BuySpeed

Quick Reference Guide
BuySpeed Online 7.5 Vendor Homepage / Control Center

BuySpeed Online 7.5 features a revamped Homepage / Control Center. The new tabbed layout provides a cleaner look,
reduced page load times and easier access to more documents without having to scroll.
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Navigation

To find an item, first click on the appropriate tab. Note that the number of items within each tab is displayed in parentheses.
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e The News Tab displays messages posted by system administrators from the organization, such as
announcements, system instructions, and notifications.

e The Bids Tab displays recently announced and closed bids.

e The PO Tab displays Purchase Orders and Change Orders awarded to your company.

e The Quotes Tab displays quotes you have prepared.

To find a specific document, select the tab of the document type. For Quotes, you can click on additional sub-tabs,
depending on the status of your quote. Each sub-tab also displays the total number of your documents with that status in
parentheses.
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Quote # Bid # Bid Opening Date Date Last Modified
00000104 00000219 09/19/2008 11:05:00 AN 09/19/2008 11:11:51 AN
00000103 00000215 08/16/2008 02:40:00 PM 09/16/2008 02:36:37 PM
00000102 00000213 09/16/2008 02:10:00 PM 09/16/2008 02:11:05 PM
00000069 00000144 05/07/2008 01:30:00 PM 05/08/2008 02:46:42 PM
00000073 00000128 04/04/2008 02:05:00 PM 05M12/2008 09:31:28 AM

View more...
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The most recent five (5) of your documents in each status will display. Clicking “View More” will provide you the complete
list of your documents within that status.

PERISCOPE



BuySpeed

Configuring Your Homepage

To save time, you can also configure which tab you want to appear first when visiting your Homepage / Control Center.

Click My Account in the Header Bar, then Edit next to “My Information.” Then select a “Default Homepage Tab” from the
drop-down box.
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My Information First Name | vendor | Last Name | user

Salutation | vI Job Title vendor | Department
First Name” [vendor Last Name”[user Email charris@goperiscope.com
Job Title” |vendor Department N
. Company | chris test
E-mail Icharris@goperismpe com
Company IChr\S test Phone (545)165-1655
Phone” {s45 165 _[1655 | pe |
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Login Question I

Login Answer

Default Homepage Tab for Seller | News j

PERISCOPE



