Instructions for Vendor Registration:

At the login screen (https://secure2.fcgov.com/purchasing) click on Register.
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Enter Federal Employer Identification Number (FEIN) and Company Name where indicated:
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Enter FEIN and Company Name and click
—— | “Submit”’. If you get kicked out of the
system at any time during registration,
please, DO NOT repeat this step —just log in
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Fill out the online application form. Fields marked with an asterisk (*) must be filled out.

=0l x|
File View Favorites Tools Help |
“Back v =+ v @ @ 4| @isearch GaFavorites Tveda B By S ol 5
Address Ia http fipurchasing fegov.com :8080/bso fexternal register. sdo?taxld=01-123456 7Rorghame=Testco j @Go |L|nks
BuySpeed’ B
Online
Company Name' ITestcn
Business Description I
Mailing Address Line 1" |12345 Address Street
Address Line 2 I @
Address Line 3 I
Address Line 4 I
city” Nowhere State/Province’ CO -
Fis Ba7es [ County
Country Carmpany Phone’ W IF 4567
Company FAX l— l— l— Company Email Iname@testcu.cum
Tax ID # W Length of Time in Business |1— lm
State of Incorporation cO - ‘ear of Incorparation W LI
&) Done [T [ e mtemet Vi
start|| @uovalcr.. | 10w | Sivance: - .| Bmsrueno. [[&7city of F... [ETHNISHDLOW R 1arw
rosoft Internet Explorer ;lglil
File View Favorites Tools Help |
GBack v & ~ @D &4 | @search GaFavorites @veda | B & = H
Address I@ http://purchasing.fcgov.com:B0B0/bsa/externalregister. sdo?taxId=01-123456 FRorghame=Testco ﬂ @G0 |Link5
T T T T
Tax D # W Length of Time in Business l1— lm ”
State of Incorporation GO hd Year of Incorporation 2003
Prefered Delivery Methad Im
Would you like to be registered as an emergency supplier in the case of an emergency? Note: Emergency suppliers
must be available 24 hours a day, 7 days aweek.  Yes O ho
Emergency Phone’ W W 4567  Ext
Emergency Contact’ Who Knows Emergency Email’ INAME@tBstcn.cnm
Emergency Info Cummeml
Salutation Mr. =
First Mame’  [¥ho Last Marng' Knows
Jab Title" Chief of State Department
Email’ hoknows(@testeco.com Phone’ W W 4567 .
Login D" knows
Mew Passward” [ Confirm Password” [
Lagin Question |who Login Answer knows
Copyright © 2002 Periscope Holdings, Inc. - All Rights Reserved. =i
|&] oone [ 7 [ |4 mtemet V
startm ® Novel &r... | €10, Edw... | S vahoo! - | Instrucuo.ul & ity of F... [EENSSATHTY 1:33FM

Click “Continue Registration” when you are ready to proceed.



Complete the freight terms section and select any of the applicable categories:
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Enter Keywords which best describe your commodities. Leave Keyword links/URL blank.
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Click “Continue Registration”



When selecting commaodities, you can click on “Show Categories” to show all NIGP Merchant
category codes and browse to the ones you want to select, but entering a Keyword and clicking
“Search” will allow you to find and select categories more quickly.

Here’s an example of a “Show Categories” search.
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Here is an example of a Keyword search:
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Code | Description

020-02 | Backhoe (For Farm Tractor)

-
r
[~ |020-14 | Curb Edger, Heavy Duty, Tractor Mounted
-

020-18 | Dozer Elades (For Farm Tractors)

I~ |020-33 | Garden Tractors, Cultivators, and Plows
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Select commodities by clicking in the box to the left of the commodity number. Click on “Save
and Add More” at the bottom of the page to select more commaodities. Click on “Complete
Registration” when you have added all your commaodities.
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020-90 | Tree and Root Cutters and Stump Grinders, Tractor Mounted

02093 | Umbrellas, Tractor
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02280 | Tractor (Farm and Garden) Parts

070-45 | Truck Tractors
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207-72 | Printer Accessoties and Supplies: Chemicals, Forms Tractors, Inks and Cartridges, Label Sheets, Sheet Feeders, Toner Cartridges,
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305-35 | Drawing Boards, Curves, Protractors, Templates, Triangles, T-Squares, etc.
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340-72 | Rescue Equipment, Supplies and Accessories Including Rescue Mets, Power Extractors (Jaws of Life), Rope and Life Harnesses,
etc
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[~ | 44529 | Extractors, Pullers, and Inserters
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You're done. You will receive email or fax notification when bids are advertised for the
commodities you have selected.

Login to the City of Fort Collins BuySpeed site at:

https://secure2.fcqov.com/purchasing

Enter your Login Name and Password to enter the system. The first screen that appears is for
Seller Administration. You can toggle between the administration screen and postings of
open and closed bids or RFPs using the two tabs in the upper right corner, although, for the
present, bids and RFPs will not be posted on BuySpeed. Go to the Purchasing page at:
http://www.fcgov.com/purchasing for current postings.

Once we begin using BuySpeed for bid postings you will be able to view such bids by logging on
to your account or by clicking on the Open Bids link above the login fields.

Once registered, check you company data and set up your authorized users as needed. Call us
(970-221-6775) with any questions you may have.

Thank you.



