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Outcomes

Outcomes i

This eLearning module will enable you to:

» Register for New York City Housing
Authority’s iSupplier Portal and use
iISupplier to:

» Manage your company’s
information.

» View your company’s orders,
shipments and account status.

This e-Learning module will enable you to:

Register for New York City Housing Authority's iSupplier Portal and use iSupplier to:
e Manage your company’s information.
e View your company's orders, shipments, and account status.
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Welcome

Welcome to iSupplier o

Doing Business With NYCHA

Selling Goods and Services to NYCHA

Welcome to iSupplier - NYCHA's free vendor communication portal. iSupplier allows
contractors and consultants to view NYCHA's procurement opportunities, submit your
bid responses, and keep current on your invoice status.

Welcome to iSupplier, New York City Housing Authority’s free vendor communication
portal. The iSupplier Portal is a web-based tool that structures all communication
between the New York City Housing Authority and suppliers through a secure internet
portal with online purchase order collaboration and paperless fulfillment. iSupplier
allows contractors and consultants to view the Authority's procurement opportunities,
submit bid responses, and keep current on invoice status. To get started doing business
with the New York City Housing Authority using the iSupplier Portal, you must first
register and become a user. Go to the Selling Goods and Services page on the Doing
Business tab of our website.
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Learn about iSupplier

Learn about iSupplier

b Selling Goods and Services to NYCHA
P Getting Started: Register or Lo
P Buving Groups and Commeditigz
P NYCHA Procurement Opportunities
P Frequently Asked Questions rIFA]G‘I
P Contact Us

b iSupplier Training for Vendors

-in

Before beginning the iSupplier registration process, learn more about iSupplier and how
the New York City Housing Authority procures goods and services, using the helpful
links on the Selling Goods and Services to NYCHA page on the Doing Business tab of

our website.
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iSupplier Registration

Registration Links

Registration Links &

Register or log-in

b If vour cempany has never done business with NYCHA, vou must first register vour
company with NYCHA. Click here for New Registration

b If you have previously done business with NYCHA, but have not yet logged-in to
Supplier, please Click here to Request Log-in ID.

Registration Links are located on the Getting Started: Register or Log-in page of the
New York City Housing Authority website. If your company has never done business
with the New York City Housing Authority, you must first register your company, using
the New Registration link. If you have previously done business with the New York City
Housing Authority but have not yet logged into iSupplier, request a log-in ID, using the
Request Log-In ID link.
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For New Suppliers

For New Suppliers

Supplier Ragistratian
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4 |md catzs requires field
C.l:lll'pa ny Dt il
Crtar the catails “r your company and arovide an address that s suilable for racening =Q cocumants
» Conpany Mame

Enles Hams UPPEF. Cass Plres

= FEIN ¢/ BEM & Digits [no deghes)
DUMNS Mamber

& Addirass MNaime = il Tour AL oizal Ty

Prosdia a sotahle miledname far tha Ao vaa l':|_II_II'_'_L'

Country | United Staues v i
= Steie/Region
= Address a

Prenince

= Puostal Goda
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When suppliers new to the New York City Housing Authority fill out and submit the
Supplier Registration form, and the form is approved, their company will be assigned a
New York City Housing Authority Supplier Number and the individual applicant will
receive their User access for the iSupplier portal.

Once your company receives a supplier number, employees requiring iSupplier access
for your company should request a Log-in ID and follow the procedure for current
suppliers.
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Registration Steps

Registration Steps

Registration steps for suppliers new to NYCHA:

1. Complete the New Supplier Registration Form and
press 'Register’ to submit.

2. Receive an online acknowledgement of request.

Receive email confirmation for submitting the
company registration farm.

L

4, Following approval, receive email with iSupplier
Username and temporary password.

Here are the registration steps for suppliers new to the New York City Housing Authority.
1. Complete the New Supplier Registration Form and press 'Register' to submit.

2. Receive an online acknowledgement of request.

3. Receive email confirmation for submitting the company registration form.

4. Following approval, receive email with iSupplier Username and temporary password.
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For Current Suppliers

For Current Suppliers &

Request Log-In Identification

Register here to obtain a leg in ID that will enable you to access iSupplier, NYCHA's bid
hosting system. After your registration is processed you will receive an emai
containing your log-in 1D from NYCHA.

If vou have any questions, please e-mail us at procurement@nycha.nyc.gov

.

= These Fields are required.

Business
Hame™:

TIN/SSN™:

For Current New York City Housing Authority suppliers and vendors with a New York
City Housing Authority Supplier Number, here are the steps to get your iSupplier Log-In
ID:

1. Complete and submit the ‘Request Log-In Identification’ form.

2. Receive online acknowledgement of request.

3. Receive email confirmation of request. Please allow 2 business days for processing.
4. Receive email with iSupplier Username and temporary password.
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Registration Confirmation

Registration Confirmation &

Subject: FYI: New York City Housing Authority Supplier Collaboration Network: Confirmation of Registration

Ygu have been registered at New York City Housing Authority for access lo their suppher collaboration network. You can
on with the usemame YOUR.NAME@COMPANY.COM and the password PASSWORD.

Receiving the New York City Housing Authority Registration Confirmation email confirms
your access to the New York City Housing Authority iSupplier portal. The message
instructs you how to log on to iSupplier, and how to best use the system.

To make best use of the New York City Housing Authority iSupplier portal, update your
administrative information when you first log on. Completing the Products/Services and
Business Classification sections are especially important, since the Authority identifies
relevant suppliers for Sourcing Events based on these specifications.
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Logging in to iSupplier

Log-in Link

Log-in Link o

Register or log-in

P If your company has never done business with NYCHA, you must first register your
company with NYCHA. Click here for New Registration

b If you have previously done business with NYCHA, but have not yet logged-in to
iSupplier, please Click here to Reguest Log-in ID.

» Returning iSupplier us Log-in Here
NOTE: The FEE[: ier link has E"anged. Please update your bookmark

To log on to the NYCHA iSupplier Portal, select the log on link in your Registration
Approval e-mail.

Or

On the Doing Business tab of our website, go to the 'Getting Started' page and select the
'Returning iSupplier users Log-in Here' link.
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Login Screen

Login Screen o

e ..,% “Uscr Name l'laﬁe@-f.:l:llnﬂn:-. com
= A [measnpia: wichasljamas.cmith}

Passweord o o prane |

Accessibibty hoas

select a Language:
English

Use the iSupplier Login Screen to log in to the New York City Housing Authority
iSupplier portal.

Here are the steps for logging on to iSupplier:

1. Enter your username. Your username is the email address that you previously
provided.

2. Enter your password. Use the temporary password provided in your confirmation
email, or if you changed the temporary password, your own password that replaced the
temporary password.

3. Click the ‘Login’ button.
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iSupplier Home Pages

Sourcing Supplier Home

Sourcing Supplier Home ®
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The Sourcing Supplier Home Page is the first screen you will see in the iSupplier portal.
It contains Your Active and Draft Responses area, for working with your bid responses,
and Your Company's Open Invitations area, for responding to invited bid requests.
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iSupplier Portal Home

iISupplier Portal Home Page
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Clicking the Home link takes you to this Home page containing: Worklist and Main Menu.

Worklist contains a summary of all the alerts you receive as a New York City Housing

Authority vendor. Drill down into purchase orders, sourcing events or documents using
direct links.

The Main Menu includes links to iSupplier Portal Full Access and Sourcing Supplier.
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iSupplier Portal Full Access

iSupplier Portal Full Access &
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Use the iSupplier Portal Full Access page to update your company information and
access purchase order, invoice or payment information.

To update your administrative information in the iSupplier Portal, click the Admin tab.
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Profile Management

Profile Management o
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The Profile Management area is the navigation panel on the left side of the screen. It
contains links to your iSupplier information. Review and update each section by clicking
the respective link.

To make best use of the iSupplier portal, update your administrative information when
you first log on.

Completing the Products/Services and Business Classification sections are especially
important, since the Authority identifies relevant suppliers for Sourcing Events based on
these specifications.
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Attaching Documents

Attaching Documents o
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In order to do business with the New York City Housing Authority, Suppliers must attach
form W-9 and any other documents that will help the Authority do business with your
company.

Use the Add Attachment button to upload your company documents to the iSupplier
Portal.

Following is step-by-step instructions for attaching a document.

When viewing the eLearning module, click the 'Show Me' button to view a quick demo
showing how to attach a document.
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Adding an Attachment

/= General - Microsoft Internet Explorer provided by New York City Housing Authority ['. E'E'

@; - |g, https: fiwebuat1 2, nycha.infolon_HT V| ﬂ | 1 | X | | il

File Edit ‘Wiew Fawvorites Tools  Help

%Cnnvert - @Select
w [@General l_l - B g - |k Page v () Tools -

b

E

Attachments

Search

Mote that the search is case insensitive
Title | 6o |
[+ Show More Search Options

Add Attachment...

Last Publish
Updated Last to
MarkView Title Type Description Category By Updated Usage Update Delete Catalog
Mo results
found.

| #
W

€D Internet # 100% -

Here are the steps to add an attachment in iSupplier.
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1. Select Add Attachment

/= General - Microsoft Internet Explorer provided by Mew York City Housing Authority |Z||E|[z|

@; - |g, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬂ | || X | 2~

File Edit ‘Wiew Faworites  Tools  Help

%Cunvert - @Select
W e [?General l_l - B - |k Page + () Tools - o

Attachments ] 5

Search

Mote that the sea is case insensitive
Title | || Go |
[ Show More Search Options

Add Attachmm\t". |

Last Publish

Updated Last to
MarkView Title Type Description Category By Updated Usage Update Delete Catalog
Mo results M
found.
W
< £
€0 Internet LTI

1. Select the Add Attachment button.
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2. Enter document summary information

= iSupplier Portal: Add Attachment - Microsoft Internet Explorer provided by Mew Yor.. : |E DZ
@;r - |E, https: ffwebuatl2 . nvcha.info/O8_HT V| % | *4 | [ 2| |Live Search |

File Edit ‘Wiew Faworites  Tools  Help

%Cunvert - Select

"1:? 'ﬁ? [@iSupplier Portal: Add Attachment l_l ﬁ w7 E_ﬂ @ b jpage - 5}} Tools -

|m iSupplier Portal

N Navigator v B Favorites w Home Logout Preferend

| Home | orders Shipments | Admin | Planning | Finance | Product | Intelligence
| Profile Management =5
Add Attachment

Cancel | Add Another | | Apply ]

Add | Desktop File/ Text/ I%Jr V|

Attachment Summary Information

Title | i |
Description | |
1< - I

[
[£

€0 Internet LTI

2. In the Add Attachment screen under Attachment Summary Information, enter
information about the document to be attached.
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2. Enter document summary information, continued

= iSupplier Portal: Add Attachment - Microsoft Internet Explorer provided by Mew Yor...
@;f - |g, https: ffwebuatl2 . nvcha.info/O8_HT V| % | || X |i..i\-'E! Search | P

File Edit ‘Wiew Faworites  Tools  Help

% Conwert . Select

"1:? 'ﬁf [ﬁlSuppller Portal: Add Attachment l l ﬁ a Eﬂ @ = @F‘age - ..f':il- Tools -

|m iSupplier Portal

N Navigator v B? Fayorites w Home Logout Preferend

Home | Orders | Shipments | Admin | Planning | Finance | Product | Intelligence
Profile Management
Add Attachment

Cancel | I Add Another | | Apply |

Add | Desktop File/ Text/ URL |

Attachment Summary Information

Title |Cnmpan*,f Dl:Thgmenﬂ |
Description | \ |

£

b3

i €0 Internet LTI
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2. Enter document summary information, continued

= iSupplier Portal: Add Attachment - Microsoft Internet Explorer provided by Mew Yor...
@;f - |g, https: ffwebuatl2 . nvcha.info/O8_HT V| % | || X |i..i\-'E! Search | P

File Edit ‘Wiew Faworites  Tools  Help

% Conwert . Select

"1:? 'ﬁf [ﬁlSuppller Portal: Add Attachment l l ﬁ a Eﬂ @ = @F‘age - ..f':il- Tools -

|m iSupplier Portal

N Navigator v B? Fayorites w Home Logout Preferend

Home | Orders | Shipments | Admin | Planning | Finance | Product | Intelligence
Profile Management
Add Attachment

Cancel | I Add Another | | Apply |

Add | Desktop File/ Text/ URL |+

Attachment Summary Information

Title |Cnmpan*,f Document |

Description | |
i A |

[
[£

€0 Internet LTI
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2. Enter document summary information, continued

- iSupplier Portal: Add Attachment - Microsoft Internet Explorer provided by Mew Yor...

—

- |ﬁ, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬁ | 4| X |x

| =9
ot

File Edit ‘Wiew Faworites  Tools  Help
%Cunvert - Select

"ﬂf ake [ﬁiSupplier Partal: Add attachment l l ﬁ - B E:A = |-._._,‘-37F‘age - Q,I' Toals -
- IU“IJIJIIHI B %l AN
. Mavigator v B Favorites w Home Logout Prefereng

Shipments Planning | Finance Intelligence
Profile Management
Add Attachment

| Cancel | [ Add Another | Apply | =

Add | Desktop File/ Text/ URL

Attachment Summary Information

Title |Company Document

Description

0 Internet
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2. Enter document summary information, continued

- iSupplier Portal: Add Attachment - Microsoft Internet Explorer provided by Mew Yor...

—

- |ﬁ, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬁ | 4| X |x

| =9
ot

File Edit ‘Wiew Faworites  Tools  Help
%Cunvert - Select

"ﬂf ake [ﬁiSupplier Partal: Add attachment l l ﬁ - B E:A = |-._._,‘-37F‘age - Q,I' Toals -
- IU“IJIJIIHI B %l AN
. Mavigator v B Favorites w Home Logout Prefereng

Shipments Planning | Finance Intelligence
Profile Management
Add Attachment

| Cancel | [ Add Another | Apply | =

Add | Desktop File/ Text/ URL

Attachment Summary Information

Title |Company Document

Description | Financial infol

0 Internet
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2. Enter document summary information, continued

- iSupplier Portal: Add Attachment - Microsoft Internet Explorer provided by Mew Yor...

—

- |ﬁ, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬁ | 4| X |x

| =9
ot

File Edit ‘Wiew Faworites  Tools  Help
%Cunvert - Select

"ﬂf ake [ﬁiSupplier Partal: Add attachment l l ﬁ - B E:A = |-._._,‘-37F‘age - Q,I' Toals -
- IU“IJIJIIHI B %l AN
. Mavigator v B Favorites w Home Logout Prefereng

Shipments Planning | Finance Intelligence
Profile Management
Add Attachment

| Cancel | [ Add Another | Apply | =

Add | Desktop File/ Text/ URL

Attachment Summary Information

Title |Company Document

Description | Financial infol

0 Internet
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2. Enter document summary information, continued

2 i5upplier Portal: Add Attachment - Microsoft Internet Explorer provided by New Yor...

@ ﬂ- - |ﬁ, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬁ | || X |

S

File Edit ‘Wiew Faworites  Tools  Help
%Cunvert - Select

'i:f '1£? [ﬁiSupplier Portal: Add Attachment

Add Attachment

| cancel | | Add Another | | Apply |

Add |Desktn:up File/ Text/ URL |

Attachment Summary Information

Title |[Company Document

Description | Financial info

Category | From Supplier #

@ Internet
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2. Enter document summary information, continued

2 i5upplier Portal: Add Attachment - Microsoft Internet Explorer provided by New Yor... |Z||E|[g|
@ 3 - |g, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬁ | || X | | 2~

.\*: A

File Edit ‘Wiew Faworites  Tools  Help

%Cunvert - @Select

'i:? 'ﬁ? [ﬁiSupplier Portal: Add Attachment l l ﬁ a E] Eé.:l = |;,§"Page - ’l: Tools -

ol

Profile Management 25
Add Attachment

Cancel | | Add Another | Apply |

Add | Desktop File/ Text/ URL '+

Attachment Summary Information

Title |Company Document T

Description | Financial infol

Category | From Supplier

NDefine Aftachment b
£ | ¥

€0 Internet LTI
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2. Enter document summary information, continued

2 i5upplier Portal: Add Attachment - Microsoft Internet Explorer provided by New Yor... |Z||E|[g|
@ 3 - |g, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬁ | || X | | 2~

.\*: A

File Edit ‘Wiew Faworites  Tools  Help

%Cunvert - @Select

'i:? 'ﬁ? ?iSupplier Portal: Add Attachment l l ﬁ a E] Eé.:l = |;,§"Page - ’l: Tools -

AU AL TTITTETIC

ol

o
Cancel | | Add Another | Apply | |

Add | Desktop File/ Text/ URL |+

Attachment Summary Information

Title |[Company Document

Description | Financial info

Category | From Supplier |»

Define Attachment

Tuna (M Eila | Il Browes | b

| #
W

€0 Internet LTI
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3. Select Browse

2 i5upplier Portal: Add Attachment - Microsoft Internet Explorer provided by New Yor... |Z|

|
@ ) - |g, https: ffwebuat1Z, nycha.infofon_HT V| ﬁ | || X | S|

.\*: A

File Edit ‘Wiew Faworites  Tools  Help
%Cunvert - Select

'i:? 'ﬁ? [ﬁiSupplier Portal: Add Attachment l l ﬁ a E] Eé.:l = |;,§"Page - ’}: Tools -

ol

LS
Add | Desktop File/ Text/ URL |+ =

Attachment Summary Information

Title |Company Document

Description | Financial infol

Category | From Supplier »

Define Attachment

Type ®@File | i i E!.cws@}_]
|

OURL |

| #
W

€0 Internet LTI

3. Select the Browse button to find the file to attach.
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4. Select Document

/" iSupplier Portal; Add Attachment - Microsoft Internet Explorer provided by New Yaor... [ |[][X]

"- Choose file

)] i

le Look in: Il-ﬂ Company Documents _vj = ﬁi v

C -
E’m | a @CDI‘HDEH'};‘ F

ky Recent
Diocuments

&

Desktop

by Documents

-

My Computer -
winern on B

imancial Skatement £

m

kA Metwork Fil= namme:
Flaces
Filez of type:

[

| - pEfi

| & Files = | Cancel | v
o

4. Select the document to attach.

€0 Internst F o100 -
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5. Select Open

/" iSupplier Portal; Add Attachment - Microsoft Internet Explorer provided by New Yor... [ [ |[X]

€] Choose file % ['E| _ i'i

«| B

ky Recent
Diocuments

2
&

Desktop

by Documents

-

My Computer -

winert o B
My Metwork. — File name: |I:|:|m|:|ar1j,I Financial Statement j Elpen: I
Flaces
Filez of type: I,-'.‘-.II Files [*7] _:I Cance | o
& b B2

€0 Internst F o100 -

5. Click the Open button.
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5. Select Open, continued

2 i5upplier Portal: Add Attachment - Microsoft Internet Explorer provided by New Yor... |._|

|
@ _H‘.- A |g, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬁ | || X & Seare | -

ey

File Edit ‘Wiew Faworites  Tools  Help
%Cunvert - Select

'i:? '1£? [ﬁiSupplier Portal: Add Attachment l l ﬁ a E] Eé.:l = |-_1;LF‘EII;|E - f},r Tools -

ol

LS
Add | Desktop File/ Text/ URL |+ =

Attachment Summary Information

Title |Company Document

Description | Financial info

Category | From Supplier »

Define Attachment

Type @ File ||:"'-.DEII2LII'I'IEI'I'[S and Settingswinern\Desktop\Company Dn:“ Browse... |
OURL | |

| #
W

€0 Internet LTI
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6. Select Apply

- iSupplier Portal: Add Attachment - Microsoft Internet Explorer provided by Mew Yor...

—

- |ﬁ, https: ffwebuatl2 . nvcha.info/O8_HT V| ﬁ | *4 | [ 2| |Live Search

| =9
ot

File Edit ‘Wiew Faworites  Tools  Help
%Cunvert - Select

"ﬂf 'ﬁ? [ﬁiSupplier Portal: Add Attachment l l ﬁ w7 Eﬂ E:A b jpage - Q,I- Tools -

ol

OURL | | &
CText

j Cancel . Add Another | | App

Home Orders Shipments Admin Planning Finance Product Intelligence Home Logout Prefipsmm
[ About this Page  Pnvacy Statement Copyrighi {c) 2006}

htkps: ffwebuatl 2 mvcha,infofOf_HTMLIOA, jspy 0 Internet

6. Select the Apply button.
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Attachment Confirmation

/= General - Microsoft Internet Explorer provided by Mew York City Housing Authority ._

\__/

@ |ﬁ, https: ffwebuatl2 . nvcha.info/O8_HT V|

File Edit ‘Wiew  Fawarites

%Cunvert - Select

Tools  Help

"ﬂf de [EGeneral

| mm

|""? X | |Live Search

[E3

o

l_l f- 8 dmh - |:kPage - {C) Tools ~

iSupplier Portal

. Mavigator v B Favorites v

Hnme Orders | Shipments | Admin | Planning | Finance | Product

I Profile Management

s General
+ Company Profile
o Organization

D Confirmation

Home Logout Preferends

Intelligence

Company Document attachment has been added successfully.

o Address Book General

o Contact Organization Name KEANE, INC.

Directory Supplier Humber 196271 Tax Rec

o Business ~ Alias

Classifications Parent Supplier Name Country of 4
< | 3B
Done €0 Internet H100% -

The Confirmation message appears confirming that your document was added

successfully.
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General

General

i rmagare e P rpeae

Finagwon | Prosdisct | Dvbolagenoe

DUNG Humbs
TaE Rgsraion Humbs
Tapeesr D (MRA37166
iy of s R iglryie
Al Atachment...
LETL A E] Ttk Typs Description  Cab Lt Ul b Beage  Update Daelets

P rersuks Tound,

C R T it = B ok~ Pege » ) ook

F E
|m i3upplier Portal

Pubdish 1o Catalog

The General page displays your general company information and attachments.
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Organization

Organization

W Ceperiation

="
m i Supplier Portal

N Magaice B raodes T
Hoome | Gralers | Shipments | Admin | Plansing | Frcsmoe | Progluct

Home Logod Prefeenss Duagnesbcs

i s v (D) el .

Frofie Managemenl
o iy Dirganical
®  Company Profile Canc Fave
Orgasiration O-LUHB-5 Namber Chief Exenunree Hame
el 2’ 2
% Sl Gl 4 HiagF Ewsciitid g
Eerectory Fromspal Hams
L R i
Cnafications vanr Fanblishad -
Froduc: B InConpe it Yl
Sanioes
Baniung Delak. Control Year
Fayrranr & ArREaER I AL
Irwdigang
FunvE
Tobal Epioyemn
Crponczaton Tea Conporate Tots
Organization Total Type - Cmparee Total Tyme -

The Organization screen displays your company’s organizational information. If you

make any additions or modifications to this screen, click the Save button to preserve
your changes.
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Address Book

s Gl
& Campamy Prafis
Drpenization
Bumsk

c hh]
freelii? t
LAPERE
Be-uang Datals
Poyment &
Tmvmicing

g A Bk,

P8 e

Address Book

iSupplier Portal

M usagmer T B fpoemas v

Addrais Bock
Creake

Address Hame - Atrrrss Oetails Coumtry

mMain O 100 CITY S ARE nmad Trarag

FFn 5

o iy B

Lridbed Slales

Homes Logoul Frlerenes

Hise Dnagnesbcs

Please list the addresses that the Housing Authority should use to contact your company
in the Address Book.

Examples include Main Office, showroom, warehouse, store, etc.

The default address is the address used to register with the New York City Housing

Authority.

To modify an address, click the Update icon.

To remove an address, click the Remove icon.

To create a new address listing, select the Create button.
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Contact Directory

Dirders
Prafia Managemant
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Brarg Lv- 15442, QM
CAHA, SoOTT Bl 3057088 X 3147
Frank Snm 2133788577
Frén Samid ZL2-Tr-a5Ts
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Sandip Shah R R TR H

Contact Directory

LG
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Anthany. Bangorn Skaane.com
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Bhe g EnsarEheand, oom
ACCOURTS_RECEIARLES PKEANE.COM
frani. snracibme g oo
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[Status
Current w
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Current v
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Curren;
Curren: v
Current W
Current
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| User Account e
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=
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The Contact Directory lists who NYCHA should contact at your company. Company
contacts are not necessarily NYCHA iSupplier Portal end-users.

If a company contact requires access to the NYCHA iSupplier Portal, they must submit
a Request Log-in ID form online for current NYCHA suppliers in order to set up their own
NYCHA iSupplier log-in ID and password.
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Business Classifications

Business Classifications

Slaipmrcn s | Aubiny | Plannaey | Fnaoce | Proded
Pruli: Hansygemml,

Buminasy [ isswhcabinnm

o Bosins Ol sl -3 i

m iSupplier Portal

n usagmer v B imomes v Home Logosd Hroleences Help

Lhagoslecs

s Page = L Towts -

+  Geneal
»  Compasy Frefls
Bzt
Ardriress Boal —
Cienlag
Dintclory LI cartify that T hares savvisevesnd Ui Classitacation Ll b0l thiry are Quirent and pooerale,
Bussirrss

tlassificatinms
Product & T Deve fors

SAPATES .
paciong [Rebeel
Prament &
= 5 ]
Suneys

J_:'Ia-uﬁnﬂm ; Apphcable  Minarity Typs Lartificals Mumber Cartifying Agency Lapiration Liate

Cancad Save

Cangal

Fawr

Check appropriate checkbox or boxes in the Applicable column for the relevant
Classification. If no classifications apply, please check 'NA'.

If your company is Minority Owned, Select the Minority Type.
Please enter Certificate Number, Certifying Agency, and Expiration Date, if available.

Always press the Save button after making your changes. You will receive a
confirmation screen stating that the information was saved.
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MWSBE

MWSBE

NYCHA maintains a directory of Minority-owned,
Women-owned, and Small Business Enterprises
(MWSBE).

Members receive:

»Invitations to NYCHA procurement events
»E-mail notifications of bid notices
»MNotification of MWSBE procurement events

For further information go to:
http: //fwww.nyc.gov/html/nycha/html/business/mwsbe.shtml

The New York City Housing Authority maintains a directory of Minority-owned, Women-
owned & Small Business Enterprises (MWSBE). Members of the NYCHA MWSBE
directory are provided the following benefits: E-mail notifications of bid notices,
invitations to NYCHA procurement events, and notification of other MWSBE
procurement events

See the Minority-owned, Women-owned and Small Business Enterprises (MWSBE) area
of the NYCHA website:

http://www.nyc.gov/html/nycha/html/business/mwsbe.shtml
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Products and Services

Products and Services 23

A | Pt aed Servoe R~ B

F -
|m iSupplier Portal

b Hsigaior? B Fameles v
Home | Orders | Shipmoenpls | Admin | Fasning | Fromsee | Prosduct | Inteligenoe
s  Ceneal Froducts and Servoes

= L Profile -
;Mﬁ" : Fainrvg | Aubd

Homer Lapml Frofommss Help Dhsgemsines

Addddress nak
Conkad et Cneda Prncucts and Services
Dy £ IEEUTIR
Busneos
Clee e
_ Prodect & [0 EL-ELECTRECAL ELECTRICAL
sarvices EL-DATER{IH MTERCOM COMTRACTORS
Besinng rads
s Pammel b
Irremicng
T Suneps

Ve Saih CATR Y

When a supplier selects their products and services, it indicates to the New York City
Housing Authority the type of Sourcing Events a company wants to be considered for. If

the categories are not selected, a supplier risks not receiving invitations to relevant
Sourcing Events.

Suppliers not invited to Sourcing Events can locate and review relevant opportunities

themselves by using the iSupplier search function and checking for Housing Authority
opportunities in The City Record.
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Banking Details

Banking Details 2

WO | kg Deink

B= B e - ) tes -
[ =~
|m iSupplier Portal

Howme | Orders | Shipenends | Axdmin | Plsning

Homer Logoul Frolwemors Help Dugoslics
=  General Hambiig [beisils

neral Aromends [ T

(Y e ——

Caneas Save
Fulel | Gl
Contact

AN Uprremcy  Bank Eame  Start Date Led Uate Prorty  Inoresss Pronty  SEoresss Priecty  Status  Upsiate

Cance] Sawe

In the Banking Details Screen, Suppliers can enter, modify or delete financial institutions
where the Housing Authority can remit payment to your company.
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Designating Other Users

Designating Other Users o

Workflow

Warklist

View | Open Notifications V‘ Go
Select Subject
There are no notifications in this view.
< TIP Vacation Rules - Redirect or auto-respond to notifications.
< TIP Worklist Access - Specify which users can view and act upon your notifications.

There are two different tools for designating other users to handle your iSupplier work.

1. Vacation Rules and 2. Worklist Access.

Vacation Rules redirects or auto-responds to notifications.
Worklist Access specifies which users can view and act upon your notifications.
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Vacation Rules

Vacation Rules 25

[ =
|m E-Husiness Suile

Waraman fulea

11 Mardgalne ¥ ® Farvios ~

Croate ke
Ry Haime Itewn Typa Wotifcation Update Dwlete Stabus

fou have not setup By notfcation routng nees. Mease yme the Cresbe Rule bulfon io oeate a new mebficabon rowt Fig M

Use the Vacation Rule Response screen to redirect or auto-respond to notifications.

To create a vacation rule for your iSupplier notifications:
1. Select the Vacation Rule link under Worklist.

2. Complete the Vacation Rule Response form.

3. Select the Apply button.
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Worklist Access

Worklist Access

r i
|m EBucinass Suits

Orac & Applications Home Page

"R v B Favorites =

Worklist Acress

Diagnostice He

e following users hawe access to view anc act upon your warklis:
Lrant Worklist Access |

Hame Diesoriplion Start Date End Dale Status Upedate
o results found.

Eeburs to Workdist

Dhazleskex

Worklist Access specifies which users can view and act upon your notifications.

To grant access to other iSupplier users from your company (for viewing and/or acting
upon your iSupplier notifications):

1. Select the Worklist Access link under Worklist.
2. Complete the Grant Worklist Access form.
3. Select the Apply button.
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Orders

Reviewing Orders

Homa | Orders | Shipants | Adein | Planning | Fnance | Product | Inteligence

SBaEh | ©0 humber - &n |
Mhalilmatimms Plamnieg
Full List % o Erh
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{0 resudts foud. EE
& AQreemarcs
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|-L Udars At A Llance Shignnenis
Fall Lisk & Delradry Scopdadad
o0 Mumher  Deserption Orier Date # LEIGLSECOb
Shebel Tasling S4voes I9-Mar-2012 143748 = Adviocg Shonent Hobice
Cracle Appliczbor Support Services. Board Res# 11-4/13-5 5-Mar-3012 10-45:58 feprwips
Crmcil applizanan Suppon Sericed. Board Ras Lé-FE-2002 11112156 » THCpEhE
Crace spplicaben Suppor] Serviced, Board Bes# | 14 13-5 Bi-Feb-2012 1204048 & FEIRERS

Reviewing Orders

Select the iSupplier Full Access Home Page to review information related to orders,
shipments, receipts, invoices, and payments.

Navigation Tip: Select the top tabs, the links in the right side tree, or specific links under
Notifications, Orders At A Glance, or Shipments At A Glance to search for relevant
details.
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Invoices

Viewing Invoices

Viewing Invoices
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Adtvaned Scarch

To view your company’s invoice information select the Finance Tab.
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Searching for an Invoice
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Searching for an Invoice
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Preferences
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Use the View Invoices - Simple Search form to search for specific invoices:

Enter data in the provided fields and then select the ‘Go’ button.

For a general invoice search:

Leave the fields blank and then select the ‘Go’ button.

Search Tip:

You may enter a partial name, word, or number flanked by % (wildcards).

For example, enter %jon% for Jones, and enter %dig% for digits.
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Selecting an Invoice

Selecting an Invoice
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To drill-down into details for a specific invoice, in the ‘Invoice Number’ column, select the

desired invoice number.
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Viewing a Specific Invoice

Viewing Invoice Details
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From within an invoice record, suppliers can view a specific payment by clicking the
underlined link.

Click View Payments to search your company’s payments.
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Viewing Payments
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From within an invoice record, suppliers can select ‘View Payments’ to view their
company’s payments.
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Searching for a Payment

Searching for a Payment ©
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Use the View Payments - Simple Search form to search for specific payments:

Enter data in the provided fields and then select the ‘Go’ button.

For a general payments search:
Leave the fields blank and then select the ‘Go’ button.

Search Tip:
You may enter a partial name, word, or number flanked by % (wildcards)

For example, enter %jon% for Jones, and enter %dig% for digits.
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Selecting a Payment

Selecting a Payment 55
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Click the payment link to view payment details.
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Viewing a Payment

Viewing a Payment

W ol S pyien Porisk Payoe i Deloke

|~
Ig\ iBuppler Portal

Wi | Ordlers
Wy [voiced | Wiew Paymsabs

Finamcy. Vi

Pagneant: WS (1 okal USE1E 515 00)

Ty PARAT W ] I mes v

25-Dct- 3011

ipp KEANE, TR
Methos  Llectromic Suppher S8s  EFT
Sialus  Reourndend naousunlesd Bdiress

te et Al
DErul

Innlid Brvokces

Invoice  Inwoion Date

16-Fep-2041

Ty

Standend

Currency
L= o]

Mmount{Status
BEE12.00 Approved

il

e

elerercas  Laguoshcs

Exprart

Ezpuri

Viewing a Payment from inside a payment record.

Remember to click Logout to end your iSupplier session.
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Contacting NYCHA

Contacting NYCHA o

E-mail Us
To contact one of the buying groups. please a-mail yaur inguiry
te Progurement@nvcha.nvg.ggy. Please allow 28 hours for a response.

Call us

Please note: The Advanced Procurement hotline -212.306.8700 —is no

longer in service. Please call the appropriate buving group for assistance
with your questions; ar; if you know the name of the buyer or buying group

with which you wish to speak, please call NYCHA's general phone number:
212.306.3000.

Contacting the New York City Housing Authority

E-mail Us: To contact one of the buying groups, please email your inquiry to:
Procurement @ nycha.nyc.gov . Please allow 48 hours for a response.

Please call the appropriate buying group for assistance with your questions; or, if you
know the name of the buyer or buying group with which you wish to speak, please call
the Housing Authority's general phone number: 212.306.3000.
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