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 Outcomes  

 

 

This eLearning module will enable you to: 

 Locate bidding opportunities 

 Respond to open invitations 

 Create and submit a bid (Sourcing Event) 

 Respond to amendments 
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 Locating Procurement Opportunities with NYCHA 

Buying Groups  

 

 

To properly manage the procurement process, the New York City Housing Authority has 
assigned responsibility of the numerous procurement needs to, primarily, three buying 
groups: 

1. Capital Projects Division (CPD) 

2. General Services Department (GSD) 

3. Supply Chain Operations (SCO) 

 

Housing Authority Requests for Quotations (RFQ) are coded with the buying groups’ 
acronym (CPD, GSD, or SCO) as a prefix.  When searching for procurement 
opportunities for specific commodities or services, search for those with the prefix of the 
appropriate buying group acronym. 
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 Viewing NYCHA’s Procurement Notices  

 

 

View listings of bid opportunities to supply products or services to the New York City 
Housing Authority. Select the 'procurement notices can also be found here' link to view 
current procurement notices. 
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 NYCHA Procurement Opportunities Screen  

 

 

The Procurement Opportunities screen provides a brief summary of New York City 
Housing Authority Procurement Opportunities.   

For more complete access, including viewing attachments and creating responses, 
please log into the iSupplier portal.  

To change the way RFQs are displayed, select a different value in the Status drop-down 
list. Click the Go button to process your request.  

To sort data for improved viewing, select the Negotiation Number, Title, or Sourcing 
Type column headings. Click the Go button to process your request.  
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 Searching Bid Opportunities  

 

 

Scroll through the bid opportunities on the Procurement Opportunities screen. To view a 
brief summary PDF file for a Negotiation Number, select the corresponding Search icon 
(eyeglasses) in the Details column.  
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 Viewing a Selected Abstract  

 

 

In the Form Details Abstract screen for an RFQ, select the PDF file link to view a short 
abstract of the selected negotiation number.  

If you are interested in a negotiation, print the PDF file or copy the negotiation number.  

To obtain the full documentation for a negotiation, log in to iSupplier, or pick up a 
package at the Housing Authority (this requires a fee).  

Select the Return to Abstracts link to view the Abstracts list. 

Select the Login button to go to the iSupplier Login page. 
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Searching for a Particular Bid  

 

 

To search for a Specific Bid, search Open Negotiations by Title, Number, Contact, 
Category, Line, or Event. 

This example shows searching by a specific Negotiation Number. 
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Selecting a Negotiation Number  

 

 

To open the desired negotiation number: Click the Number link to review the selected 
Negotiation.  
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 Bidding Opportunities Summary 

 

 

Summary: Locating Bidding Opportunities include 

 NYCHA Procurement Notices link on NYCHA’s website (PDF Abstract) 

 NYCHA iSupplier Portal (Registered Users have access to full Sourcing Events.)  
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Open Invitations 

Receiving Open Invitations  

 

 

Find these under Your Company’s Open Invitations. Buyers have the option to invite 
selected suppliers to a Sourcing Event and may use your Profile Management: Products 
and Services selections to add you to a list of vendors receiving invitations to their 
sourcing events.  

To open an invitation, click a Negotiation Number link. 
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Open Invitations Acknowledgement 

 

 

Negotiations listed under Your Company’s Open Invitations can be acknowledged in 
iSupplier.  You may acknowledge ‘Yes’ or ‘No’. Acknowledging Participation to Open 
Invitations is optional. You may create a quote without acknowledging participation in an 
open invitation. 

Another way to respond to an Open Invitation is through the Sourcing Event’s Actions 
drop-down list. Selecting Acknowledge Participation and clicking 'Go': 

 Allows a Supplier to inform the Housing Authority they are planning to submit a 
quote;  

 Initiates the bid response process;  

 Enables a Supplier to communicate with the Housing Authority;  

 Displays a PDF file of the sourcing event (not including attachments);  

 Exports sourcing event information to an Excel spreadsheet. 
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 Acknowledge Participation Screen  

 

 

To acknowledge participation, select the ‘Yes’ button in the Acknowledge Participation 
Screen following the question: ‘Will your company participate?’ 

Your next step is to review this negotiation number. 

If your company’s answer is ‘No’, kindly place a message in the ‘Note to Buyer’ text box. 

To Acknowledge Participation in this sourcing event, click the Apply button. 
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Responding to Open Invitations Summary 

 

 

 

 Negotiations listed under Your Company’s Open Invitations can be 
acknowledged in iSupplier.  

 You may acknowledge ‘Yes’ or ‘No’. 

 Acknowledging Participation to Open Invitations is optional.   

 You may create a quote without acknowledging participation in an open 
invitation. 
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Creating and Submitting a Bid (Sourcing Event) 

Reviewing the Negotiation   

 

 

Review the entire negotiation, selecting and viewing each of the 4 tabs: 

Header, Lines, Controls, and Contract Terms. 

 



NYCHA iSupplier Portal – Supplier Bid Submission 

 

Page 18 of 38 

Reviewing Notes & Attachments  

 

 

Please note: Each Sourcing Event requires different attachments, attributes, and lines. 

Tip: Underlined text is a hyperlink. Select it for additional information. 
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Select Create Quote  

 

 

If you wish to pursue the negotiation, select 'Create Quote' in the Actions drop-down list, 

then click the 'Go' button. 
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Agree to iSupplier Portal Terms 

 

 

In order to submit a bid through iSupplier, you must agree to the terms and conditions of 
the iSupplier portal.  Review the Terms and Conditions for online bid submission with the 
NYCHA iSupplier Portal, and press the “Accept” button, if you agree.  

These terms and conditions are only for the NYCHA iSupplier Portal. There are separate 
terms and conditions for the actual Sourcing Event.  
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Negotiations Navigation  

 

 

Cancel button: Cancels the create a quote process. 

View RFQ button: Allows you to view the RFQ in a new window. 

Quote by Spreadsheet button: Opens a screen for exporting RFQ data to a spreadsheet  
for editing and importing your spreadsheet back into the quote. 

Save Draft: Allows you to save your work on a quote without submitting it to the Housing 
Authority. 

Continue: Moves you forward in the ‘Create a Quote’ process. 
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Adding Attachments to a Quote 

 

 

Each negotiation states which attachments are required. Each required attachment must 
be attached as a separate document, with a unique name that identifies the document 
as a particular type.  
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Requirements & Attributes 

 

 

Requirements are questions the Supplier must answer. Complete all open fields in this 
section. Each negotiation states which requirements are required. Each requirement 
requires a separate response. Requirement types, whether Required or Optional, are 
entered into the Quote Value column.   
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Bid Factor Quotes 

Calculating a Bid Factor  

 

 

Your Quote Price divided by the Target Price = the Bid Factor 

Bid Factor x 100 = % 

 

Example: If the target price provided by NYCHA for a given line item is $200 and your 
quote price for the same line item is $170, enter the bid factor .8500.  

Target Price = $200 

Your Quote Price = $170 

170/200 = 0.8500 

 

This bid factor must remain the same for every line item in a bid requiring a bid factor. 
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Entering Your Bid Factor Calculations  

 

 

For the Requirement: What is your bid factor?   

The bid factor is a single numeric figure, specified to 4 significant digits of decimal place. 
Enter the bid factor into the Quote Value field in the Requirement/Attribute Section.  

The bid factor represents the single percentage to apply to all lines of a quote. The 
individual line item quote prices based on the bid factor are entered into the fields in the 
Quote Price column. The supplier should base their pricing on a factor of these target 
prices. This factor has to remain the same across all line items in the bid.  
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Entering a Quote Price in Lines – Quote Price Column 

 

 

There are 2 ways to enter quote prices: 

1. Manually for each line 

2. Importing the spreadsheet using the Quote by Spreadsheet button. 

To enter the Quote Price from an Excel spreadsheet, you must select the Quote By 
Spreadsheet button. Enter your company’s price in the Quote Price column for each line, 
where required. You must always enter the quote price. Adding a spreadsheet as an 
attachment will not populate the Quote Price for each line. 
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Updating Lines  

 

 

Updating Lines 

The Red spherical icon indicates that more information is requested. To enter the 
requested information, select the Update icon (Pencil) in the Update column.   
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Updating Line Details  

 

 

Updating Line Details 

Enter requested information to update the line and click the Apply button to continue. 
Repeat for each line, where required. 
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Reviewing & Submitting a Quote 

 

 

Carefully review your quote. When you are sure all information is correct select the 
'Submit' button.  

1. If the Sourcing Event requires a bid bond, the supplier can still submit the bid 
response online, but they will also be required to drop off the certified check at the New 
York City Housing Authority prior to the bid opening. 

2. If a supplier submits more than 1 quote for the same negotiation, only the last quote 
submitted will be considered during the bid award. 

Upon pressing “Submit”, the bid will be officially submitted to NYCHA.  
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Receive Confirmation for Quote  

 

 

This is an online acknowledgement that the New York City Housing Authority has 
received the company’s official quote. After the Sourcing Event close date and time, the 
New York City Housing Authority holds a bid opening meeting to read out all bid 
responses that were submitted online or via hardcopy. The bids will then be tabulated in 
the system, evaluated, and awarded. Vendors may attend bid opening meetings. 
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Summary: Creating and Submitting a Bid  

 

 

Summary: Creating and submitting a Quote (Sourcing Event) includes: 

 Creating a Quote 

 Adding Requested Attachments 

 Entering Attributes 

 Entering Line Details 

 Reviewing your Quote 

 Submitting your Quote 
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Responding to Amendments 

Viewing Your Active and Draft Responses  

 

 

This is a view of your active and draft responses on the iSupplier Sourcing Home Page. 
To view all your company’s responses, select the Full List button.  

An Active Response is a quote that has been submitted to NYCHA.  

A Draft Response is a quote that has been saved in iSupplier but not submitted to 
NYCHA. 

An amendment to a Sourcing Event will be indicated by a warning triangle symbol 
beside the Response Number in the ‘Your Active and Draft Responses’ section of the 
Sourcing Home page.  

Click the Response Number link to view the amended Sourcing Event. 
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Amended Sourcing Event Warning Notice  

 

 

Amended Sourcing Events contain a warning message: ‘Negotiation # has amendments 
that require your acknowledgement.  Do you want to proceed?” 

Read the message and select ‘Yes’ to proceed. Participating suppliers are required to 
acknowledge the amendments, make any necessary changes to their quote, and 
resubmit it.   
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Acknowledging an Amendment  

 

 

Steps to acknowledge an Amendment: 

1. Review the amended Sourcing Event. 

2. Click in the box to agree that 

 “I have read the terms and conditions below and acknowledge amendment RFQ 
[Sourcing Event Number].” 

Check this box to agree to the terms and conditions. 

3. Press the “Acknowledge” button. An amendment may or may not require changes to a 
bid, but the quote must be resubmitted.  
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Amended Negotiation Confirmation  

 

 

Select ‘Yes’ to proceed with your response to the negotiation. If you already responded 
to a negotiation, you are required to resubmit your response, to ensure that your 
response complies with the changes in the amended negotiation.  

NYCHA iSupplier Confirmation message: 

“All amendments of Negotiation # have been acknowledged successfully. You may now 
respond to the negotiation. Do you want to proceed?”  

Select ‘Yes’ to proceed with your response to the negotiation. 

The Create a Quote screen appears. 
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Creating an Amended Negotiation Quote  

 

 

The Create Quote form for the amended negotiation quote is populated with your 
submitted data.  Make any necessary changes. Review the updated bid. Click Continue, 
make any necessary changes, and submit the new quote by selecting the 'Submit' 
button. Receive Confirmation for submitting the updated bid. 
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Amending a Negotiation Summary 

 

 

Summary: Amending a Negotiation 

 Reviewing and Acknowledging an Amendment 

 Resubmitting a Quote 
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