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INTRODUCTION: REVIEWING AND DOWNLOADING CHA’S BID 
OPPORTUNITIES IN BUYSPEED 
 
Objective:  this document was prepared to allow vendors already registered with 
the Chicago Housing Authority (CHA) the opportunity to review and download bid 
opportunities.  Vendors (sellers) will have the option to: 
 

1. View current solicitation(s) in BuySpeed 
2. Print solicitation(s) in BuySpeed 
3. Download attachment(s) in BuySpeed 
4. Create Quote or multiple quotes in BuySpeed 
5. Cancel Quote in BuySpeed 
6. Create Amendment to Bid in BuySpeed 
7. Create Questions in BuySpeed 
8. View Bidders in BuySpeed  
9. View Awards in BuySpeed 

 
Instructions are provided for completing these and other activities below.  For all 
activities, the vendor must first access the system.   
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PART 1:  VIEW CURRENT SOLICITATION(S) IN BUYSPEED 
 
Step 1:  Access the CHA Website and click on “Doing Business for the CHA” 

 

 
 
 
Once you click the “DOING BUSINESS WITH THE CHA tab, the Department 
of Procurement and Contract Services web page is displayed: 
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DEPARTMENT OF PROCUREMENT AND CONTRACTS WEB PAGE 
 

 
 
 
Step 2:  Select “BuySpeed” and the following screen opens: 
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Step 3:   Log onto the System using your Login ID and Password.  Click “Login” 
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Step 1: Click on Bids. 
 

 
 
Step 2:  Click on Open. 
 

 
 
 
Step 3: The Show Bids for Category box should be defaulted to “All.”  Click on 
Go.   
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Step 4: All “open” bids will be listed on the screen. 
 

 
 

 NOTE: User will have the option to: 
o Create a New Quote 
o View the Solicitation 
o Submit Questions 
o View List of Interested Bidders 

 
 

** END OF PART 1 ** 
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PART 2:  PRINT SOLICITATION(S) IN BUYSPEED 
 
Once vendor has completed login process. 
 
Step 1:  Click on Bids. 
 

 
 
 
Step 2:  Click on Open. 
 

 
 
 
 
Step 3: The Show Bids for Category box should be defaulted to “All.”  Click on 
Go.   
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Step 4:  All “open” bids will be listed on the screen.  Select from the list of 
solicitations.   
 

 
 
Step 5:  Scroll to the bottom of the page, and click on Print Page.   
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Step 6: You will see a preview of the page that will print.  From the File menu, 
click Print. 
 
 
 

** END OF PART 2 ** 
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PART 3:  DOWNLOAD ATTACHMENT(S) IN BUYSPEED 
 
Once vendor has completed login process. 
 
Step 1:  Click on Bids. 
 

 
 
 
Step 2:  Click on Open. 
 

 
 
 
 
Step 3: The Show Bids for Category box should be defaulted to “All.”  Click on 
Go.   
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Step 4:  All “open” bids will be listed on the screen.  Select from the list of 
solicitations.   
 
Step 5:  The Bid Attachments will be displayed in the middle of the page.  Double 
click on the attachment icon. 
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Step 6: From the Download box, click on Open.  The user will view the 
attachment on the screen. 
 

 
 
 
Step 7: The user will receive File Download message prompt.  Click Save and 
save attachment within your computer directory. 
 
 

** END OF PART 3 ** 
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PART 4:  CREATE QUOTE IN BUYSPEED 
 
Once vendor has completed login process. 
 
Step 1:  Click on Bids. 
 

 
 
 
Step 2:  Click on Open. 
 

 
 
 
 
Step 3: The Show Bids for Category box should be defaulted to “All.”  Click on 
Go.   
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Step 4: All “open” bids will be listed on the screen.  
 

 
 
Step 5:  Select Bid # you want to bid on. 
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Step 6: Click the Yes box to acknowledge and download the bid, read the 
message displayed. 
 

 NOTE: You will receive an error message that reads “Terms & 
Conditions is not acknowledged” -- you must complete this step 
before accepting the terms and conditions.  Click on the Terms and 
Conditions tab and answer the question, “Do you accept the terms & 
conditions of the bid?  By selecting, one of the options: 

o Yes 
o Yes with exceptions 
o No 

 

 
 
Step 7:  Click on Save & Continue. 
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Step 8: Click on the Items tab and enter their unit price.  Click Save & Continue. 
 
 

 
 
Step 9: Click on the Summary tab to review all information.  If information is 
satisfactory, scroll to the bottom of the page, and click on the Submit Quote. 
 
 

 
 

 NOTE:  You will receive message prompt “Are you sure you want to 
submit this quote?”  Click OK.  User will have the option to either print 
or withdraw the quote. 

 
** END OF PART 4 ** 
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PART 5:  CREATE MULTIPLE QUOTES IN BUYSPEED 
 
Once vendor has completed login process. 
 
Step 1:  Click on Bids. 
 

 
 
 
Step 2:  Click on Open. 
 

 
 
 
 
Step 3: The Show Bids for Category box should be defaulted to “All.”  Click on 
Go.   
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Step 4:  The list of open bids is now displayed on the screen.  Click on Create 
New from the “Quotes” field for the appropriate solicitation. 
 

 
 
Step 5:  User will provide all required general information and click on Save & 
Continue 
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Step 6: Click the Yes box to acknowledge and download the bid, read the 
message displayed. 
 

 NOTE: You will receive an error message that reads “Terms & 
Conditions is not acknowledged” -- you must complete this step 
before accepting the terms and conditions.  Click on the Terms and 
Conditions tab and answer the question, “Do you accept the terms & 
conditions of the bid?  By selecting, one of the options: 

o Yes 
o Yes with exceptions 
o No 

 
 

 
 
 
Step 7: Click on the Items tab and enter their unit price.  Click Save & Continue. 
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Step 8: Click on the Summary tab to review all information.  If information is 
satisfactory, scroll to the bottom of the page, and click on Submit Quote. 
 

 NOTE: You will receive message prompt “Are you sure you want to 
submit this quote?”  Click OK.  User will have the option to either print 
or withdraw the quote. 

 
 

 
 
 

** END OF PART 5 ** 
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PART 6:  CANCEL QUOTE IN BUYSPEED  
Once vendor has completed login process. 
 
Step 1:  Click on Bids. 
 

 
 
 
Step 2:  Click on Open. 
 

 
 
 
 
Step 3: The Show Bids for Category box should be defaulted to “All.”  Click on 
Go.   
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Step 4:  The list of bids is now displayed on the screen.   Click on bid number in 
the Create Quote. 
 

 
 
Step 5: Click on the Summary tab to review all information. 
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Step 6: Click on Withdraw Quote tab.  
 

 
 
 

 NOTE: You will receive message prompt “Are you sure you want to 
withdraw this quote?”  Click OK.  User will have the option to either 
print the screen or reopen the quote. 

 

 
 
 

** END OF PART 6 ** 
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PART 7:  CREATE QUESTIONS IN BUYSPEED  
 
Once vendor has completed login process. 
 
Step 1:  Click on Bids. 
 

 
 
 
Step 2:  Click on Open. 
 

 
 
 
 
Step 3: The Show Bids for Category box should be defaulted to “All.”  Click on 
Go.   
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Step 4:  Select a solicitation and click on the bid number in the Bid # field 
 

 
 
 
Step 5: User will see a summary of the bid information on the Header 
Information screen.  Scroll to the bottom of the screen and click on Bid Q & A. 
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Step 6: User will have the ability to either Save & Exit or Save & Continue to 
create additional questions. 
 

 
 
 
 

** END OF PART 7 ** 
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PART 8:  VIEW BIDDERS 
 
Once vendor has completed login process. 
 
Step 1:  Click on Bids. 
 

 
 
 
Step 2:  Click on Open. 
 

 
 
 
 
Step 3: The Show Bids for Category box should be defaulted to “All.”  Click on 
Go.   
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Step 4: Select a bid from the list and click on the List option in the Bid Holder 
field. 
 

 
 
Step 5: Bidders are now listed on the Solicitation Holder List – 05-XXXX. 
 

 
 
 
 
 
 

** END OF PART 8 ** 
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PART 9:  VIEW AWARDS IN BUYSPEED 
 
Once vendor has completed login process. 
 
Step 1:  Click on Bids. 
 

 
 
Step 2:  Click on Closed.   
 

 
 
 
Step 3:  Provide the date range and category of the solicitation(s) you would like 
to view and click Go. 
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Step 4: Results will include information for all bids in the selected range, 
including those bids that have been awarded. 
 
 

 
 
 
 

** END OF PART 9 ** 
 


