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Thank you for contacting the New York City Housing Authority to do business with us. You can register
your business through New York City Housing Authority, ("NYCHA") iSupplier Portal to participate in business
opportunities through the website for free. Just pick the type of login you need, either the New Registration request
or Existing Vendors, choose just a login ID request. All you need is internet access an email account and a working
computer to do so. Please note that we are not multi-device interactive yet.

Attached is a Quick Guide to assist you with registering and participating in bidding opportunities at
NYCHA through the iSupplier Portal. Please note it can take up to 72 hours to get fully registered after you
submit your information online in the portal to register.

1. When interacting with the program or registering... Do not use Google Chrome; use Firefox as a browser.

2. For New Registrants, When choosing Tax Country Code: Type “U”, then choose the
magnifying glass, let the list populate and then choose the United States, then choose the
quick select button.

3. When typing in the Tax ID: NO DASHES or SPACES - just type the numbers.

4. Once you submit your form online, you should receive a confirmation. If you don't, then
something could be wrong with the browser; try again, or switch your browser to Internet
Explorer of Firefox. If you still are unable to get your registration confirmation, then contact NYCHA
at the numbers below in (9) and we will assist you.

5. Itcan take up to 72 hours to get your temporary password sent to you; itis generated from
the system. It will come from: “wffms...New York City Housing Authority”; it could end up in
your SPAM box so please check there before contacting NYCHA.

6. Once you get your password code, you should change that password to a permanent
password: minimum 8 characters, at least one capital letter and one numeric.

7. Then go to the “full portal access menu option” and go to the “Admin” tab. Under “Product
and Services” you will see an “Add” button. Choose that button and click each commodity
that applies to you --this will ensure you are added electronically to buyer bidders’ lists— The
list will display in alphabetical order. When you get to the end of the list: hit “apply”,

8. The “registration area” will give you the “Sourcing Supplier Menu Option” within 72 hours.
The remainder of the guide will assist you in placing on-line bids through the “Sourcing
Supplier Menu Option”.

9. Ifyou do not get the Sourcing Supplier Menu Option within 72 hours after receiving your
temporary password, please email the procurement inbox at procurement@nycha.nyc.gov
or please call myself or Roxanna Calinescu at 212-306-6630.

You can look up bid opportunities and obtain the negotiation number as well as the active/closed status at any time
though our website by following the instructions in the Quick guides’ table of contents; you do not have to be logged
into the portal.

When you have time, there are additional training guides with more in-depth navigation techniques located at.
www.nyc.gov/nychabusiness, under the “Selling to NYCHA” tab and in the center of the page you will find *
eLearning Module”.

Sincerely,

Kim Young

NYC, Housing Authority

Supply Management Department -Procurement

Procurement@nycha.nyc.gov

212-306-6676 2
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Some Notes about the iSupplier Portals Purpose.

iSupplier Portals’ Sourcing Supplier menu option is designed to communicate bid status and
distribute the forms and documents pertaining to the bid, to you, the Vendor, from any
location you choose to sign into your account with a computer. Please note, that we are not
multi-device interactive yet. Once a contract is awarded to you, The Full Access Menu
Option continues to communicate information to you on your ongoing project via your
assigned purchase order number. You must apply for an iSupplier account to partake in all
these services. Once this guide has assisted you with basic information please see the other
online tutorials listed in the website www.nyc.gov/nychabusiness , “Selling to NYCHA”,
Center of the page, “eLearning Module”, to help you with other aspects of managing the
portals functions.

What does the Portal do?

The Portal is really controlled by you, the Viendor, it responds by registering and keeping
record of all your bid submissions, uploads and keeps track of all the rankings to be viewed
on both NYCHA's side and by you, the Vendor. It records each bid with a quote number
referable to the NYCHA representatives from the Procurement/Supply Management
Department. It is important to rely on three (3) factors to stay up to date on what bids are
currently available.

1. Register your commodities so buyers can query your contacts into the opportunity and
notify you by email invitations.

2. Check your emails for the invitations

3. Check the NYCHA website directly for procurement opportunities weekly,
independently for Active bid status for opportunities that you might have missed or
were maybe not notified on.

Thank you.
Sincerely,

Kim Young,
iISupplier Support/ Trainer
Procurement@nycha.nyc.qov
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HOW TO REGISTER YOUR
COMPANY or LOGIN TO YOUR
EXISTING ACCOUNT
IN THE iISUPPLIER PORTAL

You will receive a pop up confirmation once you
submit your registration form online and then
you will receive a Login ID and Password via email
between 1 hour and up to 72 hours.

You can then Update your profile and add
additional contacts as you deem appropriate and
register your commodities which activate the
electronic bidders list.



Notes of Browser Compatibility;

We recommend not using Google Chrome because error
messages will interfere with the program.

Internet Explorer

e |f you have Internet Explorer, please go to the tools
menu, and choose compatibility view settings, under
allowable websites type. nycha.info, then choose add.
Then, restart the computer to apply the settings,
before proceeding.

Firefox

e |f you do not have Firefox, please download it as an
additional browser. You do not have to save it as a
default browser, by not checking the box when it asks
you this question.

You should have at least two working browsers available
to use this program. Internet Explorer and Firefox.



How to get to the Registration and Login Page
in the iSupplier Portal ...
Go to the website: nyc.gov/nychabusiness
Then, choose the “Business Tab” on top of the page

2 WYC Housing Authority - Windows Internet Explorer provided by New York Gty Housing Authority

@T\vléw Linye.gov/site/nychafindex,page j B X Ib P
Fle Edt View Favorites Tooks Hep
& Convert vﬁsdm

| Fevortes | Ml Mestng Schede -NVCHA £ IFORATION IGERA N... ) I Traing Courses .t Kehord ot . 2 Dy -NCT () The Onbuts g [2) he s Bog 2 Hone (?) £ Hone

NYC Housing Authority

il

| v Pagev Safety msn@v 2

NYC  NYC Housing Authority 311 Search all NYC.gov

Translate ¥V Text-Size

Search Q

o {
AUTHORITY
A About  Eligibiity  Residents  Section 8 M

LEARN MORE:

NextGeneration
NYCHA is a long-
term strategic plan
that details how
NYCHA will create
safe, clean, and
connected
communities for our
residents and
preserve NYC's
public housing
assets for the next
generation.

Safe, Clean, and Connected
Communities

|

| CTTT T Qi+ [ -

El @mdewamn... emmuﬁnﬂuﬂw- S_J B“ gm-mvﬁmm.‘d—;m-mvmm..| (N 5 ) By (o] @ ;.’zmﬁl




How to get to the Registration and Login Page

Choose “Selling to NYCHA”, then choose “iSupplier” in the
center of the page.
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Selling to NYCHA

NYCHA spends about a bilion dollars every year on goods and services for its residents. The
Minority & Wormen-Owned Supply Management Department oversees all procurement activifies.
Small Business

NYCHA hosts and participates in many vendor events to provide information about specific
procurement opportunities and to encourage businesses to paricipate in its procurement process.
Trainings are also available.

In order to participate in NYCHA's procurement opportunities, vendors, contractqa and consultants
must be registered with NYCHA's free, online procurement portal: iSupplier. h

Forinformation on vendor compliance requirements, visit our Vendors page.

Seling to NYCHA

Procurement Opportunities

To see nofices of bid opportunities on a day basis, vendors are encouraged to register with the
Development Proposals and iy Record.

Saleof Property Paint contractors must prequalify in order to paricipate in bidding on contracts for maintenance
painting of apartments.
Resident Senvices and NYCHA is committed to maximizing the participation of Minarity- and Women-owned Small Business
Opportuniies Enterprises (MWSBE) at all levels of its procurement process. Veterans are also encouraged to
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How to Register and How to Login;

Choose your options;

1) New Suppliers if you are newly registering with iSupplier.
2) Current NYCHA vendors who do business with NYCHA
already, needing to add an iSupplier account.

(3) Or; Login for existing iSupplier Vendors/Account holders.

[ WYCHA - Supplier Vendor Registration - Windows Intemet Explorer provided by New York Gty Housing Authority
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ISupplier Vendor Registration

In late 2009, NYCHA implemented a number of Oracle applications to hetter manage its
Minority & Women-Owned procurement processes. One of these applications is iSuaalier, NYCHA's free online procurement
Small Business portal. Vendors sesking to sell goods ang/o fo NYCHA must register on iSupplier

* New suppliers register in iSupplier ’
Selirg 1 NYCH : purren_t NYCHA suppliers and vendors with a NYCHA Supplier Number wh do not have an
iSupplier log-in ID and password
* Login for registered vendors
* iSupplier Portal Quick Guide for Registration

iSupplier Vendor
Registration

Procrement pporturies * Frequently Asked Questions

* Summary of NYCHA procurement opportunties

* For more complete access, including viewing atfachments and creating responses, please lo
Development Proposals and ito iSupp\ierp ‘ g fewng TESpOTRES. P d
Saleof Propery * To see notices of bid opportunities on a daily basis, vendors are encouraged to register with the

City Record. 4

Resident Senvices and Registering for iSupplier helps the environment by saving paper both for ine vendor and NYCHA,
Opportuniies and benefits vendors by streamining the procurment process. Registered vendors can:

* Submit their bids online

+ Ask written questions during the Q8A period
* Receive notices of bid amendments

* Manage their invoices

» Track the progress of fheir bid(s)

Prevailing Wage Initiative

Vendor Insurance ] ‘ ) )
Informaton (RiskWorks| Registered vendors may also obtain a paper copy of bid documents for $25 (cash, certified check

or money order) at NYCHA's procurement office located on the 6th floor at 90 Church St.
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The Login Screen....Your username and password are typed in here. If you do not sign in
over 45 days your password expires. To get login assistance click on the link beneath the
password field to follow the prompts for forgot password only. An email with a password
reset link is sent only to the registered email account . If you need to verify, add or change
your email account login username please email the changes you want along with your tax
id to the procurement inbox email address at procurement@nycha.nyc.gov. Please use

Firefox as a browser, as we have connectivity issues with other browsers.
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After logging into your account choose the “iSupplier Portal Full Access
Menu” Option.
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Choose the “Product & Services” option.

i Naigator v B Fa

General
Organization Name NYCHA DUNS Humber
Supplier Number 216789 Tax Regisiration Number
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we [ [se]

& show More Search Options
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Markview Title Type Description Category Last Updated By Last Updated Usage update Delete Publish to Catalog
No results found.
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Click the boxes that apply to your business. To cycle through the
whole list, choose the “next” button until you come to the end
of the list then hit “apply” when you are finished adding all the
appropriate commodity codes. That’s it your finished you can hit
home to get back to the home screen.
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HOW TO LOG INTO YOUR
ACCOUNT
AND
OBTAIN BID DOCUMENTS



When logged in (see pages 5 thru10), Choose under the Main Menu

the “Sourcing Supplier” menu option....... then “Sourcing’......then
“Sourcing Home Page” to get to the bidding portal.
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Under the “Search Open Negotiations Box, we want to choose “number” . .

. Then enter the

5 digit pin/negotiation/RFP/RFQ number in the box and then click “Go”...this will also ensure
that if there are amendments it will post all the amendments associated with the number. If
that’s the case click the latest amendment number and respond to all notices listed under

your acknowledgements.
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Click on the number and then click “go”. This will take you to the
informational portion of the RFQ. We are not ready to respond to the bid
yet. We first want to read all the information and obtain the documents.
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When you move your task bar down located on the right hand side of your screen
you will see all the documents listed on the bottom left portion of the screen.

If you see a “Next” button on the bottom right side of the screen this means there
are more documents to load. Just click “Next” to load any additional
documents.....

,-" RF{): 60681,1 - Windows Internet Explorer provided by New York City Housing Authority Jﬂﬂ
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HNotes and Attachments

Note to Suppliers Go to link in TIPS to download drawings.

¥TIP In order to obtain copies of oversized Construction Documents, Drawing and/or Plans, you can visit the 11th floor of 90 Church Street, New York, New York, or
click the following link, where you can download plans to a plotter or a flash drive. [NOTE: Not all bids contain oversized Construction Documents, Drawing and/or
Plans. Typically, only large construction or rehabilitation bids will. Please refer to the specific documents on which you plan to bid to see if these documents need
to be obtained.]: Oversized Construction Documents, Drawing and/or Plans
<) Previous |1-10 'I Next 10 (2

MarkView Title Type Description [Category |LastUpdated By  |LastUpdated |Usage  Update Delete
Attachment A File To Supplier  SKEETEW 28-Mar-2014 One-Time
\ Bid Proposal Face sheet File To Supplier ~ SKEETEW 28-Mar-2014 One-Time )
HUD General Conditions File To Supplier  SKEETEW 28-Mar-2014 One-Time . \
NYCHA SPECIAL CONDITIONS File To Supplier  SKEETEW 28-Mar-2014 One-Time V4
INSTRUCTIONS TO BIDDERS File To Supplier ~ SKEETEW 28-Mar-2014 One-Time
FORM OF PROPOSAL File To Supplier  SKEETEW 28-Mar-2014 One-Time
SPECIFICATIONS File To Supplier  SKEETEW 28-Mar-2014 One-Time
Cover.pdf File To Supplier  SKEETEW 28-Mar-2014 One-Time
Drawing Index.pdf File To Supplier  SKEETEW 28-Mar-2014 One-Time
Bid Bond File To Supplier  SKEETEW 28-Mar-2014 One-Time S
<) Previous m Next 10 (2| =

&
|Done |_ |_ |_ |_ |_ |_ |@ Internet | Protected Mode: Off ";ﬁ_' | H100% - 4
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Your document is open. Now save each document that you open to your
hard drive or flash drive and work with them offline. Once you have all
your documents you can log out of the portal. Prepare your documents,
then scan them into your computer as one PDF document and title the
document....to begin posting your bid in the next step.

gl Bid_Proposal_Face_Sheet{1].pdf (SECURED) - Adobe Acrobat -18] %]
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How to Respond to the Bid
and
Upload your Documents



When Responding to the Bid insert the 5 digit pin number in the “Search Open
Negotiation Box” remember to choose the “Number” option, then click “go”
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Choose the “Select” button also known as the “Radio Button” on the left side and
choose “Respond” above. This will allow you to begin to respond to the bid.
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The “Header” page will load. First answer ALL of the requirement questions. This is also
where you will add your attachments and upload your response bid documents/proposal.
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After you have answered your requirement questions, click the “Add Attachment”
box.
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Attachment type, choose “File”, then under “Title”, name your file. Click the
“Browse Box” to search on your computer for your uploaded and scanned Adobe
PDF files that are required in order to respond to the bid.
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Your file will upload, then click “Save”.
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You will receive a confirmation that the file is uploaded and you will see it loaded
online.
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The document you uploaded is attached. You can click on the title and open it to
view and you have the option to update it if there was a problem with your

attachment by clicking the “update” pencil or you have the option to “delete “the
document and re-attach another document in its place.
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Click on the “Save Daft” box. This will insure that if you get any interruptions

during your work process or have to log out your draft will be saved up to this
point.
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Click the tab labeled “Lines” to quote the monetary value of your proposal.
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Quote your dollar amount here. Numeric values only. Use only a decimal point to
differentiate between dollars and cents.

No symbols ($) or commas (, ) accepted. ( i.e. 275.50).
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Now we are at the finishing stages of the bid submission. After you enter your
quote amount, click “continue”.

."f Create Quote: 5853002 (RF( 60473) - Windows Internet Explorer provided by New York Gity Housing Authority

@i_—: 7 |g, https://webdba12.nycha.info/0A_HTML/OA. jsp?page =/oraclz/apps/pon respanse creation/webi/ponResponseP G, ri=3968app="%78%21%21t6wa62 'rJ

Rl X ||.F Bing R=
v convert - [ Select

< 7 Favorites ‘ &  Delay verify -NYCT (=) The Ombuds Blag Governme... (=] The Ombuds Blog Gavernment & Home (2) & | Home

é Create Quote: 5853002 (RFQ 60473)

Py~ B) - o= - Page~ Safety~ Tods~ @ 7

Negatiations =  Active Negotiations >
Create Quote: 5853002 (RFQ 60473)

Cancel Revert to Active Quote View RFQ

Quote By Spreadsheet | | Save Draft | Continue |
Title SCO-Bathroom Cabinets Time Left 699 days 7 hours
Close Date 02-Mar-2016 19:22:41
Header | Lines
RFQ Currency USD Quote Currency USD
Price Precision Any
Power Quote % Recalculate
Line Update Rank Start Price Target Price Quote Price Unit Estimated Quantity Target Minimum Release Amount
13 Class Award 1 Sealed
1.1 CABINET L/H, BATH... & sealed 275 EACH 1,500
1.2 CABINET R/H, BATH... /' Sedled 275 EACH 1,500

@ Indicates more infarmation requested. Click the Update icon.

Cancel | Revert to Active Quote | View RFQ | Quote By Spreadsheet | Save Draft | Continue |

| Itemet | Protected Mode: Off

https:/fwebdba 12.mycha.info/OA_HTML/O. ispApage=forade/apps fpan/espanse creation iebuifporResponsePGR.ri=1968app=r4TB%21%2t06nE2 Y | | | | | [Fas[®w% - 4
GRIo@@D o

r}shlrt L(e Create Quote: 585... u:TLJ a“ I._Jj I.nbcx-)ﬁm‘\’our\g@‘..| @ iSupplier Quick Guide ... s

You may want to review everything before you submit it, so click on Validate, review all items, then
click on “Printable View”. This will translate everything you input into a contract document and will be
your binding document and a record of your submission document for this particular bid. Click
“Printable View” this will take a few moments to load into a PDF document. Save it.
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The final step in submitting your bid.

Click the “Submit” button. That is it ...you are finished! Once you get a confirmation, you
have successfully submitted your bid. Print the confirmation page.

fj Create Quote 5969023: Review and Submit (RFQ 60681,1) - Windows Internet Explorer provided by New York Gity Housing Authority
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Header
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How to check
the NYCHA website for
open bids



How to check the NYCHA Website for Bid
Opportunities without being logged into your
account

This is an independent step not requiring you to be logged in.

Go to the website: www.nyc.gov/nychabusiness, then choose the

Business Tab on top, then on the left hand side choose “Procurement
Opportunities”, then in the center of the page, choose “View
Procurement Opportunities”.

22 NYCHA - Procurement Opportunties - Windows Intemet Explorer provided by flew York Gity Housing Authority
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Registration

Procurement Opportunities

To learn more about current procurement opportunities with the New York City Housing Authority,

Minority & Women-Owned click on a category below. You may also access our procurement notices on The City Record
Small Business website.
View procurement opportunities
Selling to NYCHA
‘ Procurement Opportunities Invitation for Bids

Issue Date: 04-24-2015

Development Proposals ang D€ Date 06-03-2015, 300pm.—

Sale of Property Type of Solicitation: Invitation for Bid
Description: Invitation for Bids - PRIMARY/EXCESS GENERAL, AUTOMOBILE, NON-OWNED &
HIRED AUTOMOBILE, EMPLOYEE BENEFITS (CLAIMS MADE) LIABILITY INSURANCE.

Resident Services and
Opportunities

Issue Date:04-24-2015

Due Date: 06-03-2015, 3:00p.m.

Type of Solicitation: Invitation for Bid

Prevailing Wage Iniizive Description: Invitation for Bids - PUBLIC OFFICIALS/EMPLOYMENT PRACTICES LIABILITY
INSURANCE.

Vendor Insurance
[nformation (RiskWorks)

Store Leasing
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http://www.nyc.gov/nychabusiness

Go to the “Status” box and choose the status you want “Active”,(e.i. “Closed”, Awarded).
Then click “Go”.

> Abstracts - Windows Internet Explorer provided by New York City Housing Authos
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Preview
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iSupplier application.

Closed
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2. To log into the NYCHA iSupplier application, navigate to the Doing Business with NYCHA website Cancelled

3. To change the way RFQs are displayed, select a different value in the Status drop-down list {i.e., All, Active, Cancelled, etc_) and then click on the Go button.
4. To sort data for improved viewing, you may click on the Megotiation Number, Title, and Sourcing Type column headings.

5. The following is a legend describing the NYCHA buying group acronyms found in RFQ Titles:

GSD = General Services Department (i.e_, Building Maintenance Senices, IT Senices, Senices related to Community Centers and Management Senices).

SCO = Supply Chain Operations (i.e., Building Supplies, Electrical Supplies, Plumbing Supplies and other Goods).
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The Negotiation number on your left is your 5 digit Pin number also referred to as your
RFQ/RFP number. The Eyeglasses on your right allows you to view the PDF version of
the information of what you would see if you were logged into the iSupplier Portal. This
will only give you information to see if you are interested in this bidding opportunity.
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60496 SMD_Maintenance Painting of Apt. - Polo Grounds Towers - Manhattan APT PAINTING CONTRACTORS RFQ 06-MAR-2014 07-APR-2014 —
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00:00:00 10:30:00
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How To Register Your Business
Classification in the Portal




IF THIS IS A BUSINESS AT LEAST FIFTY-ONE PERCENT (51%) OWNED,
CONTROLLED AND OPERATED BY (OR IN THE CASE OF A PUBLICLY
OWNED BUSINESS AT LEAST FIFTY ONE PERCENT (51%) OF THE STOCK
IS OWNED BY) CITIZENS OR PERMANENT RESIDENT ALIENS WHO ARE
(PLEASE CHECK ALL THAT APPLY)

ASIAN= ASIAN AND PACIFIC ISLANDER AMERICAN PERSONS HAVING ORIGINS IN ANY
OF THE FAR EAST COUNTRIES, SOUTH EAST ASIA, THE INDIAN SUBCONTINENT OR
THE PACIFIC ISLANDS

BLACK= BLACK PERSONS HAVING ORIGINS IN ANY OF THE BLACK AFRICAN RACIAL
GROUPS

HASIDIC JEW

HISPANIC= HISPANIC PERSONS OF MEXICAN, PUERTO RICAN, DOMINICAN, CUBAN,
CENTRAL OR SOUTH AMERICAN DESCENT OF EITHER INDIAN OR HISPANIC ORIGIN,
REGARDLESS OF RACE

NATIVE AMERICAN= NATIVE AMERICAN OR ALASKAN NATIVE PERSONS HAVING
ORIGINS IN ANY OF THE ORIGINAL PEOPLES OF NORTH AMERICA

WOMEN

If this business is certified by a Government Agency, Authority or
Private Organization as Minority-owned, Women-owned and/or Small
Business Enterprise, please attach a copy of all certifications.

VETERAN-OWNED BUSINESS = Refers to a business that is at least 51%
owned by one or more Veterans, or in the case of any publicly owned
business, not less than 51% of the stock MUST BE owned by one or
more Veterans; the management and daily business operations ALSO
MUST BE controlled by one or more Veterans. If Certified by a
Government Agency, please attach a copy of a copy of all such
certification(s). If you have a Department of Defense Form 214 (DD
214), please attach.

See the next page . . .



After you log in, Choose under the Main Menu the “iSupplier Portal Full
Access” menu option...to get to the Administration functions of the portal.

2 Oracle Applications Home Page - Windows Inkernet Exporer provided by New York Gty Housing Authority
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Choose the “Admin” tab

[ Supplier Portak Home Page - Windows Internet Explrer provided by New York Gty Housing Authority
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Choose Business Classification Link — once you are in the
business classification section, click the classification that
applys to your company and “Save

/‘ Business Classfications - Windows Intemet Explorer provided by New Yotk Gity Housing Authority
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How to get your bid results and view your ranking order in the bid
you participated in

After you log in to your iSupplier Account, Go to the menu option under
"Sourcing Supplier, Sourcing, Sourcing Home page" -- on the right
hand side, click the box that says "Full list" . . . choose the number of
the bid from the list - - -

a (5 digit number), then choose on the right to that number, correlating
to the bid under "Monitor" by clicking the square box displaying like a
grid, if the bid was unsealed it will display in yellow. This should list
your ranking order number that you are in this particular bid.

If the Bid Clerk has unsealed the bid you will find the number
associated with your bid on the list as active. [f it is not displaying as
active under your list the bid representative might not have unsealed it
yet. Please wait and check back. In two weeks after the bid closes, If
the monitor is still not displayed in yellow, please email the bid
representative to unseal the bid. if it has been past two weeks since
close of bid. Mark.allen@nycha.nyc.gov copying your request to the
Procurement inbox at procurement@nycha.nyc.gov

Proceed to next 3 pages for screen shots steps.



mailto:Mark.allen@nycha.nyc.gov
mailto:procurement@nycha.nyc.gov

Log in to your profile by following pages 5-10
for assistance. Then follow below steps for
how to get to the Active and Draft Responses

2 0rade Applications Home Page - Windows Internet Explorer provided by New York City Housing Authority
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Your Active and Draft Responses Page

2 Hegatiations Home - Windows Intermet Explorer provided by New York City Housing Authority
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To contact the
Procurement Department
for ISupplier support
please email us at
procurement@nycha.nyc.qgov
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