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Before you proceed, please click here to complete the Consent and Authorization
Agreement (“Agreement”), which is required to respond to bids in PHLContracts.
Completing and signing this form is Step 1 of the vendor registration process.
You will upload the Agreement to your vendor profile in Step 11 of the migrated
vendor registration process outlined below.
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For additional information on Seller Administrator functions, please refer to the Seller Administrator’s
Guide available by clicking the Help icon (question mark) located in the upper right portion of the main
user menu of PHLContracts.
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Welcome to the PHLContracts
Procurement System

Overview of the PHLContracts Vendor Portal
The City of Philadelphia Procurement system (PHLContracts) is powered by Periscope
Holdings Inc.’s BuySpeed software, an Internet-enabled application that provides
decentralized purchasing functionality specifically designed for government agencies.

To those vendors already registered with the City of Philadelphia. If you are already registered with eContract
Philly website or the Office of Economic Opportunity Compliance reporting system, this does not replace those
database systems. This system provides new functionality to businesses that are interested in contract
opportunities posted by the Procurement Department related to construction, supplies, equipment, non-
professional services and concession (or revenue generating) contracts. If you choose to register, you will have
the opportunity to register for industry specific areas that are of interest to you. You will only be notified of
bids/RFPs that are posted to this site in those industries that you select. However, it is at your discretion
whether you choose to complete registration.

The PHLContracts Vendor Portal allows sellers (vendors) of goods and services to:
e Register with the City of Philadelphia by completing an online application and
completing the Consent and Authorization Agreement

e Maintain their organization information

¢ Maintain information on commodities and services they offer

¢ Maintain information on certifications and categories they belong to

e View bid opportunities and respond (with Quotes) electronically online
e View active contracts and search contracts and bids

e View purchase orders (contracts) sent to them

e Receive procurement news and information directly from the City.
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Vendor Roles and Activities

Registered vendor users are assigned one of two roles in the PHLContracts system:

Seller Administrator Organizational maintenance focus

Seller

Purchasing information focus

Important concepts related to vendors and vendor users:

Our goal is for vendors to use the PHLContracts system to initially register and to
maintain their organizational information *

Vendors must complete their registration and maintain ‘Active’ status in order to
receive a contract in PHLContracts

Seller Administrators can perform all of the Seller role functions

Registered vendor organizations may have multiple Seller Administrators and
multiple Sellers

The individual who initially registers their organization in PHLContracts will by
default be assigned the Seller Administrator role

Each vendor organization must maintain at least one individual assigned the
Seller Administrator role

* As part of the initial roll out of the PHLContracts system, vendors with active and recent purchase orders
will be automatically registered in the system. Please refer to additional user guides related to ‘Migrated
Vendors' for specific information on what these vendors need to do to complete required organization
information.

Responsibilities of the Seller Administrator Role

Seller Administrators should be prepared to perform the following tasks:

Maintain vendor organization information including:
o Company general profile
0 Address information
o0 Commodity and service information
o Certification and category information

Ensure the organization’s Consent and Authorization Agreement (“Agreement”)
is completed and uploaded to the organization’s profile. The Agreement can be
found by clicking here.
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e Manage access to the PHLContracts system for company representatives,
including Sellers and other Seller Administrators

¢ Review Vendor News and Vendor Alerts issued by the City of Philadelphia
through the PHLContracts system
Seller Administrators should refer to the Seller Administration User Guide available by
clicking the Help icon (question mark) located in the upper right portion of the main user
menu of PHLContracts. Additional questions may be directed to the City of Philadelphia
Procurement Customer Service Representative at (215) 686-4755, (215) 686-4720,
(215) 686-4721, or email PHLContracts@phila.gov.

Responsibilities of the Seller Role

Sellers should be prepared to perform the following tasks:

e Regularly access the PHLContracts system to review available bids

¢ Respond with Quotes and other requested information required by City buyers to
conduct procurements and purchases
Sellers should refer to the Seller User Guide available by clicking the Help icon
(question mark) located in the upper right portion of the main user menu. Additional
guestions may be directed to Procurement Customer Service at (215) 686-4755 / (215)
686-6720 or by email at PHLContracts@phila.gov.

Registering as a New Vendor

Information Requirements

In order to complete your organization’s PHLContracts registration, you will need to
provide several types of information, including:

e Basic organization information (legal name, tax ID, business addresses and
contacts);

The commodities and services your organization provides;

Vendor Certification and Category information

Vendor users (Seller Administrators and Sellers); and

Upload the required Consent and Authorization Agreement
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Registration Steps

Step 1. Complete and Sign the Consent and Authorization Form

Step 2. Access the PHLContracts Website

Step 3. Submit Organization Identification Information

Step 4. Complete the Company Information Page

Step 5. Complete the Administrator Information Page

Step 6. Complete the Address Information Page

Step 7. Skip Terms Page

Step 8. Complete the Categories and Certifications Page

Step9 Complete the Commodity/Service Codes Page

Step 10. Review Registration Information Summary Page

Step 11. Once you complete Registration, upload the Consent and Authorization
Agreement.

If you have questions about basic features of the PHLContracts system, including:
logging into the system, navigating the menus, and how to access the Seller
Administrator Guide refer to Appendix A of this guide.

The remainder of this section steps you though the process of registering as a new
vendor with ABC Supply as an example

Step 1. Complete Your Consent and Authorization Agreement

Before you get started in the system, please complete and sign the Consent and
Authorization Agreement. The Consent and Authorization Agreement is required
by all vendors if they wish to respond to bids posted on PHLContracts. Any quote
submitted through PHLContracts by a vendor that has not completed and
uploaded its signed Agreement to its profile, will be considered non-responsive
and not be reviewed, unless the vendor attaches the completed Agreement as
part of its quote. You will upload the Agreement to your PHLContracts profile in
Step 11 of this eleven step process. Once the completed and fully executed
Agreement is uploaded to your vendor profile, it will not have to be submitted
again unless instructed otherwise by the City.

Instructions for completing and uploading the required Consent and
Authorization Agreement can be found by clicking here.
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Step 2. Access the PHLContracts Website

Visit PHLContracts at, www.phlcontracts.phila.gov to begin the registration process

Login
Login ID:
Password:
OR
@ Login with BidSyne
Credentials
Login Assistance | Register

Register
Register here to begin using BuySpeed Online.
Vendors, please read this disclaimer prior to regis

Compleie Registration
Complete registration here to begin using BuySpeed Online.
fendors, please read this disclaimer prior to completing registration.

Open Bids
Browse open bid opportunities.

Active Contracts

Browse active Contracts/Blankets.

Contract & Bid Search

Search for Bids and active Contracts/Blankets.

Registered Vendor Search
Search for registered vendors.

As shown in the diagram above, to begin the registration process, click on the Register
option.

Note: Select the Complete Registration option if you started the registration process
earlier but did not complete it and now wish to complete your registration. You will need

to supply the assigned vendor number and email address used during the earlier
session.
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Step 3. Submit Organization Identification Information

The following page is used to obtain four items of organization identification information.
The Tax ID is verified against existing vendors to confirm that the organization has not
already registered. Complete the following fields and click the Submit button:

e Tax ID (and whether this ID is an EIN or SSN)
e Company Name

e Country

e Email Address

Tax 0% |no.no.no. ‘Shva

Company Name™: |,\\BC Supply l

Iz Tax ID # an Employer Kentification Number (EIN}
or a Social Security Number (SSN)?
International Vendors, select EIN.

@ EMN O SSN

Country®: | US - United States of America

Email Address™ E :imiiﬂ—'h|
Are you a registered BidSync user? Manage all your registrations with

your BidSync account.

BidSync Login I1D:

BidSync Password: | |

Submit BidSync Registration

Note: If the Tax ID has already been used to register, you will receive an error message
and will not be able to register. Verify the Tax ID used. If you believe you are using the
proper TAX ID, please contact Procurement Customer Service at (215) 686-4755
assistance. If the Tax ID you provided is not in use and all other information is supplied,
you will receive the New Vendor Registration page series, which contains seven tabs
for completing your organization’s registration. Registration should take about 30
minutes to complete.

6 Rev 20170626_V9



Registering as a PHLContracts Vendor

Step 4. Complete the Company Information Page

Register - ABC Supply - ABCSUPPLY@ATTNET

Company Information  Adrwatrater  Adess  Termm Calegores b Cedfcalions ComvodlyServoe Codes Sy

Asdress Line 3

The following fields are automatically filled out based on the information you entered in
the initial pop-up window, please make sure you provided the correct information:

1. Company Name
2. Vendor Legal Name
3. Company Email Address

Along with entering the required information in fields marked by an asterisk (*), you
must also provide (see numbers in diagram above)

4. Business Description

5. Company Phone Number

6. Whether Tax ID used is a SSN or EIN*
7. Incorporation Information

Note: Vendors who anticipate providing product and services on an emergency basis
should complete the Emergency Supplier fields:

e Emergency Supplier check button (yes or no — default)
e Emergency Phone Number*

e Emergency Contact Name*

e Emergency Email*

e Emergency Info Comment
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Note: Fields which are required if ‘Emergency Supplier’ is checked (Yes) are identified
with an asterisk Emergency Supplier information may be added/revised at any time by
the Seller Administrator.

After completing all necessary fields, click on the Save & Continue Registration button
to proceed to the next step.

Step 5. Complete the Administrator Information Page

Register - ABC Supply - ABCSUPPLY @ATTNET

matos | Adeusisirster | bgess  Tews  Calegews | Cetlestoss  Commostylerces Dstes  Sumear

As shown in the diagram above, on this page you will be required to provide:

Name
Job Title
Department
Phone Number
Email Address
Desired system login 1D
Password (re-enter to confirm)
0 Must be between 6 and 15 characters
0 Must include both alpha and numeric characters
0 Must include at least one special character (e.g., #, @, %, $, )
Additional requirements for passwords:
o0 Passwords must be changed every 180 days
0 A password cannot be reused until 5 other passwords have been used
0 After 4 unsuccessful attempts to login, the account will be locked
Login Question and Login Question Answer

Note: You are required to enter information in fields marked by an asterisk to continue
registration

After completing all required fields, click Save & Continue Registration to proceed to
the next step.
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Step 6. Complete the Address Information Page

In this step you will enter all addresses used by your organization.

Note: Initially, you will see the address information which was entered when the vendor
account was created. That information becomes the General/Corporate Mailing
address. You can click on the General Field to the left of the address to review/edit that
address information or you can click on the Add Another Address button to add another
address

Register . ABC Supply - ABC SUPPLYSATTNET

Compuy sl gmrare  Advess e (gmuess dlewtoen  Cowmstetere (dem  Lomery

St 4Pl e M S TN ]

Address Book - ABC Supply

Enter a New Address

Agaress Typs GenaraiCarporats Maing

Name this Address” |General M@

Contact Hame® Jack Lantern @

Asaress Line 1* 101 Ouk Street @

Address Line 2
Address Line )
Address Line 4

Country™ US - Unted States of Amenca

oy’ Oaiton *S(mrl'*e'v\cl' va *

Fo 22004 * Sounty

Phone® 700 |[sss un

Tot Free Wotie

Fax Emal® ABCSUPPLY QATT NET @

Status Active Vet Address

Dfat nsdress for v address type (Bopm wit Mgl v Mg

s--um Grset Cancel b Contnn Regasraton
SOvront & 016 Permcope Hotngs W - Al Bgrts Reserved

As shown in the diagram above, in order to add an additional contact and address the
following information is needed.

Name for Address
Contact Name
Address

Phone

Email address

arownNpE

Note: You are required to enter information in fields marked by an asterisk to continue
registration

If you wish to add more addresses, select the Save & Add Another button, otherwise
select Save & Continue Registration to proceed to the next step.
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Step 7. Terms Page

Terms information is not in use by PHLContracts. Click on the Continue Registration
button to continue to the next registration step.

Step 8. Complete the Categories and Certifications Page

On this page, you specify which Vendor Categories your organization falls within and
the Certifications (e.g., licenses) you maintain.

Note: This information is important to the City and to Vendors because it specifies
characteristics about the vendor which are used to determine eligibility for certain types
of procurement programs. As you will see in the table below, updates to most of the
vendor categories are restricted to City of Philadelphia Vendor Administrators
(Procurement Department personnel). However, vendors are encouraged to input
information on certain categories and their related certifications.

The following table presents the vendor categories in use at this time:

Response Certification- Restrict to
Vendor Category Required Enabled Vendor Admin

Consent and Authorization Agreement Confirmation Yes No No
Consent Form Submitted No No Yes
Commercial Activity License (CAL) No Yes Yes
W9 on File No Yes Yes
Annual Bid Security Fee (SS&E) No No Yes
Minority Business Enterprise (MBE) No No Yes
Women Business Enterprise (WBE) No No Yes
Minority/Women Business Enterprise (MWBE) No No Yes
Disabled Business Enterprise (DSBE) No No Yes
Disadvantaged Business Enterprise (DBE) No No Yes
Self-Reported Minority, Woman, or Disabled No No No
Business

Small Business Entity (SBE) No Yes No
Local Business Entity (LBE) No Yes Yes
Women on Boards (WOB) No No No
Slavery Affidavit (SA) No No Yes
Contractor's License (CL) No Yes Yes
Demolition License (DL) No Yes Yes
Demo Annual Processing Fee (DAP) No No Yes
OSHA 30 (030) No Yes Yes
Audited Financial Statements (AFS) No No Yes
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Note: Some responses must be entered to complete this page of the registration. In
addition to the response provided a vendor must provide documentation of eligibility for
this category designation by a recognized authority (see the diagrams below). Only the
Vendor Administrator can enter the selection (upon receipt of certification
documentation or document)

Failure to complete, sign, and submit the Consent and Authorization Agreement
(“Agreement”) will result in any quote submitted by a vendor being deemed non-
responsive. The Agreement can be found by clicking here.

Certification Enabled: Vendor must provide documentation of eligibility for this
category designation by a recognized authority.

Restricted to Vendor Administrator: Only the Vendor Administrator can enter the
selection (upon receipt of certification documentation or document).

Once you have entered data on this page, click Save & Add Certification. Following
this initial saving of data, some categories may appear with an Add Certification
option. If so, please click the link and enter the appropriate information on the
certification (e.qg., licensing information).

Category: Consent and Authorization Agreement Confirmation

Description: Confirmation by Seller Admin that he/she will upload Consent & Authorization to Bid

Pinase seict o ibast one Calogory vakie

Saetect
All

o Seller Admimistralor agrees 1o upload Consent and Authonzation Agreamant

Notes

Category: Small Business Entity

Description: Small Business Entity
Praase select ol most one calegory value

Select
O =

Motes

Once you have entered data on this page, click Save & Add Certification to proceed to
the next step.

Pave & Continue Registration Conftinue Regestraton

Rights Resadvad
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Following this initial saving of data, some categories may appear with an Add
Certification option (see diagram below). If so, please click the link and enter the
appropriate information on the certification (e.g., licensing information).

Category: Small Business Entity

Description: Small Business Entity

Plaase select al most one categary value

i

Sl
O YES Add Certification

Notes

A typical certification will look like this when the link is clicked.

Add Vendor Certification - Cat Test Vendor
Vendor ID VEN10194 Based on the entity that issued the Certification,
Category SBA use the scroll down menu to select the
c T y appropriate source (e.g., Small Business
ategory Type = Administration), Then input the ID of the
Certification Source Small Business Administration v Certification. In most cases, this will be a license
Certification ID * number .or ceﬁlﬂcatlonfauthgrlzatlon tracking
number issued by the certifying agency.
Effective Date (MM/DD/YYYY)* m 1
Expiration Date (MM/DD/YYYY) E Ianft the. beginning (effectl\.te) and ending (expiration) date .of the
certification. If the certification does not have an end date, input
Certification Status Active ¥ 1/1/2025.
Certification Description
ve & Continue Reset Close Window
Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved

Once you have completed entering the certification information, click Save & Exit. Now
this certification information will be reflected under the related category.

After Completing the vendor certification, be sure to save by clicking either Save &
Continue Registration so you won'’t lose your updates or Save & Add Certification to
add another certification.

Save & Add Certificgon | Save & Continue Registration (wyitinue Registration

Copynight © 2017 Panscope Honm -7 whts Resernved
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Step 9. Complete the Commodity/Service Codes Page

Your next step is the Commodity/Service Codes selections (NIGP codes are going to
be used at the City). This will help ensure that you receive notifications about Bid
opportunities for those commodities and services.

The following pages show how ABC Supply would select the NIGP Codes for products
(commaodities) they provide.

Vendors select the commodities and services they provide from a list of NIGP
commodity/service codes. At a minimum, one commodity/service code must be
designated, but vendors are encouraged to select all products and services they desire
to provide to the City. This will ensure that they are notified of the opportunities to do
business with the City on an ongoing basis.

The NIGP Commodity/Services Code is an acronym for the National Institute of Governmental
Purchasing’s' Commodity/Services Code. The NIGP Code is a coding taxonomy used primarily to classify
products and services procured by state and local governments in North America.

Note: Initial notification of bidding opportunities are sent to the email address provided
on the General tab of the Vendor profile.

The Commodity/Service Codes page looks like the diagram below:

Register - ABC Supply - ABCSUPPLY@ATT.NET

Company nformation  Admnistraior  Address Terms  Categories & Certfications | Commwodity/Service Codes | Summary

Search

IGP Class v (/h

=l e

Search using ALL of the criteria
Search
0 Use the NIGP Commodity Code Search Engine if you are familar with the MIGP code. If not wse the NIGP Code Browse below.

NIGP Code Browse

@ Seect the category that best descrives the product and service you offer. Cick on ihe question mark for more information

-]

v&, Fnancal and 3 Sarvices
Agricultural Equipment and Related Products and Services
/Arts, Crafts_Entertainment, Theatre

Automciive Products, Vehicies, and Sefvices

REEBEB

Buidng Equement. Supples, and Services
Ciothing, Texties, Laundry Equipment. and Supples
Communication Equiment and Services
Computers, Software, Supples, and Services

Food, Equipment, and Related Services

EBEBERR

Furnishings and Related Services

Furniture and Related Services
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ABC Supply provides artwork and art supplies.

There are three different techniques you can use to search for and select codes all of
which are explained below.

1. For example, in the first method, you select the NIGP Class 052 — Art
Objects, which returns a list of all NIGP Class Items within that class. You can
select multiple items (or all items) within that class list by checking the boxes.

Commodity Code and Service Codes - ABC Supply

Search

WGPClass | 052 - ART ORJECTS O

NIGP Class ltem
NIGP Keyword
Search using | ALL of the criteria ~ |

NIGP Code Browse Show Categones

Select all the class items
oo, o s 7‘ Code Description
that fall within your
selected category. You b | S
i select multi {e !J 052-08 Ceramic and Glass Objects (Shadow Boxes, Stained Glass, etc )
C‘ES\; items Wlthi: a class >&‘ 05212 Collectibles, Museum Pieces. etc (Not Otherwise Classiied)
Hst. ﬂ 052-14 Cut-Outs, Life Sze/Oversized, of Ammals and Symbols
i‘ 05216 Drawangs (Onginals) (Charcoal Prints, etc )
] o522 Engravings, Etchings. Linocuts, Lithographs, Scrolls, Serigraphs. and Similar Reproductions
‘ 05232 Fabric Designs (Silk Screen, atc.)
‘ 05240 Masks
] 24 Mixed Media
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2. The second method is to select individual NIGP Classes and Class Items
using the Class and Item drop down lists. For example, select Class Code
052 *Art Objects’ from the NIGP Class drop down list.

Commodity Code and Service Codes - ABC Supply

Search

NIGP Class

NIGP Class Item | n0S - ABRASIVES

NIGP Keyword

Search using

NIGP Code E 031 - AIR CONDITIONING, HEATING, AND...

[:] Code

[:] 005-05
D 005-14
l:l 005-21

~

[

-

s
~

010 - ACOUSTICAL TILE, INSULATING MA...

015 - ADDRESSING, COPYING, MIMEOGRAP...
019 - AGRICULTURAL CROPS AND GRAINS ...
020 - AGRICULTURAL EQUIPMENT, IMPLEM...
022 - AGRICULTURAL EQUIPMENT AND IMP...
025 - AIR COMPRESSORS AND ACCESSORIE...

035 - AIRCRAFT AND AIRPORT EQUIPMENT...
037 - AMUSEMENT, DECORATIONS, ENTERT...
040 - ANIMALS, BIRDS, MARINE LIFE, A...
045 - APPLIANCES AND EQUIPMENT, HOUS...

050 - ART Ei UIPMENT AND SUPPLIES

052 - ART OBJECTS

055 - AUTOM R AUT...

060 - ﬂUTOMg' 052 - ART OBJECTS UIPME...

065 - AUTOMOTIVE AND TRAILER BODIES,...

070 - AUTOMOTIVE VEHICLES AND RELATE...

071 - AUTOMOBILES, SCHOOL BUSES, SUV... v

Search

NIGP Class

NIGP Keyword

Search using

DCNM

052-02
052-08
052-12
052-14
052-16

052-24

0o00o00mo

NIGP Class ltem [

Commodity Code and Service Codes - ABC Supply

| 052 - ART OBIECTS ~ |

02 - Antiques

08 - Ceramic and Glass Objects (Sha...
| 12 - Collectibles, Museum Pieces, e...
14 - Cut-Outs, Life Size/Oversized,...
16 - Drawings (Originals) (Charcoal...
NIGP Code E 24 - Engravings, Etchings, Linocuts...

32 - Fabric Designs (Silk Screen, e...

40 - Masks
48 - Mixed Media

50 - Murals, Canvas

51 - Murals, Clay

52 - Murals, Glass

53 - Murals, Photographic: Kiln Fir...
54 - Murals: Stone, Tile

55 - Murals, Wall

56 - Paintings (Originals) (Oil, Ac...
64 - Photographs

72 - Posters and Prints (Not Origin...
ed Art Objedts ~

76 - Re

Stained Glass, etc.)
erwise Classified)

nd Symbols

Engraf 76 - Recycled Art Objects 5. Scrolls, Sengraphs. and Similar Reproductions

NIGP Code Browse

[] Code

Shiw Categanes

P Select the category that best describes the product and sersce you offer Chok on the queston mark for mors slormaton

@ Use the NIGP Commodity Code Search Engne @ you are tarmdiar with the MIGP code I not use the HIGE Code Browss below

Descrgtion

Racycied At Otyects
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Registering as a PHLContracts Vendor

3. The third method available to identify NIGP codes is to search by NIGP
Keyword. For example, enter ‘Recycled Art’ in the NIGP Keyword field then
click the Search button.

Register - ABC Supply - ABCSupply99@att.net

Company Information  Admwestrator  Address  Terms  Categones & Cendcatons  Commodity/Service Codes  Summary

Search
HIGP Class

MIGP Class hem |~

e >

Searchwsing | ALL of the criteria v

Select all the class o >

items that fall © Use the NGP Commadty Code Search Engine f you are famiar with the NIGP code. I not use the NIGP Code Browse beiow

withinyour NIGP Code Browse  Show Categones

Select the cat That best descrbes the product and offer Chck on the question mark for nformatson
selected category. ° = e ol e

You may select ] o= o
multiple class items o e Recycied A Euigment and Suppies
within a class list. & e Recycied At Otpcts

Once all applicable Commodity Codes and Services have been selected and saved,
click the Continue Registration button.

Step 10. Review Registration Information Summary Page

The Summary page allows you to review the registration information you have entered.
You can return to any tab and revise information before submitting your company’s
registration.

Register - ABC Supply - ABCSUPPLY@ATTNET
Company Plamaion  Admimiatie  Adkess  Terms  Caejories B Cerificaiors  CommodtyGerecs Codes | Summary
= Company Inlemntion
verder B VENtB ta B Suspty
it 3 o s g
en
At Priticts 038 Sepoies (= ABCEPTL
™
et
Ermigeecy i Comment
Lyt 1 Firsi laeme e, Bt Reles
Lariem13 Jas Lantem rive Zeke
2eter Aarmatister
= Adidress Intormation
o Addren Trse Aedenn informaton sana [y
o e
e retCerperats Madng Adiie Jh Lask -+ e
11 Gk Sirwas
Oniase, Vit 22804
us
Evul ABCSUPPLY@ATTMET
e
ABC Suppy Buress Cfce Rt Asdess B Long Fetows Acoee Ve
B Gee 5t
Destan, V& 22142
us
Erat clasgteton s
Pacos: (TU3/EE5.5555

Once you are satisfied with your registration information, click on the Complete
Registration button at the bottom of the page.
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Copyright ® 2016 Perizscope Holdings, Inc. - All Rights Reserved.

Once you have completed the registration process, you will receive a message similar
to the following, advising you that your registration has been received and that you will
receive an email notifying you that your system access has been granted.

Thank vou for registering with BuySpeed Online. Registration confirmation will be emailed to vou.
For questions or comments please contact BuySpeedOnline Philly Test at PhoneMum.

OK

Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved.

From this point on, you will log in to PHLContracts using your User ID and Password
like the following for Jack Lantern of ABC Supply:

Note: The PHLContracts system will send you an acknowledging email when your registration is
completed.

Login
Login 1D
|jlantern33| |
Password:
|......... |
OR
(=] Login with BidSync
Credentials
Login Assistance | Register

Reqgister
Register here to begin using BuySpeed Online.

endors, please read this disclaimer prior to registering.

Complete Registration
Complete registration here to begin using BuySpeed Online.
Vendors, please read this disclaimer prior to completing registration.

Open Bids
Browse open bid opportunities.

Active Contracts
Browse active Contracts/Blankets.

Contract & Bid Search
Search for Bids and active Contracts/Blankets.

Registered Vendor Search
Search for registered vendors.
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Registering as a PHLContracts Vendor

For security purposes, you will be required to select a new password the first time you

log in to PHLContracts using your Logon ID and initial password.

Change Password

Current Password®

B
New Password

Confirm New Password

" |

As a Seller Administrator, when you log in to the PHLContracts system you have the
option to select either the Seller Administrator role main menu or the Seller role main
menu. You do this by selecting tabs in the upper right corner of the main page.

18
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Registering as a PHLContracts Vendor

Step 11. Seller Administrator uploads completed Consent and
Authorization Agreement

The Seller Administrator main menu looks like screenshot number one, below. Upon
first viewing this page, the Seller Administrator should go to the Maintain Organization

Information Page.

Maintenance Home Page for: Dell

General | Alers

Maintain Organization
Information

Add Associated

Maintain Users on this Add Users on this
Organization

Account Account

— & —=

This section iz used for adding
an arganization with the same
Tax ID.

d

This section is used to maintain | This section is used to add
ugers for the organization. users to the organization.

This section is used for
g aintain_ing organizags

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

The Seller Administrator will then select the “Maintain General Organization Information”
option seen in screenshot number two. Here, the Seller Administrator can upload the
required completed Consent and Authorization Agreement. The file upload tool can be

seen in screenshot number three.
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Maintain Organization Information for: Dell

Maintain Commaodity

Organization Informatio Maintain Addresses Codes & Services
I I I
I I I

I I I
This section is used to maintain

This section is used to maintain
commodity codes and senvices.

This section is used for

maintaining general addresses.
Qrganization informatiog
- ) Maintain Terms and Maintain Quote . .

Maintain Regions Categories Attachment Repository Credit Memo List
I I I I
] I I I
I I I I

This section iz used to maintain This section is used to maintain This section is used to maintain Thiz section is used to view

terms and categories. files in the quote attachment credit memos.
repository.

regions.

Exxit

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Upload Consent and Authorization Agreement

No Attachments

Attachments
File:
4

Description: |

Confidential: [ ]

Forms

The Seller main menu looks like this:

Home - Welcome Back Jack Lantern

News(0} | Vendor Communication(0} Bids(2%) PO{0) Quotes(1) Vendor Performance(0)

Information on maintaining vendor information is provided in the Seller Administrator
reference guide: Maintaining PHLContracts Vendor Information.

Rev 20170626_V9
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Registering as a PHLContracts Vendor

The vendor status of your organization will remain ‘Pending’ until the City of
Philadelphia Vendor Administrator has reviewed your information and changed
the status to ‘Active’.
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Appendix A — PHLContracts Navigation Overview

Header & Navigation Bars

The navigation menu allows you to move within the application and gives you access to
open and closed bids, purchase orders, contracts, quotes and account

maintenance. As you travel through the application, you will always see this menu at
the top of each page.

Left Side

NIGP Code Browse | My Account | Customer Service | About

Home | Vendor | News

Right Side

Seller Administrator

August 8, 2016 12:13:18 PM EDT Q 9 ¢ E’

Jack Lantern

There are several key icons in the navigation menu.

—E?] Access to the on-line help manual.

Log out of PHLContracts

NIGP Code Browse

The NIGP Code Browse link in the Header bar allows you to search commodity codes
by Class and Class Item codes set up and maintained in your PHLContracts database.
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My Account

The My Account link in the navigation menu allows you to keep your individual user
profile current. Modifying your personal login information does not change your
company’s general information with the agency. To maintain the overall organization
information with an agency, you must have the role of Seller Administrator and must use
the Maintain Agency Users functions.

Use the Edit button to update your personal information. You can change your title,
contact information, as well as your login password and login security question and
answer. You may also select the default tab that you wish to begin on once you log in
and view your home page. You must enter your password for the changes to become
effective.

NOTE: This is where you can change your PHLContracts password.

Red and Yellow Error Messages

PHLContracts has developed a series of messages that will display when data inside
your document is not right, criteria are not met or when required fields are not properly
filled out. Messages in yellow are errors that do not require any intervention. The
document can continue the message is strictly for your information. Pop-up messages
will also appear when required fields were left blank or invalid data was entered.
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