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INTRODUCTION: COMPANY INFORMATION MAINTENANCE

Objective: this document was prepared to allow vendors already registered with
the Chicago Housing Authority (CHA) the opportunity to modify or change
information presented during initial registration.  Vendors (sellers) may
periodically wish to add or modify information for a variety of reasons:

1. To provide more complete data about the firm

2. To modify information that may have changed, for example,
a. Address
b. Certification information
c. Contact personnel

Instructions are provided for completing these and other activities below. For all
activities, the vendor must first access the system.

Step 1. Access the CHA Website and click on “Doing Business for the CHA”
/
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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 Authority is please to offer BuySpeed Online for bidding
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 bid opportunities directly to your computer,
These online services help CHA communicate with vendors about ongaoing, service
and commodity needs. Al firms interested in bidding on CHA business are

i . ) 7 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 wendors with Buyspeed issues or concerns. The
following resources are available:

- Housing Choice
Woucher Program

~ Doing Business with
CHA
1. Wendor technical assistance and support
= Training questions please call Marta Rocha at 312-913-5870
= Technical questions please call Tech Suppaort at (312)786-4000

Open Solicitations

2. Online, downloadahle "How to" Training Aids
* 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,

3. “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 yvou with any questions, Mo
appointment necessary,

\ Click Here For BuySpeed Onl

@ 2008 Chicago Housing Authority, 60 E, Van Buren, Chicaga, IL 60605
Privacy/Terms of Use | Contact Us | Chicage Web Design: Orbit

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




CHA - BuySpeed Online

CHANGE.

CHICAGO HOUSING AUTHORITY

Welcome to the Chicago Housing Authority BuySpeed Online [}g

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

L | Open Bids
Yiew open bid opportunities.

© 2005 Periscope Holdin s, Inc.
All Rights Rest. rwed

Step 2: Log onto the System using your Login ID and Password. Click “Login”




{b Seller < Seller Administrater

NIGP Code Browse | My Account | Customer Service | About {) ? q‘:ﬂ

Home ‘ Bids " Quotes Richard Cummings

Home - Welcome Back Richard Cummings

Your firm’s “Seller” indicated during registration receives a welcome note.

Step 3: Click on the “Seller Administrator” tab to view and select maintenance
activities you would like to complete, and this “Maintenance Home Page” is
presented.

L1 Seller Administrator

NIGP Code Browse | My Account | Customer Service | About

Home | Org Maintenance | User Maintenance | Add User Richard Cummings

Maintenance Home Page for: MKM Graphics

Maintain Users onthis
Account

Maintain Organizatiol

. Add Users on this Account
Information

g
o

This section iz used to maintain | This section is used to add

This section i used for
&glzini Trs=" uzers for the organization. users to the organiztion.

QAINING OF YA

infarmatian.

The Seller Administrator can accomplish the following tasks:

1. Maintain Organization Information
2. Maintain Users on this Account
3. Add Users on this Account

PART I: MAINTAIN ORGANIZATION INFORMATION

Periodically you will want to update specific information about your firm. You
may need to update contact information, physical location changes, or add or
drop commodity codes as your organizational environment changes. The
“Maintain Organization Information” screen is where your authorized Seller
Administrator can access and input these changes. Please refer below for
specific instructions.




» TOPIC A: Maintain Organization Information: Maintain General
Organization Information

Step 1: Click on the “Maintain Organization Information” picture and the
following screen with possible selections appears:

NIGP Code Browse | My Account | Customer Service | About ? r

Home | Org Maintenance | User Maintenance | Add User

Maintain Organization Information for; MKM Graphics

Maintain General - Maintain Commodi
a B @mmanmdtllesses - ity
Jrganization Information Codles & Services

I I I
I I I
F I I
0
This sectlor is used for Thiz section is used to maintain | This section is used to maintain
maintaining genersl addresses. commadity codes and
organization information. Services,

Maintain Regions Qlainmin Terms and Mairtain Guote
R Categories Attachment Repository

X
el
X

This section is used to maintsin | This section is used to maintain | This section is used to maintain
regions terms and categories. filez inthe guote sttachment
repostary

Exit

» Note 1: the “Seller Administrator” has the following choices:

A. Maintain General Organization Information
B. Maintain Addresses

C. Maintain Commodity Codes & Services

D. Maintain Terms and Categories

= Note 2: the following tasks do not apply at this time:
= Maintain Regions
= Maintain Quote Attachment Repository

Step 2: Click “Maintain General Organization Information” and the following
screen is presented for your input:




Maintain General Organization Information -

“endor IC: 1061

Company Name ' kM Graphics

Tax D |3e2345878

Incorporation Details: State: m “ear of Incorporstion: ID—
Business Description: |graphic: design

Preferred Delivery Method: |Email =l

“endor Email: W

“endor Fas: I— l— I—

Emergency Suppliet:  ves %o

Emergency Phane I I I Ext. I

Emergency Contact Mame - I

Emergency Email” I

Emergency Info Comment: I

No Atachments

File: I Browse.. |

Description: I

Uplozd

» Note: in the above window, MKM Graphic did not include all information
needed to describe the firm, indicate it's year of incorporation, or its fax
number. MKM Graphics uses this input screen at this time to:

o modify it's business description
0 add the year of incorporation and fax number

Step 3: Complete these fields, and/or other fields you wish to update:
= “Incorporation Date”,

= “Business Description” and
= *“Vendor Fax™:




Maintain General Organization Information

“Wendor I 1061

Company Hame MKM Graphics

TaxID #* |62345878

Incorporation Details: State: IIL ;I @E iof Incorporation: |1 995 >
Business Description: aphic design setvices and related commo

Preferred Delivery Method: | Emal |

Wendor Email: W

“endor Fa: 312 =3 19432

Emergency Supplier:  ves & g

Emergency Phane ™ I I I Ext. I

Emergency Contact Hame ™ I

Emergency Email - I

Emergency Info Commert: I

Attachments

No Artaciments

File: I Browsze... |

Drescription: I

Step 5: Click Save & Exit to submit the new and/or modified information.

*END OF TOPIC A *




> TOPIC B: Maintain Addresses

Step 1. Navigate to the “Seller Administrator” homepage...

Seller Seller Administrator
? =)

NIGP Code Browse | My Account | Customer Service | About

Richard Cummings

Heome | Drg Maintenance | UserMaintenance | Add User

Maintain Organization Information for: MKM Graphics

Maintain Commodity
Codles & Services

—
—
——
This section is used to maintain
commadity codes and

Maintain General
Organiza i
H I

Maintain Addresses

—
——
——
Thiz section is used for =ection is used ta maintai
mairtaining general Ll

arganization infarmation. services.
Maintain Regions M.llm_am Ter ms and Maintain uuole_
Categories Attachment Repository

&
WH
|
|

Thiz zection is used to mainty
regions

Thiz section iz used to maintain | This section iz uzed to maintain
terms and categories files in the quote attachment
repository

Step 2: Click on “Maintain Address” picture and the following screen is
presented...

Seller Seller Administrator
? =)

Richard Cummings

NIES Code Browse | My Account | Customer Service | About

Home | Org Maintenance | UserMaintenance | Add User

Maintain Addresses for: MKM Graphics

Default

Addrass Type Address Information Status
for Type

Mame

General General Mailing Bddress Richard Cummings Active Yes
1229 5. Hermitage
Suite 104

Chicago, IL 60614

us

Etmail: mkminc@rcn.com
Phone: (312)755-9430
Fax, (773)755-9433

Richard Cummings Active
1229 5. Hermitage

Suite 104

Chicago, IL 60814

us

Email: mkminc@rcn com
Phone; (312)755-9430
Fax: (773)755-9433

Remit To (RO01 Remit Address

Add Another Address Exit

Step 3: Click on “Add Another Address” and the following screen is
presented...
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Address Book - MKM Graphics
Enter a New Address

Address Type: IBid Mailing Address LI

Mame this Address™ I

Contact Mame” |

Soiress Ling 1"

Address Line 20

Address Line 4:

Courtry™ [us-us=]

Crtyx' li State/Provinee” lj

P l— County: I—
Phone”: l— l— l— Ext: l— h

Fase [ [ enar |

Status: lm

= Default address for this address type

|
|
sodress Line 3 |
|

Step 4: In this case, “"MKM Graphics” wishes to change its “Remit To” address.
Select the address type from the “Address Type” field.

Address Book - MKM Graphics

Enter a New Address

Address Type: IRem'rt Address LI
Matne this Address | [\‘3

Contact Mame™ I

Adress Ling 1™

Addrezs Line 2

Addrezs Line 3

|
|
|
Addrezs Line 4 I
Coumryx: Im
Crty'x I— State/Provinee - lj
F 1 Courty: 7
Phone™: l— l— I— Ext: l—
FAX: l— l— I— Ermsil I
Status: Im

r Detfault address for this address type
Current Default Address:
Richard Cummings
1229 5. Hermitage
Suite 104
Chicago, IL 80814

Step 5: Complete all required fields for the new address. Required fields are
noted with an “*”,




d Address Book - MKM Graphics
Enter a New Address

Address Type:

I Remit Address LI

Mame this Address” ISend payment to thiz address

Contact Mams
Address Line 17
Address Line 2
Address Line 3
Address Line 4
Courrtryx:

cy™

P

Phione"

FAK:

Status:

IHarIey CUmIminG:s

IZD1 4 Marth Spalding Avenue

|

|

|

IUS - Vl

[pownerserave | stateprovine” [IL =

IW Cournty: l—
l_ I— I— Email - Ihacummings@rcn.com
[actve =]

Default address for this address type
Current Default Address:

Richard Cummings

1229 5. Hermitage

Suite 104

Chicago, IL 60514

us

Email: mkminc@rcn.com
Phone: (3121755-9430
FAM: (F73)755-9433

Step 6:

presented:

When complete, Click “Save & Exit” and the following screen is

Maintain Addresses for: MKM Graphics

MNarme Addrass Type Address Infor mation Status Default
for Type
General General Malling Address Richard Cummings Active es
1229 5. Hermitage
Suite 104
Chicago, IL 60614
us

Ermail: mkminc@@rcn.com
Phone: (312)755-9430
F&x: (T73)755-9433

Remit To (RO01}

Remt Address Richard Cummings Active Yes
1229 5. Hermitage
Suite 104
Chicago, IL 60614
us

Ermail: mkminc@@tcn.com
Phone: (3121755-9430
FAX: (773)755-9433

send payment to this address {B003} Remt Address Harley Cummings Active Mo

2014 Morth Spalding Avenue
Dowvners Grove, IL BOB17
us

Ermail: hacummings@ron com
Phone: (B301123-4739

~
Add Another Addres: Exit

Step 7: Review the new information and click “Exit”, when complete. If there
are other addresses you need to submit, click “Add Another Address” and repeat
the process.

END OF TOPIC B *
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» TOPIC C: Maintain Commodity Codes and Services

Step 1. Navigate to the “Seller Administrator” homepage...

NIGP Code Browse | My Account | Customer Service | About ?¢c

Richard Cummil

Home | Org Maintenance | UserMaintenance | Add User

Maintain Organization Information for: MKM Graphics

faintain Commodity
Codes & Services

Maintain General
Organization Information

Maintain Addresses

I I I
— — —
([— —— —
1
This sectior is uzed for This section is uzed to maintain is section is used to maintain
mairtaining general addresses Qo

arganization information

Maintain Terms and

Maintain Regions Categories

This section iz used to maintain | This section is used to mairtain
regions. terms and categories.

Step 2: Click on the “Maintain Commodity Codes & Services” picture and the
following screen is presented...

D D0 0 ] 0 0
Maintain Commodity Codes —
This section is used to add or remove commondity ———
coces.
—
| Display Inactive Commodity Codes

This section is used to display inactive commodity
codes.

&

Exit

Step 3: Click on the “Maintain Commodity Codes” picture and the following
screen is presented:

Commodity and Service Codes
Current Codes - MKM Graphics

Deactivate Code Description Date Added
[} 966-05 | Bumper Stickers, etc.: Printed 040372006
| 966-07 | Business Cards Printed 040372006
Il 966-13 | Check Printing 040372006
| 966-22 | Decal Printing 040372006

» NOTE: MKM's initial selection of codes is presented.
Step 4: Click “Additional Codes” to add additional codes....and the following

screen is presented. . .




i Commo ity and Service Codes Graphics

HIGP Class IQDB—BOOKBIND\NG AND REFA. . j

HIGP Class ltem | |

HIGP Keyword I
Search using IALL ofthe criteria. =
Search

o Use the MIGP Commodity Code Search Engine if you are familiar with the MIGP code. If nat use the MIGP Code Browse below

NIGP Code Browse

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

MKM Graphics has recently expanded into providing custom bookbinding
services.

Step 5a: Select the NIGP Class -- “908 — Bookbinding” and the system searches
for all possible codes....

Step 5b: Select “Bookbinding and Repair” from the NIGP Code field...

9

Code Dezcription

< q03-10 Bookbinding Services, Custom >

903-12 Bookkinding Services, Glued or Paste Type

908-15 Bookkinding Services, Perfect (Paperback Book Type)

0317 Bookkinding Services, Saddle Stitched

905-20 Bookkinding Services(Sewed Cross Stitched, Library Guality), Rehinding, and Repairing: Library Books, Text Books, etc.

903-22 Bookbinding, Spiral

ans-35 Headbands Installed

908-45 Magazing Binding (Sewed), Rebinding, and Repsiring

03-50 Manuscript Binding, (Sewed)

905-55 Mewspaper Binding (Sewed), Rebinding, and Repairing

903-65 Special Work and Repairing: Special Treatment of Rare Volumes, Rebacking of Old Yolumes, etc

oo oo aaaalra

908-75 Thesis Binding, Sewed

Save ave and Add Mare

Step 6: Now click “Save”...




...And the system presents a list of all MKM’s Current Commodity Codes,
including the newly added “Bookbinding Services, Custom”.

Commodity and Service Codes
Current Co%es - MKM Graphics

Deactivate Code Description Date Added
Il a05-10 | Bookbinding Services, Custom 040372006
040372006

966-05 | Bumper Stickers, etc.: Printed

966-07 | Business Cards Printed 040372006

-
r
| 0405352006
r

966-13 | Check Printing

966-22 | Decal Printing 0410352006

Deactivate Selected fems I Add Adeltional Codes I Cancel & Exit

Step 7: Now finish by clicking “Cancel & Exit” and you are brought back to the
Commodity Maintenance home Page for MKM Graphics.

Commodity Maintenance Home Page for: MKM Graphics

Maintain Commodity Codes
This section is used to add or remove commoddity
coces.

&

Display Inactive Commaodity Codes
This section is used to display inactive commocdity
cocgs

&

Exit

Step 8: click “Exit” and you are brought back to the Maintain Organization
Information Screen to either . ..

Maintain Organization Information for: MKM Graphics

Maintain General - Maintain Commodity
— . Maintain Addresses .
Crganization Information A Codes & Services

[k — — —
— — —
—— —— ——
Thiz section is used for Thiz section is used to maintain | This section is used to maintain
mairtaining genetal addresses commodity codes andd
organization informstion. SEFVICES.
Terms anil Maintain Quote

Categories Attachment Repository

1

ifll 3
B
B

This section is used to maintain | This section is used to maintain | This section is used to maintain
terms and categories. filez in the quote sttachment

regions.
repostory.

Exit

Exit the system, or continue maintenance options.

*END OF TOPIC C *




» TOPIC D: Maintain Terms and Categories

Step 1. Navigate to the “Seller Administrator” homepage...

NIGP Code Browse | My Account | Customer Service | About ?¢c

Richard Cummil

Maintain Organization Information for: MKM Graphics

Home | Org Maintenance | UserMaintenance | Add User

intain G . intain C i
_ M(_IIIIL:IIII General ) Maintain Addresses M:‘III“{IIII omn}otlny
Organization Information Codes & Services
I I I
— — —

B

2]
X

([— —— —

1
This sectior is uzed for This section is uzed to maintain | This section is used to maintain
mairtaining general addresses cammodity codes and
arganization information services.

Maintain Terms and Maintain Guote

Maintain Regions - . .
A ol Categories Attachiment Repository

— ( =

]

This section iz used to maintain | ThiNggdion is used to majpd@n | This section is used to maintain
L O files in the guote attachment
repastary.

regions. terms g

Step 2: Click on the “Maintain Terms & Categories” picture and the following
3-part Terms and Certification screen is presented...

Step 2a: Part 1: Terms and Certification: select a) the manner in which
and b) select all appropriate indicators for any certifications
your firm has received. If none apply, select “Not Applicable”.

K‘erms, Categories, and Certifications - MKM Graphics

Terms

Shipping Method: | :l'
Categories & Certifications

Category: COMPLIANCE CERTIFICATION
Please select at least ane category valle

Select

r

- DIZADYANTAGED OWVMED BUSINESS

- MIMNORITY CWAMED BUSINESS

r MOT APPLICABLE

Il ShALL CWNED BUSIMESS

Il WIOMEN OWHED BUSIRESS




Step 2b: Part 2: Diversity: select the appropriate indicator for firm’s diversity.

Category: DIVERSITY CODE

Flease select exactly one category value

Select

— ASIAN FEMALE

ASIAN MALE

BLACK OR AFRICAN FEMALE

BLACK OR AFRICAN MALE

CAUCAZIAN FEMALE

CALCASIAN MALE

=7

EASTERM IMDIAN FEMALE

EASTERM IMNDIAN MALE

HISPARNIC OR LATIN FEMALE

HISPANIC OF LATIN MALE

AMERICAN INDIAN OR ALAZKA NATHE FEMALE

AMERICAN INDIAN OR ALAZKA NATHE MALE

OTHER

MATIE HEWAINLR OF OTHER PACIFIC ISLAMDER FEMALE

MATIYE HEWANLRN OF OTHER PACIFIC ISLAMDER MALE

1 I I I Y O A

Step 2c: Part 3: Select the appropriate indicator for your firm’s business type

Catdyyory: BUSINESS TYPE

Plegse select at most one catepony vaive

Select

v CORPORATION

INDYIDUALLY ObYhED

JOINT YENTURE

LIMITED LIABILITY CORPORATION

LIMTED LIABILITY PARTHNERSHIP

OTHER

PARTHERSHIP

RESIDEMT CWWHED BUSINESS

SECTION 3 BUSINESS

a|ajoa|aja|a|arma

o Click Save & Add Certification to zave, refresh current page and obtain links to addiupdate cerification information for selected category typels)

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

> In this example, MKM did not indicate during registration the firm preferred
shipping method, and that the firm is certified as a Woman-Owned Business.

17




Step 3: MKM'’'s Administrative User simply selects “Best Way” for the preferred
shipping method and selects “Woman-Owned Business” as indicated below.

'Rerms, Categories, and Certifications - MKM Graphics

Terms

Shipping Method: |E|851 Wy 'l

Categories & Certifications

Category: COMPLIANCE CERTIFICATION

Please selfect at least one category vaiue

Select

[

Il DIZADY ANTAGED OVWNED BUSINESS
Il MINORITY OWHED BUSINESS

Il MOT APPLICABRLE

Il SMALL CWMANED BUSINESS

Ird WOMER CWMWHED BUSINESS

Swestu J) swescomme | mesw | cawmsea |

Step 4: Click “Save & Exit” to complete the task and initiate logging off the
system, and the “Maintain Organization Information Screen to either log-of, or
complete other maintenance tasks.

el

Maintain Organization Information for: MKM Graphics

Maintain General Maintain Commaodity

Maintain Addresses

Crganization Information Codes & Services
[k — — —
— — —
—— —— ——
Thiz section is used for Thiz section is used to maintain | This section is used to maintain
mairtaining genetal addresses commodity codes andd
organization informstion. SEFVICES.
o in Terms and Maintain Quote
) Categories Attachment Repository
— — —
— — —
I I I
This section is used to maintain | This section is used to maintain | This section is used to maintain
regions. terms and categories. filez in the quote sttachment
repostory.
=
Exit
S ———

Step 5: Click “Exit” and you're brought back to your firm’s home page...

1

oo




Maintenance Home Page for: MKM Graphics
Maintain Organization

iy . Maintain Users on this Add Users on this Account
Information Account
— —
—— ——
I

Thiz zection iz used for Thiz section iz used to maintain | This section iz uzed to add
maintaining organization users for the organization.
information.

users to the organiztion.

*END OF TOPIC D *
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» TOPIC E: Maintain Password

Step 1:

CHA - BuySpeed Online

CHANGE.

CHICAGO HOUSING AUTHORITY

Welcome to the Chicago Housing Authority BuySpeed Online %

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

L Open Bids
“iew open bid opportunities.

Login Ty ||
Passward: I

© 2005 Periscope Ho'dings, Inc.
All Rights Reserved

Log onto the System using your Login ID and Password. Click “Login”

20




{b Seller N Seller Administrater

NIGP Code Browse | My Account | Customer Service | About {) ? q‘:ﬂ

Home ‘ Bids " Quotes Richard Cummings

Home - Welcome Back Richard Cummings

Your firm’s “Seller” indicated during registration receives a welcome note.

Step 2: Click on the “Seller Administrator” tab to view and select maintenance
activities you would like to complete, and this “Maintenance Home Page” is
presented.

L1 Seller Administrator

NIGP Code Browse | My Account | Customer Service | About

Home | Org Maintenance | User Maintenance | Add User Richard Cummings

Maintenance Home Page for: MKM Graphics

intain Organizati intai i .
Mmmmn_ Drganization Maintain Users onthis Add Users on this Account
Information Account
| S I
I I I
I I I
This section is used for This zection is used to mairtain | Ahis section iz used to add
mairtaining organization uzers for the organization. users to the organiztion.
infarmatian.

Step 3: Click on “Maintain Users on this Account”

21




-

Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About ? c.”,ﬂ

Home | Org Maintenance | User Maintenance | Add User Shannen Jackson

User Maintenance for: Jackson, Inc.

Lagin 10 First Name Last Name Status Rale(s]
Shannan Jacksan Active Seller

S JACK2 ) Seller Administratar

5 JACK3 Stacy Jackson Active Seller

Add User | Exit

|

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

Step 4: Select the user's Login ID to change the password.

Bl
Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About ? c.”,ﬂ

User Maintenance: Shannon Jackson - Jackson, Inc.

Salutation bz =
First Name” [Shannan Last Mame - Jackson
Job Title" Executive Director Department

Phone” [prz [z sas | Email’ [siackson@thecha org

Login 1D S_JACK2 Status: Active

W Seler

W Seler Administrator
Save & Exit }ave & Corttinue l Reset l Cancel & Exit
opyright @ 2005 Perizcope Holdings, Inc. - Al Rights Reserved.

Step 5: Change the password and click on “Save & Exit” to update the system.
Please note new password and 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.

*END OF TOPIC E *




PART 2: MAINTAIN USERS ON THIS ACCOUNT

Step 1. Access the CHA Website and E-procurement Home Page:

CHA - BuySpeed Online

CHANGE.

CHICAGO HOUSING AUTHORITY

Welcome to the Chicago Housing Authority BuySpeed Online %

L Reugister
Register here to begin using CHA - BuySpeed Online.
Yendaors, please read this disclaimer prior to registering.

L Open Bids
‘iew open bid opportunities.

Login 1Ty ||
Passward: I

© 2005 Periscope HolYngs, Inc.
All Rights Re.erved

Step 2: Log into the System: enter your Login ID, Password and Click “Login”. .
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{b Seller N Seller Administrater

NIGP Code Browse | My Account | Customer Service | About {) ? q‘:ﬂ

Home ‘ Bids " Quotes Richard Cummings

Home - Welcome Back Richard Cummings

... and your firm’s “Seller” indicated during registration receives a welcome note.

Step 3: Click the “Seller Administrator” tab to view and select maintenance
activities you would like to complete, and this “Maintenance Home Page” is
presented.

(@ Seller Administrator

NIGP Code Browse | My Account | Customer Service | About

Home | Org Maintenance | User Maintenance | Add User

Maintain Organization

Information Account

Thiz section is used to add
users to the organiztion.

Thiz zection iz uzed to main
users for the organizgie”

Thiz section is used for
miirtaining organization
informatian.

» TOPIC A: Add a User to the Account

Step 4: Click “Maintain Users on this Account” picture, and the following
User Maintenance screen is presented...

User Maintenance for: MKM Graphics

Login 10 First Name Last Mame Status Role(=]

- Richard Cummings Active Seller
MKMGRAPH Seller Administratar

Aol Llzet Exit

Note 1: When registering, MKM Graphics indicated Richard Cummings
as the Seller and Seller Administrator. The firm would now like to assign
Mr. Cummings only to the seller role, and assign Ms. Janet Killingsworth
as the Seller Administrator.




Note 2: Firms can have more than one Seller Administrator; it's a good
idea to have a back up for your company. However since all persons
assigned as a “Seller Administrator” can change company information,
you will want to be careful about the number assigned.

Step 5: Click: “Add User” and the New Vendor screen is presented...

New Vendor User for MKM Graphics

sdutation [ =

Firzt hlams I— Lzt Mams I—
Jab Title” | Department |

Phons” I I I - I Ermsil” I

Login ID ™ | Status™ [acive =]

Mlewy Paszword l— Confirm Pazsword l—

[~ Seller

[T Seller Administrstor

» Note: MKM Graphics Inc. will add Ms. Janet Killingworth as a User
Administrator.

Step 6: complete all required fields.

Ii\\ew Vendor User for MKM Graphics

Salutation Ms. =

First Name - IJanet— Last Mame - W
Jab Title” [anager of Marketing Depattment foarietng |
Phane” I??ﬁ |499 |2343 - I Email Imkminc@rcn.com

Loin T " IM Status Im

M Passwvard m Confirm Paszword m

W seller

|7 Seller Administrator

> Note: Assign a different loginID than that which used when registering
initially.

> Note: Check both the “Seller” and “Seller Administrator” boxes, so that
you can login using the new user’s login and password.

> Note: In the “Roles” section, select “Seller” this will allow other
employees of that company to view and respond to bids and
proposals.

>
Step 7: Click “Save & Exit” and log off the system.
*END OF TOPIC A *
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> TOPIC B: Delete a User from an Account

Step 1: Navigate to Seller Administrator Maintenance Homepage / Maintain
User on this Account

h

(@ Seller Administrator

NIGP Code Browse | My Account | Customer Service | About

Home | Org Maintenance | User Maintenance | Add User

2,

Richard Cummings

Maintenance Home Page for: MKM Graphics

Maintain Organization

Information

Thiz section is used for
miirtaining organization

informatian.

aintain Users o1 M
Account

Thiz section is used to mains
sers for the organizgiefl.

Add Users onthis Account

Thiz section is used to add
users to the organiztion.

... and the “User Maintenance” screen for MKM Graphics is presented....

[Nl Seller Administrator |

NIGP Code Browse | My Account | Customer Service | About

Home | Drg Maintenance | UserMaintenance | Add User

User Maintenance for: MKM Graphics

? =f)

Richard Cummings

> Note:
new position,
account.

Step 2:

Lagin [0 First Narme Last Name Status Rale(s)
CBERRY Charles Berry Active Seller Administrator
Janet Killingravarth Active Seler
HIKMGRARY Seller Administrator
- Janet Kilingzworth Deleted Seler
i
Gl % Seller Administrator
Richard CLmmings: Active Seller
MKMGRAPH Seller Administrator
WELBY Charles Berry Active Seler Administrator
T | T

Richayd Cummings notified MKM Graphics that he has accepted a

Maintenance screen for Richard Cummings is opened...

d we’ll need to delete his name and privileges from the

Click on the “Login ID” for Richard Cummings and the User
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NIGP Code Browse | My Account | Customer Service | About P

Home | Drg Maintenance | User Maintenance | Add User Richard Cummi

User Maintenance: Richard Cummings - MKM Graphics
Saltation M.+
First Mame ™ Richard Last Mame™: ICummings
Jok Title” Chiet Operating Officer Department I

Phone” I??3 |51 g |8?8? - I Email” Ijrcummings@rcn.cum
Lagin 10 MKMGRAPH Status”
Mew Pagsord” [sesswes Confirm Passw

IMECE "
Pending

W Seller
¥ Seller Administrator

Save & Exit Save & Continue I Reset l Cancel & Exit _

Step 3: Select “Deleted” from the “Status” box; click “Save & Exit” ...
And the User Maintenance Screen is opened...

Ol Seller Administrator [§

NIGP Code Erowse | My Account | Customer Service | About ?

User Maintenance for: MKM Graphics

Lagin 10 First Marne Last Hame Status Rale(s)
CBERRY Charles Berry Active Seller Administrator
MKMGRAP1 Janet Killinggovarth Active Seler

Seller Administrator

Janet Kilingswarth Deleted Seler
Seller Administrator

Richard Cummings Deleted Seler
MKMGRAPH ) Seller Administrator

WELBY Charles Berry Active Seller Administrator

» Note: The status for Richard Cummings is now “Deleted.”

MEMGRAP2

Step 4: Click “Exit” log off of the system.

*END OF TOPIC B *
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PART 3: Add Users on this Account

Step 1. Navigate to Seller Administrator Maintenance Homepage / Add User
on this Account

]"’] (O Seller Administrator

NIGP Code Browse | My Account | Customer Service | About ? E:{
Home | Org Maintenance | User Maintenance | Add User Richard Cummings
Maintenance Home Page for; MKM Graphics
Malmaln_Organlzmmn Maintain Users onthis €1 Users on this Accom
Information Account
| S I
I I I
I I I
Thiz section is used for This section is used to maintainN This section is used to add
mairtsining organization uzers for the organization. s to the organiztion,
infarmatian.

... ablank “New Vendor User” screen is presented....

MNew Vendor User for MKM Graphics

suation [ ¥]
First hlame I— Lzt Mame I—
Job Tile” | Department |
Phone” I I I - I Ermsil’ : :
Login ICr F I Status™ IAc‘tive 'l
My Password” l— Confirm Passwnior
Roles
[ Seller

[ Seller Administrator

Step 2: Complete all required fields in the screen and be sure to indicate
“Active” in the Status field.
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New Vendor User for MKM Graphics

Salutation b w

First Mame ICharIes Last Mame Berry
Job Title™ IDesign Manager Department Design

Phone” |31 2 IQ?S IUUUU - I Email’ i CNLCOMm
Login ID ™ cherry stz active 7|
Mew Pazsword I ------- Confirm Password |sessss

Roles

™ Seler
W Seller Administrator

—

savesbat | Arest | concelaeat

Step 3: Click “Save & Exit” and the “User Maintenance for MKM Graphics”
screen is opened....

User Maintenance for: MKM Graphics

Login IO B0 R bmat o Sl Rolefs]

CBERRY Charles Berry Active Seller Administrator
MEMGRAP1 danet Prer e S:II:: Addministratar
MKMGRAP2 danet Hilingsvorth petsed g::::: Addministratar
MEMGRAPH Richard AR hetive g::::: Addministratar

bddUser | Exit

» Note: Mr. Charles Berry has been added as an additional Seller
Administrator.

Step 4: Exit / log — off the system.

*END OF TOPIC *
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