Buyspeed Registration Process

1. Go to Buyspeed at http://www.purchasing.cityofno.com/bso/.
2. click “Register” on home screen as shown below.
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2. Vendor Information: Enter basic information about your company. Please complete all
required fields, which are indicated by an asterisk (*). You may leave other fields blank.


http://www.purchasing.cityofno.com/bso/

Instructions for International Responders - If your firm has a non-US address, enter the
following placeholder information in required fields

e Country — select “US-United States of America”

e City — enter “New Orleans”

e Zip —enter “99999”

e State / Province — select “LA”

e Tax ID —email Procurement@nola.gov to request a placeholder Tax ID. We will provide
a tax ID within 2 business days of receipt of your request.

Also, please provide your address using the following lines:

e Mailing Address Line 1
e Address Line 2
e Address Line 3
e Address Line 4

If you experience problems, email Procurement@nola.gov for assistance.
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Input Screen 2 — Contact Person Information: Enter information of the person who will manage
the vendor profile. Use a generic email so other people in your company can access the account
if this person leaves the company.
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Input Screen 3a — Address Confirmation: Confirm the mailing address you registered.

Optional additional address - you can add an optional second address for remittances, bids,
purchase orders or mail. This is NOT required.

1. To add another address, click “Add Another Address” at the bottom.
2. Otherwise, click “Continue Registration.”
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Maintain Addresses for: Bejide Legania

Name Address Type Address Information Status. Default
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Bejide Legania
1300 Perdido St.

New Orleang, LA 70112
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Email: bilegania@nola.gov
Phone: (S04)563-0430
FAX: (504265-7855
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Input Screen 3b: If you add another address, specify the address type and add it to your profile.
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Input Screen 4 — Payment Terms: Responders are not required to enter this information.

To skip, click “Continue Registration.”
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Input Screen 5 — Additional Vendor Information: This screen captures more basic information
about your firm like:

1. Company Structure — e.g.) partnership, LLC, corporation, etc. This is required.
2. Disadvantaged business enterprise (DBE) classification, if applicable. This is optional.
3. Optional demographical information (race, gender). This is optional.
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Input Screen 6 - National Institute of Governmental Purchasing (NIGP) Code — Please classify
your business according to the type of goods and/or services you offer. The City uses this
information to notify you of future procurements for which your firm may be qualified to
respond.

1. Select Commodity Service Codes from the top menu bar

2. For NGIP Class — choose “924 — EDUCATIONAL TRAINING SERVICES” from the drop
down menu

3. For NGIP Class Item — choose “16 — Course Development Services” from the drop down
menu

4. Click “Search”

Check the box to the left of 924-16 in the search results below

6. Click “Save and Continue Registration”
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Input Screen 7 — Summary:

Verify that the information you entered is correct

If you omitted a required field on a previous screen, you will get a validation error
Update missing and incorrect information

Click “Complete Registration” at the bottom

PwNPRE

You're registered in Buyspeed with the City of New Orleans.

Keep your login information in an easily accessible place. If you lose your login information,
email purchasing@nola.gov to update your account or to reset your password.
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= Company Information

Vendor |D: 000377 Aemate D! Compeny Name: Sejde Leganiz
Status: Active Status Change Resson: Tex ID# 417358045

TaxID Type: EIN Incorporstion Datails - State: ear of Incorporstion: 0
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Seller
bilegania Beiide Legania Active Seller Adminisirator
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Sejde Leganiz
1300 Perdido St
New Oreans, LA 70112
General General Msiling Address us Active Ves
Emal bjlsgania@nols gov
Phons: (S04)662-0450
FAX: (5042657855
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