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Topic: Introduction to On-Line Registration

Objective:

To provide instructions for any firm wishing to register as a CHA vendor, using
the Chicago Housing Authority’s on-line registration service. Once you supply
your company’s name and tax ID number, the system will take you through three
(3) primary screens to complete registration:

A. Company Information
B. Terms, Categories and Certifications
C. Commodity and Service Codes

Steps for completing these screens are as follows:

Step 1. Access the CHA website: www.thecha.org

Step 2: Click on the “DOING BUSINESS WITH THE CHA” tab at the top of
the page which links to the CHA Department of Procurement and Contract’s
web pages
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Once you click the “DOING BUSINESS WITH THE CHA tab, the Department
of Procurement and Contract Services web page is displayed:




DEPARTMENT OF PROCUREMENT AND CONTRACTS WEB PAGE
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CHANGE. Open Solicitations

CHICAGO HOUSING AUTHORITY

The Chicago Housing Autharity is please to offer BuySpeed Online for bidding
About the CHA and procurement services, This application allows vendors to:
1. Register online

2. Wiew open solicitations
3. Update and maintain current vendor information
. . 4, Review and download CHA's hid opportunities directly to your computer,
~ Housing Choice " 7 3 i 4
_ These online services help CHA communicate with vendors about ongaoing, service
¥oucher Program L
and commodity needs. Al firms interested in bidding on CHA business are

} . . ? required to register. Firms may register at any time, including when submitting a
= Resident Services bid or proposal. Registration is only reguired once.
CHA& is committed to assisting all vendors with Buyspeed issues or concerns. The

~ Doing Business with : .
following resources are available:

CHA
1. Wendor technical assistance and support
« Training questions please call Marta Rocha at 312-913-5870
. nical questions please call Tech Support at (312)786-4000

0Open Solicitations

. 0nline, downloadable "How to" Training &ids
= On Line Registration Manual click here.
» Update and Maintain Company Information Manual click here.
* Review and Download CHA Bid Opportunities Manual click here,
= System Requirements click here,

ra

. "Computer Kiosks® located in the Procurement and Contracts Department to
M allow vendors without Internet access, equal opportunity to review and
download bid opportunities and register as a vendor, Computer Kiosks will be
monitored by Procurement personnel to assist you with any questions. No
appointment necessary.

w

lick Here For BuySpeed Online!

@ 2008 Chicago Housing Autharity, 60 E. Wan Buren. Chicage, IL 60605
Privacy/Terms of Use | ContactUs | Chicago Web Design: Orbit

Step 3: Select “BuySpeed” and the following screen opens:




CHA - BuySpeed Online

CHANGE.

CHICAGO HOUSING AUTHORITY

Welcome to the Chicago Housing Autharity BuySpeed Online %

L | Reqgister
Register here to begin using CHA - BuySpeed Online.
Yendors, please read this disclaimer prior to registering.

L | Open Bids
‘iew open bid opportunities.

Loggin 10: Il

Password: I

© 2005 Periscope Holdings, Inc.
All Rights Reserved

» Note: This screen has 2 sections: “Register” and “Open Bids.”

0 As a registering vendor, you are working with the “Reqgister”
section.

o Prior to clicking “Reqister, be sure to click on “Disclaimer” and
the following information window is presented:




V\J£ile the agency intends to maintain continuous access to this weh site, from time to
time access to information andfor documents may be interrupted or prevented either
because of site problems, user problems or Internet problems. Mot all access difficulties
can be resolved by the agency since some access failures may be due to the type of
computer or communication equipment and services employed by the web site user. To
ENSUre Maximum access opportunities for users, solicitations shall be posted for a
tminimum of 10 days and no amendmeants shall be made within the last 5 days before the
date an offer iz due. Yendors are cautioned that the competitive nature of their offers
could be affected if their submiszions do not include all amendments. Far this reason
wendors are advized to revisit all solicitations to which they intend to respond five (5]
days prior to the due dates. If access to solicitations on the weh site has been severely
curtailed, it shall be the policy of the agency to extend the due date of affected
=olicitations. | iz the vendors responsikility to check the website from time to time for
updates to opportunities and to pick up additional addenedum and information.
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» Note: The Disclaimer:

o Cautions the registering vendor that while the Authority intends to
provide continuous access to the web-based system to registered
vendors, interruptions due to technology failures experienced by
the Authority, the Vendor or the Internet system may be realized.

0 Provides information about minimum bid opportunity advertising
timeframes

0 Reminds the vendor of his/her responsibility to check the website
for amendments to opportunities, prior to completing a response.

Step 4. Click on “Register” and the following screen is presented




A} http://10.1.203.52. - Tax ID

Tax IO ||

Campany Marme: I

Submit
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Now enter your firm’s nine (9) digit Tax ID number & Company Name as follows:
> NOTE: Please do not use dashes or spaces when entering Tax ID

number

» NOTE: Please limit Company Name to 30 characters or less

<3 http://10.1.203.52. - Tax ID -

Tax ID: 3623456786

Company Mame: IMKM Graphics|

[y submit

[~

o[ [ [ [ [ |apnerer
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» NOTE: The CHA is requiring all vendors to forward a completed, signed
copy of the Internal Revenue Service Form W-9 — Request for Taxpayer

Identification Number and Certification.

Your W-9 may be mailed

directly to the Department, faxed, or e-mailed (if your firm provides

electronic signature).

» NOTE: CHA address, e-mail and fax information is detailed on page 13 of

this document.




Step 5: Once complete, click “Submit” and the first of three (3) Registration
screens — Company Information -- appears, consisting of two (2) parts:

Part 1. Company Information

e The “Mailing Address Line 1” is the main address field. Additional
addresses can be added.

e In the Address Line 2 field, add the floor or suite number if an
additional addresses does not exist

e The “Preferred Delivery Method” field is how the vendor will receive
bid opportunity information (i.e. fax, e-mail, etc)

Part 2: Administrative User Information

e Complete the “Administrative User Information” fields. The
“Administrative User” is the person that manages the company’s
information; their role is defined as the Seller Administrator in
BuySpeed.

e Click the “Continue Registration” button

Company Information 0

Company Mame™ IMKM Graphics

Buziness Descrigtion: |

Maiing Address Line 17 |

Address Line 2: I

Address Line 3 | Part 1
Address Line 4: I

Courﬂryx: IUS Uz -

C'rtyx: I State/Province” I Vl

TP l— County: I—
COmpaEny Phane”: I I I Company FaX: I I I
Comparty Emmal | T D # [eE2345875

State of Incorporation: lj Year of Incorporation: ID—

Preferred Delivery Method: | Etnail LI

Would you like to be registered as an emergency supplier in the case of an emergency?  ves % ho

Nate: igrs must be i 24 hours a day, 7 davs a week.

Etnergency Phone™: I I I Ext I

Emergency Contact ™ I Emergency Email - I

Etnergency Info Comment: |

Aﬁminimrative User Information o

Saltatior: =

First Name” — st Name™ I Part 2
Job Title™ —— Department; |—

Email” | Phone”: | | I -

Login D™ I—

Mew Passward - [ Canfirm Password - [

_ Add Ancther Address l Continue Registration l Reset l Cancel _
Step 5a: Complete Part 1 -- “Company Information” as follows:

» NOTE: all fields with an asterisk / “*” must be completed.

~




Company Information 0

Comparty Name” |MKM Graphics
Businezs Description: Igraphic design
Mailing Acdres= Line 1 |1 2295, Hermitage
Address Line 2 [Buite 104
Address Ling 3:

Address Ling 4:

Countryx: IUS -5 'l
C'rt\,fx: |Chicago StateProvince
*F" IBDB1 4 Courty:

WE

Campany Phane - FEEIEE Company FAX, EIE
Company Emal Inkrinc@rcn con TacD# 362345678

State of Incorporation: “Year of Incorporation;

Preferred Delivery Method: IEmaiI j

Would you like to be registered a3 an emergency supplier inthe case of an emergency? Ciyes Wp
Note: Emergency sippiiers mist be avaliabie 24 hours a day, 7 days a week,

| | Eit.

Emergency Phone

Emergency Cortact” Emergency Enmail

| ﬂ

Emergency Info Comment;

» NOTE: company name, Country, and Tax ID #, and Preferred Delivery
Method have been automatically populated. Complete at a minimum, the
following required fields in Part 1:

Mailing Address Line 1
City

Zip

State

Company Phone
Company E-mail

OO0O0O00O0

If you wish to register as an emergency supplier, click the “Yes” radio button and
complete the following required fields:

Emergency Phone

Emergency Contact

Emergency E-mail

o
o
o
o Emergency Info Comment




Step 5b: Complete Part 2 -- Administrative User Information.

The administrative user is the person designated in you firm with the role of
maintaining the company’s (i.e., MKM Graphics’) general information filed with
CHA, and responsibility for adding additional users, as might be needed.

Saltaton: [ =]

First Name - I Last Name I

Joh Title'” I Department: I

Emai - I Phane - I I I - I
Login D" I—

New Pagsword - I Confirm Password - I

Complete all fields that you can, but remember that fields with an asterisk / “*”
MUST be completed:

First Name

Last Name

Job Title

E-mail

Phone

Login ID

New Password (must be between 5-8 characters)
Confirm Password

O O0O0O0O00O0O0

The example below shows completed “Administrative User” Information — a Mr.
Richard Cummings, Chief Operating Officer is being assigned as MKM Graphics’
Administrative User.

Administrative User Information 0

Salutation: M. -

First Name - IRichard Last Name W

Job Tile" W Department: I—

Email - Ijrcummings@rcn.com Phore - I??S |51 g IB?S? _ I
Login 0" W

Mew Password - l— Canfirm Passward” l—

Add Another Addre Continue Registration ) Reset I Cancel _

Now click “Continue Registration”




Step 6: The second of three (3) registration screens -- Terms, Categories and
Certifications is presented and consists of three (3) parts: Compliance,
Diversity Code and Business Type:

Step 6a: Part 1: Terms and Certification. Complete as follows:
- For Shipping Method, select either Best Way, Federal Express,
United Parcel Service

Terms, Categories, and Certifications - ML CONSULTING

Plegse select at least one categary value
Select
O
O
] DISADY ANTAGED OWWNED BIUSINESS
| IMDIARM OWHED BUSINESS
F MINORITY CWAMED BUSINESS
2] MNOT APPLICABLE
E RESIDENT CWAMED BUSINESS
& Dane & Internet

- For Compliance Certification, select all appropriate indicators for
certifications your firm has received. If none apply, select “Not
Applicable”.

Terms, Categories, and Certifications - ML CONSULTING
Shipping Methact

Categories & Certifications

Category: COMPLIANCE CERTIFICATIONS

Fiease selfect at ieast one category value

Select |

DISADY ANTAGED CWWRIED BUSIMESS

INDI&M CHED BUSINESS

MINORITY CWWNED BUSINESS

MOT APPLICABLE

RESIDEMT ChyED BUSINESS

SECTION 3 BUSINESS

SMALL OWMED BUSINESS

SIEIEIEEEEEEE

WWOMEN CWYMED BUSINESS

10




Step 6b: Part 2: Diversity:

select the appropriate indicator for firm’s diversity.

Category: DIVERSITY CODE

Please select exactly one category valie

Select

-

ASIAN FEMALE

ASIAN MALE

BLACK OR AFRICAN FEMALE

BLACK OF AFRICAN MALE

CALUCASIAN FEMALE

CAUCASIAN MALE

EASTERM INDIAN FEMALE

v e

EASTERM INDIAN MALE

HISPANIC OR LATIN FEMALE

HISPANIC OR LATIM MALE

AMERICAN INDIAN OR ALASKA MATHWE FEMALE

AMERICAN INDIAN OF ALASKA NATHE MALE

OTHER

MNATIVE HEWANLN OF OTHER PACIFIC ISLANDER FEMALE

Oa|oa|oa|aaa o arara

MNATIVE H2WANLN OF OTHER PACIFIC ISLANDER MALE

11




Step 6¢: Part 3: Select the appropriate indicator for your firm’s business type,

Catdyory: BUSINESS TYPE

Please select at most one category valve

Select

Il CORPORATION

IMDMIDUALLY CWAHED

JOINT YENTURE

LIMITED LIABILITY CORPORATION

LIMTED LIABILITY PARTHNERSHIP

QOTHER

PARTHERSHIP

RESIDEMT ChANED BUSINESS

a|/oja(o|afo|apa

SECTION 3 BUSINESS

o Click Save & Add Certification o save, refresh current page and obtain links to add/updste cerification information for selected category type(s)

— Save & Add Certification I Save & Continue Registration I Reszet _

» NOTE: responses to these three (3) categories do NOT influence
award decisions.

When the three (3) sections are complete, click “Save & Continue
Registration”.

» NOTE: If you did not identify your company as certified please skip
Steps 7-8.

12




Step 7: If you identified your company as certified you will be prompted to
include additional information regarding certification. Please click Add

Certification.

Terms, Categories, and Certifications - ML CONSULTING

Categories & Cerifications

Category: COMPLIANCE CERTIFICATIONS
Pigase select at least one categony valve
Select
O
D ———
O DISADYANTAGED OWWMED BUSINESS
O IMNDIAN CAMED BLUISINESS
D MIMNORITY CWWMED BUSINEZS
O MOT APPLICABLE
O RESIDENT CWWHMED BUSIMESS
D SECTION 3 BUSIMESS
O ShALL CAMED BIUSINESS
WWOMER CWWHED BIUSINESS Add Certification

Step 8: The information provided here will allow you to enter certification

information.
» NOTE: all fields with an asterisk / “*” must be completed.

p:#10 D ago Ho o Autho aintain Yendor Ce atio 050 ernet Exp 0
" . v B Links
i W Add Vendor Certification - ML CONSULTING S ERESE.
Vendor ID 102162
Category TYFES OF CERTIFICATIONS
Category Type WWOMEN CWMED BUSINESS

Cenrtification Source CHICAGO MINORITY BUSINESS DEVELOPMENT COLUIMNCILIES

Certification ID * ‘

Effective Date MIMDDYYYY)® | |7
Expiration Date (MMDDYYYY) | |
Certification Status

Certification Description ‘ |

_ Save & Exit l Save & Continue l Reset l_ Cloze Window _

Copyright ® 2008 Perizcope Holdings, Inc. - All Rights Reserved.

a Done ﬂ Internet
‘ O

Ll ASIAN FEMALE

Please click Save & Continue.
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Step 9: Complete the third and final registration screen -- Commodity and
Services Codes.

The information provided here helps the CHA understand its “pool” of available
vendors for specific commodities and services. The CHA has chosen to use the
National Institute of Government Purchasing (NIGP) codes to standardize
commodity and service offerings. Enter all applicable service and commodity
codes in 1 of 2 ways:

» NOTE: If you know your relevant NIGP class, simply enter it/them
in the top section of the screen, and the system’s search engine will
present all possible codes:

Commodity and Service Codes - MKM Graphics

HIGP Class

HIGP Class ltem m

HIGP Keyw[o%rd

Search using ALL ofthe criteria =
Search |

o Use the NIGP Commoadity Code Search Engine if you are familiar with the MGP code. If nat use the NIGP Code Browse below

Step 9a: In the “Search” section, select the commodity class, commodity item
or keyword for which you need codes.

In the example below, a graphics design firm is searching for applicable NIGP
codes. The firm enters “966 -- Printing & Typeset”

Commodity and Service Codes - MKM Graphics

Segrch |

WGP Class  [966-PRINTING AND TYPESET. =]
HIGP Class ftem | |
HIGP Keyword |

Search using IALL ofthe criteria 'l

( Search | )

o Uz the MIGP Commodity Code Search Enging if you are familiar with the MGP code. If not uge the NIGP Code Browse below

NIGP Code Browse

Click “Search” and all possible codes for PRINTING & TYPESET are presented.
» NOTE: The system will indicate the number of pages you'll need to

review. For example, there are 2 pages to be reviewed for MKM
Graphics’ “Printing and Typesetting “ services:

14




Step 9b: Select all commodities that apply by clicking inside the available
checkboxes located to the left of the screen:

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

1-230f44
12

Code | Description

966-03 | Bar Code Printing

966-05 | Bumper Stickers, etc.: Printed

966-07 | Business Cards Printed

966-11 | Card Prirting: Tab, Post, Form, etc.

966-13 | Check Printing

966-16 | Continuous Form Prirting

966-18 | Copying Services (Reproduction)

966-22 | Decal Printing

966-25 | Digital Printing from an Ink Jet Plotter

966-27 | Electrostatic Printing Services

966-28 | Engraved and Embossed Svwards, Bonds, Certificates, Diplomas, Stationery, ete.

_l_l_l‘\_l_l_l_l?l_l?l?l}_l

966-31 | Envelape Prirting

Save and Add More

“Graphics Incorporated” selected (from a possible list of 49 items) only those
applicable to its current service offerings:

» Bumper Stickers
» Business Cards
» Check Printing
» Decal Printing

Step 10: To complete the Registration process, click”Save”

And the following “Confirmation” screen is presented....

Thank You

Thank you for registering with CHA - BuySpeed Oniine, Registration confirmation will be emailed to you,
Far questions or comments please contact Chicagn Housing Authority ot (3129 T42-8500.

Copyright @ 2005 Perizcope Holdings, Inc. - ANl Rights Reserved.




You will receive an e-mail message (your company e-mail address as entered in
the “Company Information” Screen).

From: Buy Speed [mailto:vark@qgoperiscope.com]

Sent: Thursday, March 30, 2006 8:34 AM

To: Wild Ginger [%
Subject: Yendor Registration Confirmation

Dear s, Wild Ginger,

Thank you for registering with CHA - BuySpeed Online. Your account has been activated. Below you will find your login ID and password.
Logm ID: garden
Password: gmgerl
Vendor # 1063

Please log in to the CHA - BuySpeed Online application. If you have any questions concermng your account, please contact us at (312) 742-8500.

Thanlk you,
Chicage Housing Authority

Tse this link to log on to CHA - BuySpeed Cnline: httpf10 1. 203 52/bso-crp

» NOTE 1: Keep your Login ID and password in a secured area. You will
need to use them whenever visiting the CHA Website to review bid
opportunities or when you need to maintain your company information.

> NOTE 2: Be sure to complete, certify, and submit an IRS Form W-9.
You may send it via the U.S. Postal Service, fax, or e-mail. For your
convenience, a copy of the form is attached as Exhibit 1.

o Direct Mail:
The Chicago Housing Authority
Department of Procurement and Contracts — 13th Floor
60 East Van Buren
Chicago, IL 60605

o Facsimile Transmission:
312-913-5870
Attention: Ms. Marta Rocha

o E-mail:
e-procure@thecha.org

» NOTE 3: You can download this form at the following website:

O WWW.irs.gov
When the site opens, key in “W-9” in the search box

* * %
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