses. maintain commodity
organization infermation. codes and services.
L . Maintain Terms and Maintain Quote . .
Maintain Regions © ories Attachment Repository Credit Memao List
E— — —
I
I I I I
This section is used to This section is used to This section is used to This section is used to
maintain regions. maintain terms and maintain files in the guote  view credit memas.
categories. attachment repository.
ExIt

Copyright © 2020 Periscope Heldings, Inc. - All Rights Reservad.



SELLER ADMIN: Maintain Commodity Codes
Select “Maintain Commodity Codes” to add new or modify existing codes

Commeodity Code Maintenance Home Page for: Vendor Name Here
Maintain Commodity Codes

This section is used to add or remove ==
commodity codes.

Display Inactive Commodity Code
This secton is used to display inactive

commaodity codes.

&l

|
|
R

Exit

Copyright © 2020 Periscope Heldings. Inc. - All Rights Reserved.
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SELLER ADMIN: Adding NIGP Codes

To add a new commodity code to your company profile:

eSelect the “Add Additional Codes” button from the “Commodity Codes and Services
Codes” Screen.

Commodity Code and Service Codes

Current Codes - Vendor Name Here

D aCtivate Code Destription Date Added
O 00500 ABRASIVES Q162020

Deactivate Selected items Add Addrional Codes Cancel & Exit

-----

Copyrignt © 2020 Periscope Holdings. Inc. - All Rights Reserved
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SELLER ADMIN: Adding

NIGP Codes
Option #1
The “NIGP Keyword” search field is a shortcut
to finding codes that can be added to your
company profile.

1. Type in a keyword and click “Search”.

2. A List of NIGP Codes will appear under
the “NIGP Code Browse” section of the
page. To select a code (or multiple codes)
simply check the box to the left of the
code.

3. When you are finished, click the “Save
and Add More” or “Complete
Registration” button located at the
bottom of the page.

Commaodity Code and Service Codes - Vendor Name Here

Search

MNIGP Code Browse Snévi CaTBgne

D Seac T RO T et desarines thie product and servios you offer. Cick on T quesson mark far mone information

1= of 136
1234586
Code Deacrigtion
0 amaE Eruip el Sippies, &
O s L CURd. MO TOT
T e WoTE Wi FEREINg Fust RO (See 1073 -]
- # P e
- 258 2 Az e R i .
] s it ke "
T aem ECTRICA ohIC
200 A0k F = Wep 20 Typkd § =T e
28318 [ Ty ACSH B o Ba n
220 4 md e, Sing 3 Typ ™ [
280-33 o
280 =5 T o=y & f T8
285 S Srareid SpE LT B o g
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Commeaodity Code and Service Codes - Vendor Name Here SE LLE R ADM I N : Adding NIG P

Codes by Using the NIGP Code
— - 4— Y 5

oo Browse.r Feature
orsme Option #2

awamg SR DRSS Using the NIGP Code Browser feature to
—_ locate commodity codes

NIGP Code Browse Thove Categories

nS-Hll::lh::mmwtnutbe:de:nﬁmthepmﬂmmsentzmuﬁ'zr Chck on the question mark for mane formataon. . The NIGP Code Browser is a dri“—down
23458 feature that allows you to select from
L broad categories and drill-down to more

43T Bba Ansarmay CR00E MSUTIRI SuaeTeTve detailed Categories.

|
5]
o
iy
[
e
&

:; 5014 L* m Termingis Inchading Fuse Foiders (See 2B0-75 for Cabie and Wine Thes)

O i | Canoes: Primber, Disk, Meteori, ebc Emvbonmentaly Certifad Products .

el e e At the lowest level you will be presented
& o T with what NIGP refers to as class-class

380-00 AZSUANCE Ftunh AnE POrTaDW DM 570 WINE [UD 03 B00V TyDel 5 5 B0 30 5P TR TFF e

0O 2eeis Bare Casie 0ol Wire: Tyoe ACSR Bare Copoer Bane Auminum, it item Combinations-

I | an0-14 [T, AT Cabid AN WS HARS &% MIDIHHIETA" Tyied i THIVN T T THHN HHW AHW 28 S0UEL @



Commedity Code and Service Codes - Yendor Name Here

Search

NIGP (1 204 - COMPUTER HARDWARE AND PERIPHER —
nicrOasiem 13 - Cable- Printer, Disk, Network v—

Niak Keyward

SEro ing ALL of the criteria v

semer _

NIGP Code Browse  Show Categories

u SRleT I CADRROY AT ST ORATIDES ENE Broduet and servce oo offer. Jick on tre quaestion mark for mane infrmanon,

] Code Dhesticriprion

r S Cabie: Primer, Dii Weswer &

e Save and Acd kone

elill FenSDpE RoIgegL. InC. - A

SELLER ADMIN: Adding NIGP
Codes by Using the NIGP Code
Browser

1. In the “NIGP Class” field, click the
category item code number you would
like to search. The Class listing for that
category is displayed.

2. In the “Class Item” field, click the code
number of the class you would like to
search. The Item listing is displayed.

3. Select the item combinations that best
describe your goods or service by clicking
the check box next to the item.

4. Select the “Save and Add More” to add
additional NIGP Codes or “Save” to exit.

27



SELLER ADMIN: Deactivating NIGP Codes

Commeodity Code and Service Codes
Current Codes - Vendor Name Here

Deactivate Code (e Eaglayialy

- O 00500 ABRASIVES
- Deactivate Selected Hems Add Additional Codes Canced & Exit

Copyrignt © 2020 Persscope Heldings. Inc. - Al Rights Reserved

To Deactivate commodity codes from your company profile
eplace a check in the box to the left of the code.

e Then click the “Deactivate Selective Items” button.

Date Added

04/ 1602020

28



SELLER ADMIN: Maintain Users

® Allows you to make changes to user profiles. In order to make changes to a user’s profile for an account,

click on “Maintain Users” or the “User Maintenance Command”.

Maintenance Home Page for: Vendor Name Here

aeneral

ey

Maintain Organization
Information

I
]|

This section is used for
M3iNTaiNINE Srganazation
information

Add Users on this Add Associated
Organization

Maintain Users on this
Account

Account

4 '
—
This sectian |8 useéd wm

maintain users for e
organization

Tiuis secnon is wed for
anding an organizatian
withthe samae Tax 1D

This section 8 used w and
USars 1o e Grganizatsan.

Copyrignt © 2020 Perscope Holdings, Inc. - All Riphes Reserved.
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SELLER ADMIN: Edit User Information

You will see a list of users for your organization and the roles they play within BuySpeed.

eClick on the users’ “Login ID” hyperlink to access the edit page that allows you to
update the user information.

eYou can use this page to reset passwords, change roles, or update departments or job
titles.

Search Using:
ALL of the criteria  ~»

Search Fields:

First Name Last Name
Login ID Status hd
User Role

Seller

Seller Administrator

Browseby: A BCDEFGHIJKLMNOPQRSTUVWXYZ
012345678910

Find It Clear Add User
Firs
ALEERTOTEST ALBERTO FOSTER Active Seller
Seller Administrator
YSMITH Yvette Gore Active Seller

Seller Administrator

Add User Exit

30



SELLER ADMIN: Edit User Information

eYou can assign roles (“Seller” or "Seller Administrator") to individual users to indicate
the role they will play in the application.

eUsers can have a role of either “Seller” or "Seller Administrator". The "Seller
Administrator"” has all of the capabilities listed in this section, so you will want to limit

this role to select users within the organization.

*\When you are finished updating the user information, click on “Save & Exit” and you
will return to the “User Maintenance” screen.

vl Marme Her

31



SELLER ADMIN: Add New Users

You can add new users to your seller account by clicking on the “Add Users” icon.

Maintenance Home Page for: Vendor Name Here

General  Aleris

Maitain OfganiZation Maimtain Users on this Add Users on this

Add Associated
Information Account Account Organization
——— —_— — ————
This section iz used for This section iz used to This section iz uzed to add This section is used for
AaInTs ning organiaton maintain users for me USErs oo T OrEanizatedn. anding an organization
informacon. CIEaNTanon.

wath e sarme Tax ID.

Copyrignt © 3020 Periscope Holdings, Inc. - All Rights Resened.,
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SELLER ADMIN: Add New Users

Enter user information and click “Save & Exit”.

Mew Vendor User for Vendor Name Here

Sautrmion w
5 5
Firar Maers Lasr Maers
Jok: Troie” Cepamment
BEena = Emal”
LogniD” St AV
Maw Pazsanen” Canfirm Dasswars’
Lopn Querton w Login Angese
Roles
Swilar 23 oty Baniat Snangs DroeT
e
iR CEn L Covran

Save & Exit Rdag Cardsl & Exit

Capyrigne & 2020 Pariscaps Helgings, inc. - All Rignts Resarsed



Role #2 The Seller

The Company Purchaser

34



THE SELLER: Navigating the Home Screen

& @ @
rd
USER NAME
Seller =

CONTROL -
CENTER Seller
Seller Administrator

My Account

Logout

e As a “seller”, when you first login to the BuySpeed System, you will be greeted by
name and will see a Control Center (easily accessible navigational tabs that will allow
you to move through all areas of the system).



The Seller: News Control Center Tab

Information and notifications sent from the Port of Houston Authority to all vendors will
be included in this tab.

Home - Welcome Back USER NAME

-rwm.m VERded Communicationi BidsET POI0; Cruabies 09 VErd o Pertarman el

MO News Avallable

Lopyrgne © 2020 Perdcope Haldngs, Ine. - All Ripnes Resarved.
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The Seller: Vendor Communication Control Center Tab

Vendor can manage messages and correspondence by selecting the “Vendor
Communication” tab.

Home - Welcome Back USER NiME
P “Wendar Commmunlicat] on{d Bidaa1T P} uotRHd Wendor ;I‘"'-I: T N0 O

Mo Motifications Avallable

Copyrign © 2020 Periscope Holdings. Inc. - All Rights Reservad
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The Seller: Bids Control Center Tab

View Formal and Informal Bids through the “Bids” Tab

Home - Welcome Back USER NAME

Rl WSS Corrrraamit e & i BT PO Quttisil] vasdar Farfor—are Bl

k:quest For Revision

Mo records Fownd.

Eids / Bid Amendments (Un-Acknowledged)

M0 reccrds found

Open Blds

[ Juganizabon Abwrrde  Beaper Desoripeion

"}

DOORIZS Pert ol moymen Taries FOEMAL-CEF POAT ROAD DXPANGIIN AND DRAMAGE AT RAYPOST CONTANDS
Ry Crsm=ah TERMENAL

DOOEM Portol Houman Tarvap FOEREAL-RT FOR CUIT Dulnhad THE COKTTRUITION OF POFT B0AD ExPak Bl and
A kA= DREARAGE AT BAYRORT TERRARAL

Clased Blds

B = O ganiaTian iBaryer Deacripsian

D000 484 Lot EET AR L MDD R PRI DARPET TILES

o0 I4E1 Port of Houston Acthorty A R 2000 ANMUAL FIRT ENTINGLESHER MANTEMAKCE

Lotk Pert of Fouston Authorsy Aot R PFOERLAS - WEATHER: QLA R0 TRLCK BO0CET FOA BCT AT

[Lo iy P of Mourinn Astngrty [arras Gy FEQEAAS - CORRUGATIR GALWALLAA FRE THT (hAR

(e Tl Por of Moumzn Aetreiy At Fo FRQERIAL - EATON UMIT SiTon COMPORERT BT A0 CRANES

View More

Copyragre & 202D Paracops HolSings, Inc. - All Rigms Raessresd

B Cpenisg Date P Ok
A
ol S Wi
1:00:00 Al
1 R Wikvn
113300 AM
Bl Cperang Dute

4062020 O D000 A M
04162023 120000 Pl
LA 1200 30R
LT RES R D3R AN
o By Al e Reck il

Create Quate L]

Filim Autiah Heldin
eusgquotendt  Lisk
[

AR UOSE R Lise
Fe—y

Ammprdd Yendoris
Awprd i P
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The Seller: PO (Purchase Orders) Control Center Tab

Purchases Orders can be managed electronically

Home - Welcome Back USER NAME l

Mewnl vendor Commumicationi®l  Bids(BiT)  PODD)  QueotesiD vender Performanced)

Purchase Orders / Change Orders (Un-Acknowledged)

Mo records Tound.

Purchase Orders - Sent

Mo records Tound.

Copynignt © 2020 Persco pe Heldings, Inc. - Al Rigies Reserved.
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The Seller: Quotes Control Center Tab

Manage Informal Quotes electronically

Home - Welcome Back USER NAME !
A O Vandor CommumiCation D) BidaBE T POIDY Quotes{d) vendor Performancei)

I il P 0] Wicricregl Sutemitheci D Rtz ices I

Mo records found.

40



Informal
Quote

Bidding in BuySpeed
Procurements up to $100,000
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Filter Bids By Category

You may view bids by clicking “Documents”, click on the drop down menu on “Bids”
then select “Open”.

Documens -
Big
Horme - Welcome Back USER NAME Closed
SMTrac
MEws0] VEAEAF COMTMRCatSAND) Big%A1 7) PO st I Vesdar Performancs B
Juctes
Mo Mews Avallable

Then click on the drop down menu to select a specific product or service category. The
Open Bids results are then displayed.

Bids - Open

Show Bids for Category IR o

Exit

Copyright ® 2019 Periscope Holdings, Inc. - All Rights Reserved.
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Viewing Bids in BuySpeed

Home . Welcome Back USER

GERE WO CIMVTRATIONS MR RN CUOMSEL WO NETOTROES

Request For Revision

Beb recofds found

Blds / Bid Amend ments (Un-Acknawledged)

Mo records found.
Dpen Blds
B O garid Lirtion Aftstnels  Suywr
L]

DISOMIE ke of howmse Taral

BT Ty [ T et
P B e Fndin

Ty PR
Closed Blds
[ N gRRTTION [
(oL Part of houioT dubae-ty & seiz Footer
00 1EY T ol HDST0 AW Ty DT BRI
(o= ke v Pt ol Houme AEs Tty S oets el
(00 4ET Port of mooston Aoty jarrus Crridty
D00 1 o o Howsme Ao Ty e
Wiew Mnrs

Triisiplien
DAL 40 IR B ERAMISOH ANE BRAMAGE 4T AayPORT SONTanin
OBV L]

T, BT ROOR ERET DSBS THE OOITILCTION OF PORT BOAD EXPul 3300 AT
DRARSAGHE AT A VIORT TRRLANAL

EHuTpman

BEEOEAAL CARPET TILES

SO0 AL DI ERTRGLEHEN MARNTERARE

BEFDEMAL - WEATHER: GLUARD TRUON BN FO8 BT FLEIT
FCRRAL - DORSLGAT ED GALVALLII FOR THT ChiaR

SRk, - DATOR LA ST m COLPOranT BT valD f Randl]

Topyrigrs & NI Fersocpe Holghngs, Ing - Mi Bgrer Resenamd

B CpRSSiDatY DO
A

e il Vimwr
G- ]
Logb o Wiew
R

B Opararg fune

Sl DL - DODD AM
ST | DG 0D I
404720 | ZD0-D0 P
Sal BN I DO DD A
SRRk D i e

Crasts Quals
St Aaxction
ERON RRANDE AR
B

NN BRDE HR
]

Select the “Bids” tab from the “Control Center” to view “Open” and “Closed bids”:

5 k|t

AT Y L

Y
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Informal Quote Submittal

To view a bid solicitation, click on the bid number.

Open Blds
Eaae Crganization AmEmare 4 Eyer Description Bid Opening Date BagLA Create Quate Bid Holder
liew Actian
- CONaTII0 ParTaf HEuTon ARG Ty Bomaang Mz B3 BIDTEST GLE LAY [F 0000 Pl View Create Quote

Once you select the bid number, you will be prompted to acknowledge the bid.

eSelecting “Yes” to the query ensures that Procurement Services is aware of your
interest in this Bid should they publish an addendum in the future.

eSelecting “No” will still allow you to view the bid details, but will not prompt
Procurement Services to send you updates should they arise.

Bid & (201 1 53
Bid DL poes

ek Yes 1o scknowiedge the downioad of the bid When you scknoededge 8 bid, you may recehve any fubsre comespondends reganding thae document. If you do Bt want 1o
sckneriedpe chick b, and the bad will be displayed. Do Jou want 10 Cotiue?
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The Bid Solicitation is now open. The Summary screen will show the details of the bid.

Bid Solicitation: 00002519

Header Information

Bid Number:
Purchaser:
Department:
Fiscal Year:

Alternate Id:

00002519
Lee Ann Hakim
72843 - PROCUREMENT SERVICES

29
22

Informal Quote Submittal

Description:
Organization:
Location:

Type Code:

Required Date:

SAMPLE BID
Port of Houston Authority
72843 - PROCUREMENT SERVICES

IL - Informal Up To 510,000

Bid Opening Date:

Allow Electronic Quote:

Available Date :

Document

02/07/2023 05:00:00 PM

Yes

02/07/2023 03:00:31 PM

S

Info Contact: Bid Type: OPEM Informal Bid Flag: Mo
Purchase Method: OpenMarket
Pre Bid Conference:
Bulletin Desc:
Cessandra Fontenat Bill-to Address: Cassandra Fontenat Print Format: Bid Print

Ship-to Address:

File Attachments:
Form Attachments:

Legal Contract:

111 EAST LOOP NORTH (exit 29)
HOUSTON, TX 77029

<
Email: ifontenst@porthouston.com
Phone: (713)670-24604

TERMS AND CONDITIONS .pdf

Mot Applicable

Item Information

111 EAST LOOP NORTH (exit 29)
HOUSTON, TX 77029

us

Email: ifontenct@porthousten.com
Phane: (713)670-2464
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Informal Quote Submittal

At the bottom of the Summary screen, you will be given the following options:

Print Page Create Quote Bid O & A Exit

e|f you are interested in printing out a hard copy of the solicitation, select “Print
Page”.

|f you are interested in submitting a quote for this solicitation, select “Create
Quote” on the bid.

eYou may also choose to submit a quote by selecting the “Create Quote” link under
“Open Bids” from the Control Center:

Open Bids

Esd ¥ Organization Alvernate Id Bugyer [escription Bid Opening Diate Bid ) & A Create Chaote 1Bid Holder
e Risction

DOOD10EE Port of Houston Autho ity Roxanne Funiz EET FOR QARG E1Ar201% 11:07-00 &M Wiew Creats Quote Lisx
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Informal Quote Submittal

Enter the requested information on the main screen. Once it has been entered, select
“Save & Continue”:

Please IGNORE the error message that states “Terms and Conditions” have not been
acknowledged,” on the first page. You will have the opportunity to acknowledge them
prior to submitting the quote.

Quote 00004741 - VENDOR NAME HERE

oy Tri b Do Sore - T s i Wach in Fed
S & DODOETA Y 00011
S o ey o e deggngety
et [Lr ST Dtrgnan”
oy Dan s dmal i L]
= e A= rtn B
Lrvogr g Tor—i Feagrt Torms d
L Wi T w Fuyract Tarra =
Pegrctad T
DO H
wha Laradt
Larrrra
e Lt Updemed PN 120648 PV L Lt Updarted VENDOH A
_—
Coppht & 200 Pemcope v 1 Ly L=
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A Quote # will be established and provided in the top left corner. You must click on each tab to
navigate to a different section of the quote.

eSelect the items tab to enter your pricing.

eEnter the unit cost for each line item in the Unit Cost field. Click on the individual item to do this.

o|f the entire line item description is not visible, select view details. Do NOT use commas or dollar
signs (S).
Once pricing information is entered, please select “Save & Continue.”

The “Notes” sub-tab is only visible to you and not the purchaser and will not be considered for evaluation. If you

desire to include additional information about a line item, enter it in the “Alternate Description” box under that
line item.

T
=
=
P Do ey LoE PAZREIAZLT intm 0O e e 3 O
‘ et & COPTE ] B a1
WF E D0 P e Sy L
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The “Questions” tab will provide you with any specific questions that directly relate to
this particular bid:

The Subcontractors tab is not currently used by Port of Houston Authority staff for Informal Quotes.

Genera ltems Questions. Subcontractors Notes Terms B Conditsons ATTac himents Susmmimainy Back to Bid
There are no subtontractors

Copyright © 2019 Periscope Holdings, Inc. - All Rights Reserved
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The “Notes” tab allows the vendor to enter any useful information pertaining to the quote. Please
note that this is for your use only and is not viewable by PHA Staff.

General  hems  Questions  Submonoracmors  Notes Tems A CondRions  Amschments  Summany Baci v Bid

ﬂ T quete NOCES 1Ak 15 for vesndior USENS 10 @rier useful eformmanon about the quote. DNty JUThoribed users whi Nawve ac0ess 10 this profile can view the information added 1o this G, THes Siormanon 5 nof viewakds Dy the agency

Sxre K Continue Regar
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*The “Terms & Conditions” tab is necessary to complete in order to submit your quote.

*Click Yes, then select “Save & Continue.” Please note that your quote cannot be submitted if

this is left unanswered.

Quote 00004741 - VENDOR MAME HERE
T i € e
Tk PO IEE TRAVITISN B e O i Dl (L= ) EEWL
oy TERMS AND COMDITIONS. Gt Bitasds] B T SR O BT oy
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*The “Attachments” tab allows the vendor to include any additional documents they would
like included with their quote, such as a copy of specifications or their company’s quote form.

*To add an attachment, select “Add File” and browse to the appropriate location on your
personal computer.

Tt Walefplion 6 e

T ) | Back 1o B

i Mariing an nem Corfioe el el §n 5ure T GECTHaT 6 GRl) BEEN By PRy PATTONT S0 Al Nt 0F GEpAped Py

Fia File Aftachemenin
Agic) Fiie
Copyrgrt © 2020 Pansiine Hosdeng Fget Peie

Filgs

A CEos A Pl 10 0 Pl FTLB RS
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The final tab is the “Summary” tab, which displays an overview of the quote you’ll be submitting:

e 3 gt e amar g

Quote D0OD4741 - VENDOR NAME HERE

T i e e i e T T T B S S

Header infar matiss

it & L] i a7 i Flawem 000w
T g et o repapar adm by

Heeer |l Ll ety Duys 1 Db e e

i Flag R el @ BT [ Lhugaiiingd 1iiiin [Ty ==
Fresghi PErmd Tugmbwe

ERip Vi Tere vy Fapment Term L

Fromancd Dat N infg Cenband Quide Fatal -
ammane

SR | 0 U NI G L 5 B eepper T — p o
AT ST 1 DT K [ WITh R 8

dmachmsns

AgEny HiE

dguray T

WrRdE Pl
v Foeme
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Frint teguesce # 18 (885 . &) TERY
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14 £ LS (-] i wa W




Note that the Summary tab provides you with three options at the bottom of your screen:

) 4

Print Submit Quote Cancel Quote

@ Submit Quote Cancel Quote

e\Warning: Printing before the
bid due date will result in

printing a blank quote -

ePlease wait until the bid due
date has passed to print your
quote.
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e|f you wish to submit your quote, select “Submit Quote.” If you wish to cancel the quote you’ve
created, select “Cancel Quote.”

o|f “Submit Quote” or “Cancel Quote” are selected, you’ll be prompted to confirm your choice.

es-bidswt.poha.net says:

Are you sure you want to submit this quote?

After your quote is submitted, you will be returned to the Summary tab. Notice that you
have two options at the bottom of your screen, to “Print” your quote, or to “Withdraw
Quote”.
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You may select the “Back to Bid” option to return to the Summary Screen.

You may click exit to return to the Home Page.
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Formal Procurements

Procurements over $100,000.01

Filter Bids By Category

You may view bids by selecting “Documents”, under “Bids”, go to “Open” from the drop-

down menu.
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Home - Welcome Back VENDOR NAME Closed

News{0] Vendor CommunistioniD)  Bidsi615] PO} Quotesl)  Wendor Performance(o)

No News Avallable

Copyright © 2019 Periscope Holdings, Inc. - All Rights Resarved.

When viewing open bids using the navigation menu, an intermediate screen allows you
to view all open bid solicitations or filter by a specific product or service category. The
Open Bids results are then displayed.

Libvire Miutllw:ﬂl w ™

R
Agriculiural Equipment and Related Products and Services

Ans, Crafts, Emenainmaent. Theatre Fmcope Holdngs, inc. - Al Rights Ressrsd

dusomative Producta, Vehicles, and Sendces

Buliding Equipment, Supplies. and Sondces

Chothéng. T il Lowndny Equip i, and Supplies

Communication Egquipmant and Serices

Computers, Saftware, Supplies, and Services

Food, Equipmant. and Related Sendicos

Fumishings and Relaed Services

Fumitun and Related Sendcas

Hardware. Related Equipment. and Services

Highway FRoad Equipment, Materals, and Feloted Equipmsnt
Janhorial and Cleaning Equipment, Supples, and Services
Laboratoery Equipment, Supplies, and Services

Maimenance anvd Repair of Equipmen

Medcal Equipmant. Supplies, ahd Senddces

Miscallansous Commadities and Services

OHfice Supplies. Related Hoems and Soervices
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Formal Procurements

Select the Bids tab from the Control Center to view Open and Closed bids:

Home - Welcome Back VENDOR NAME

MNews(0) Vendor Communicatio ’JU] PO(0) Quotes{l) Vendor Performance(0)

Mo News Available

Copyright ® 2019 Periscope Holdings, Inc. - All Rights Reserved.

Bid Submittal

Formal Solicitations will have the words “Forma
view a bid solicitation, click on the bid number.

I”

in the Description. To
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Show Bids for Category | All ¥ |eo
Alhternate Purchase BidQ Bid
Bld # -Druuizaﬂnn Id Buryer Deseription Method Bid Opening Date B A Quotes Hold
00000233 Pt of Houston Tanika FORMAL-Construct Container  Open 062212016 View Onlme Quote Mot Ligt
Agghodity Chukwumerje  Yard 1 Market 11:00:00 AM Allowed
00000231 Pon of Houslon Dede Preno  test om req; airplane; 531 Open DE/032016 View Create New List
Authority Markat 01:15:00 PM
00000203 Port of Houston Alberto Foster  FORMAL BID 1 Open 06/30/2016 View Online Quote Not List
Authosty Markeat 10:51:00 AM Allowed
Q0000199 Alberto Foster  RED FIRE TRUCK Cpen 06152016 View 00000167 Ligt
Port of Houslon Markit 01:32:00 PM 00000168
Authority 00000169
Create New
00000479 Port of Houston Tanika FORMAL TEST Open D6M6/2016 View Online Quote Not List
Authority Chukwurnere ENGINEERING SERVICES Market 10:58:00 AM Allowed
Q0000073 Port of Houst Ted Merklin  test post build update Open 117252016 View 00000161
Aum;ﬂr il Market 02:48:00 PM 00000162
Create New

Copynght © 2016 Peniscope Holdings, Inc. - All Rights Reserved

Seller: View Formal Procurements

eOnce you select the bid number, you will be prompted to acknowledge the bid.

eSelecting “Yes” to the query ensures that Procurement Services is aware of your
interest in this Bid should they publish an addendum in the future.

eSelecting “No” will still allow you to view the bid details, but will not prompt
Procurement Services to send you updates should they publish an addendum.
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Acknowledge Receipt and View Solicitation

Bid & 00000233
Bid Description FORMAL-Construct Container Yard 1

Click Yes to acknowledge the download of the bid, When you acknowledge a bid, you may receive any future
correspondence regarding this document. If you do not want to acknowledge click No, and the bid will be displayed. Do you
want to continue?

Yas No
Copyright 8 2016 Pariscope Holdings, Inc. - All Rights Resaensad

Bid Submittal

The Bid Solicitation is now open. The Summary screen will show the details of the
solicitation.

63



Bid Solicitation: 00000233
T

Header Information

Bid Numbaer: 00000233 Description: wmimmhmr Bid Opening Date: ﬁﬁl’«"ﬂﬁ 18:0000

Purchaser; Tanika Chukwumarnjs Qrg.mlnﬂnn; Fort of Houiian Aulholity

Dq:mﬂ_' F2844 - HESE ADMPISTRATION Lacation: TI348 . HESE

Fizcal Year: Type Code: Eﬁﬂ-‘iﬂ Competadve Saaled  Allow Electronic Quots: L]

Alternate id: Required Date: 06012016 Available Date : gdim-im& 000

Info Contact: Coritgct Tirska Chidmumerpe al (7131670~ Bld Typa: OPEN Infarmal Bid Flag: -

Purchase Methad: Open Maikel

RIGP Code Certified Acknowledge Inclusion L] Hour of Acknowledge L]

Required: Required: Inclusion:

Subcontractor Info:

Pre Bid Conference:
) Bullstin Desc:
ddress: Sandra Capebil ddress: Sandra Capubll Format; Bid Frini Fi

St m E:ﬁl.owl:}fl'lltrﬂﬁl B 'I'IlnE:ltl.:;p }jurhl:flrl!‘ﬂl i -
?m"' TXTT029 mum TH T8
Enpil. i hacem Empi scapetllo@pona. oo
Fhwne; (T13670:2464 Phone: (7136702454

File Artachments: EQRMAL Consiruct Container Yard 1

Form Attachments:

RemE1: (913 - 27 ) FORMAL-Constnet Container Yand 1

MG Code: t!ﬁ:
srucsion, Mgheay and Rosd

Oty Unit Caasl [T ] Total Eascount Amt Tax Rate Tax Amount Total Cost
10 EA- Each

Lharsidaiturar Brasd Modal

Mgha Faixaging

i

Frisd Fage | Bid O §A

—

Copyright & 1015 Pariscops Hokgegs. Inc. - All Rights Resarved

i

Click on the link of the “File Attachment” to download the solicitation
package.

|f you are interested in printing out a hard copy of the Summary Screen, select

“Print Page”.
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Please note: We will not be accepting electronic quotes for Formal Solicitations.
Electronic copies must be submitted as per the “Instructions to Respondents” form in
the formal solicitation package.

Header Infoermation

Bid Sollcitation: 00000233
| Headwr inforeatlon ___________________________________________________________________________________________________ |

Bid Humber: OO0 3N n-uﬂpﬂm: FORMAL -Consfruct Contmanes: B c*'ﬂ"l' Doate: DEZZIB01TE 11 00 00
Yard 1 aa
Purchaser: Tafiiks Chuks T Organization: Foge] & P u3te Ay
D prartment: TIASE - MESE ACRERMSTIRATION Laaation: TI058 - HESE
Fiaeal Yaar: L1 Type Cods: al;. CHE - Compatative Sealed  Allow Electronle Ouote: L]
Alverriane bd: Required Date: DeMLZ0NE Avallalsle Date : 'D'ﬂ"ﬂ"h'z':"l'ﬁ'ﬂl o300
T
Infe Contact: ?gu:: Tanika Chubksemedile 81713470 Bid Type: CFER Informal Bid Flag: ™™
ai
Purchans Mesthod: Coam hlarkag
MHIGP Code Certifled L Acknowdedgs Inclusion L) Howr of Acknowiedge L1}
Rquired: Required: Inolusion:
SubBeantraster nfo
Pre Bid Confersnce:
Bulletin Desc: L}
Shipte Address: :I.i:rﬂ:rl ::llﬂhlﬂ Bill-te Addrass: Fuwndra Capa bl Primt Farmat: Wi Print Foam
a1 x I

111 East Loop MNorth
Hewsbsn, TH FMI!F

Email: JCADAOGOona com
Prone: (TE1MTO- 4

Ermat SERD DO Com
Fhonae {TI1MT| dhd

FOfAL Conatiucl COnuned Yadd 1

Rem E1: (8913 - IT) FORMAL-Construct Conmaimes Yard 1

MGP Cod 4
i %uﬂm Haghewy and Raad

| Uni Cost | LACh 1 Tetal Descount Amt 1 Taz Rais [ Ta= Amount [ Total Cost
1o | | | | |
Manufacturer Brand Model
Miks Pachaging

et e—




For BuySpeed Assistance Contact Procurement Services
procurement@porthouston.com (713) 670-2464
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