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HOW TO REGISTER YOUR

COMPANY o

rLOGIN TO YOUR

EXISTING ACCOUNT

IN THE ISU

PPLIER PORTAL

You will receive a confirmation once you
submit your registration form online and
then you will receive a Login ID and
Password via email.

You can then Update your profile and
add additional contacts as you deem
appropriate and register your
commodity codes.



How to register your company in the iSupplier Portal . ... Go to the
website: nyc.gov/nychabusiness . . .then to the tab “Doing

Business with NYCHA"....then click on the link beneath “Selling to
NYCHA”....
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About NYCHA The New ¥ork City Housing Authority (NYCHA) recognizes the importance of private
sector partners in providing housing and human services to more than 641,000 New
Chair & CEQ’s Corner Yorkers. To support operations, NYCHA purchases millions of dollars worth of goods

and services annually from suppliers, contractors and consultants. Learn more

Applying for Public about bidding on centracting opportunities with NYCHA, and the types of services that

Housing NYCHA has to offer by accessing the links below.

NYCHA Housing

Developments Selling Goods and Services to NYCHA: Explore how to use iSupplier - an online bid
management tool - to wiew procurement oppertunities, submit bid respenses, and

Section 8 Assistance manage invoices online.

Expanding Affordable Procurement Opportunities: View listings of bid opportunities to supply products or

Housin

g services to NYCHA. NYCHA procurement notices can also be found here and in "The
Preserving Public City Record On-Line.” Under many circumstances, vendors under consideration for
Housing award of contracts must have complete VENDEX Questionnaires for their organization

and principals en file.
Residents” Corner

Minority-owned., Women-owned and Small i Enterprises (MWSBEs)
g"g‘e':‘v‘i‘é‘e'ts’ Programs are afforded an equal opportunity to participate in NYCHA's procurement process.

MYCHA maintains a directory of MWSEBEs and provides information to firms interested
Doing Business With in contracting with NYCHA.

NYCHA » NYCHA Recognizes nal MWSEE at Competitive Edge Conference (Article)
Z

» NYCHA Builds Partnerships to Assist MWSBE Firms (Article)
-Selling to NYCHA
-iSupplier Online Trainin: Prevailing Wage Initiative: Every contractor awarded a construction or building

-Procurement Opportun

services contract is required to pay its employees who perform work contract wages

-vendor Insurance and supplemental benefits equal to or greater than the applicable Prevailing Wage.
Information (RiskWorks) NYCHA monitors and enforces contractors’ and subcontractors’ ebligation to pay the
-wendor Events Frevailing Wage. =
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If you are a new vendor.........Go to the center of the page... Click on

“Getting Started: Register or Log-In”., then choose what applys to you (1.

“Click here for New Registration”. If you already have an account choose
2.) “Returning iSupplier users, Log-in Here.”
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Before beginning the iSupplier registration process — something you must do to be an
approved user -we strongly recommend that you review the Registration Guide and
Bid Submission Guide. Both contain vital information to assist new users,

Residents’ Corner including narrative instructions and screen shots to guide you through each process.
Please click below to access the manuals:

Preserving Public
Housing

Community Programs

& Services » Registration Guide Submission Guide

Doing Bu
NYCHA Click here for a list of buving groups and commodities.

-Selling to NYCHA
-isupplier Online Training

-Procurement Opportunities
-Vendor Insurance
Information (RiskWorks)
-Vendor Events

Register or log-in

¥ If your company has never done business with NYCHA, you mus; t register your
company with NYCHA. Click here for New Registration

-MWSBE
-Prevailing Wage Initiative ¥ If you have previously done business with NYCHA, but have not yet logged-in to
-Store Leasing iSupplier, please Click here to Request Log-in ID.

“Trsining and Development

-NYCHA Print Shop » Returning iSupplier users. Loa-in Here
-TV Film and Photography

» Selling Goods and Services to NYCHA
» Getting Started: Register or Log-in
¥ Buving Groups and Commodities

News, Events And
Publications

FAQs » NYCHA Procursment Opportunities
» Erequentlv Asked Questions (FA
Contact NYCHA » Contact Us
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If you are an existing vendor who has previously done business with
NYCHA but has never participated in bidding before.....apply for a
password through the below link... “Click here to Request Log-in ID”.
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Helpful Information

Before beginning the iSupplier registration process - something you must do to be an
zpproved user -we strongly recommend that you review the Registration Guide and
Bid Submission Guide. Both contain vital infarmation to assist new users,

including narrative instructions and screen shots to guide you through each process,
Please click below to access the manuals:

} Reqistration Guide } Bid Submission Guide

Click here for a list of buying groups and commodities.

Register or log-in

¥ 1f your company has never done business with NYCHA, you must first register your
company with NYCHA, Click here for New Reqistration

b 1f vou have previously done business with NYCHA, but have not yet logged-in to
iZupplier, please Click here to Request Log-in ID.

} Returning iSupplier users, Log-in Here

b Selling Goods and Services to NYCHA
b Getting Started: Register or Log-in

¥ Buying Groups and Commodities

} NYCHA Procurement Opportunities

b Frequently Asked Questions (FAQ)

} Contact Us
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HOW TO REGISTER YOUR
COMMODITY CODES TO
INSURE YOUR INCLUDED IN
ELECTRONIC BIDDERS LISTS



After logging into your account choose the “iSupplier Portal Full Access
Menu” Option.
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Choose the “Product & Services” option.
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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



You have two menu options you want to choose the “Sourcing Supplier” option.
Choose “Sourcing Supplier”....... then “Sourcing”......then “Sourcing Home
Page”.
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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”“.
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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.....
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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: Mot all bids contain oversized Construction Documents, Drawing andjor
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
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Drawing Index.pdf File To Supplier  SKEETEW 28-Mar-2014 One-Time V4
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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.
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BID/CONTRACT NUMEER LCONTRACT FOR:
| BUSINESS APPLICANT NAME LTAX 10 NUMBER

D/B/A OR TRADE NAME (I Any):_

BUSINESS ADDRESS: |
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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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Click on your “PDF" scanned bid documents file attachment to attach as an
uploaded document
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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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Now we are at the finishing stages of the bid submission. After you enter your
quote amount, click “continue”.
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You may want to review everything before you submit it, so 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.
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How to check
the NYCHA website for
open hids



Go to the NYCHA website: www. nyc.gov/nychabusiness, then click on
“Procurement Opportunities”.
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Go to “Note: for additional NYCHA Procurement opportunities, please
click here.”
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About NYCHA

To learn more about current procurement opportunities with the New York City
Housing Authority, click on a category below. You may also access our procurement
notices on The City Record Web site, www.nvc.gov/cityrecord.
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Applying for Public
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MNote: For additional NYCHA procurement opportunities, please click here.
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Examples: office supplies, appliances, electrical and plumbing parts, machinery (e.g.,
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automotive parts.

Section 8 Assistance

Expanding Affordable

Housing

Preserving Public Request for Development Proposals and Sale of Property

Housing Examples: Private developers submit proposals to create affordable rental and
hemeownership housing on NYCHA property; sale of groups of vacant single-family

Residents’ Corner houses.

Community Programs Professional Services

& Services

Examples include: outside legal counsel, printing services, workers compensation,
property and life insurance services, temporary employment services, staff training.
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Go to the “Status” box and choose “Active”. Then click “Go”.
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NYCHA Procurement Opportunities

Status [All =] [60 ] <
Al

1. Please note that this page only provides a brief summary of NYCHA Procurement Opportunities. F|Preview cte accessgMcluding viewing attachments and creating responses, please log into the NYCHA
iSupplier application. -
Close

Awarded

2. To log into the NYCHA iSupplier application, navigate to the Doing Business with NYCHA website Log-in here button) by clicking on the following link:Doing Business with NYCHA

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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&9 Abstracts | |
Negotiation Negotiation
Number Title Sourcing Type Type Open Date Close Date Details
HOAD6 SMD_Maintenance Painting of Apt. - Polo Grounds Towers - Manhattan APT PAINTING CONTRACTORS RFQ 06-MAR-2014 07-APR-2014 =
00:00:00 10:00:00
60497 1 SMD_Maintenance Painting of Apt.- Drew-Hamiton Houses & P.S. 139 Conversion  APT PAINTING CONTRACTORS RFQ 28-FEB-2014
. - . ; — - Fsmurcng Type) - 29:00:00
60681,1 PO 130441 1-REPLACEMENT OF HOT WATER HEATER, CONVECTOR VALVES Roof Replace u_ RFQ 14-MAR-2014
R VENTS AT 09:00:00
GO725,.1 MD_Work PMlan Implementation - Polo Grounds Towers- Manhattan ENVIRONMENTAL TESTING AND SERVICES RF Q 17-MAR-2014
00:48:52
6O557,1 SMD_Maintenance Painting of Apt.-Howard Houses & Tilden Houses APT PAINTING CONTRACTORS RFQ 06-MAR-2014 07-APR-2014
000000 10:05:00
60726 SMD_Work Plan Implementation - Rutland Towers- Brooklyn ENVIRONMENTAL TESTING AND SERVICES RFQ 21-MAR-2014 07-APR-2014
10:15:40 10:05:00
GO7271 SMD_Work Plan Implementation - Arverne Houses, Queans ENVIRONMENTAL TESTING AND SERVICES RFQ 29-MAR-2014 07-APR-2014
O 00 00 10:10:00
60559 SMD_Maintenance Painting of Apt., Morris 1 Houses & Morris 11 Houses - Bronx APT PAINTING CONTRACTORS RFQ 06-MAR-2014 07-APR-2014
00:00:00 10:15:00
60560,1 SMD_Maintenance Painting of Apt.-Pelham Parkway & Boston Road Plaza - Bronx APT PAINTING CONTRACTORS RFQ O6-MAR-2014 07-APR-2014
00:00:00 10:20:00
60561,1 SMD_Maintenance Painting of Apt.-Sheepshead Bay Houses & Nostrand Houses APT PAINTING CONTRACTORS RFQ 06-MAR-2014 07-APR-2014
BK 00:00:00 10:25:00
GO562 SMOD_Maintenance Palnting of Various Developments, Bronx APT PAINTING CONTRACTORS RFQ OO-MAR-2014 O7-APR-2014
00 00:00 10:30:00
60634 SCO_Furnish Delta Repalr Kit Plumbing and Heating Parts RFQ 04-MAR-2014 07-APR-2014
09:35:04 10:30:00
HOGGH SMD-Fumnish Mepco Heating Parts Plumbing and Heating Parts RFQ OG-MAR-2014 07-APR-2014 =
5:52:29 10:30:00 -
I, ]
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procurement@nycha.nyc.gov

Prepared by: Kim Young



