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Lesson One Objectives

 Register your organization as a 

Supplier in SciQuest Supplier 

Information Management and 

Sourcing

 Learn how to do business with 

AHA as a Supplier

 Gain knowledge about SciQuest 

Supplier Information Management 

and Sourcing



What is SciQuest Supplier 

Information Management 

and Sourcing?

SciQuest Supplier Information 

Management and Sourcing is a 

web-based system that automates 

and simplifies the bidding process. 

SciQuest enables easier 

distribution of bidding opportunities 

and details, along with rapid follow-

up communication when needed. 
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Look for open 
BidsTo conduct business 

with the Atlanta 

Housing Authority, 

you must first register 

as a Supplier. 

Registering puts you 

in our database so 

we can send you 

notifications about 

bids and so that you 

can bid on contracts.



How Long Does It Take to 

Register?

Registration will take you no more than 20 minutes. 

Make sure you allot enough time to complete all of the 

registration pages. 



What Do I Need to Register?

Our registration process gathers information about your company, such 

as:

 Contact information

 Financial and banking information

 Diversity certifications

 Locations and addresses

In the next slide, we provide a checklist of items that you need to 

complete registration quickly and efficiently. We also provide a softcopy 

of the checklist that you can download and print from the AHA internet 

site.

Please take a moment to gather these items before you begin the 

registration process.



Registration Checklist

 Dun and Bradstreet Number (DUNS)

 North American Industry Classification System 

(NAICS) codes. Know the commodities your 

company provides

 Financial information

 Company contacts: You need the information of 

the individual in your company who will 

communicate with AHA

 Federal Employer ID/ EIN/TIN

 Type of company (LLC, Sole Proprietor)



Registration Checklist Continued

 Diversity information and certifications

 Does your company employ former AHA 

employees or family members that are current 

employees

 Is the company Minority, Women, or Section 3 

certified.

 Tax information

 The original password AHA e-mailed to 

you

 Signed W-9 form



Type http://atlantahousing.org here.

http://atlantahousing.org/


Click here.



Click here.



Click here.

















Record Password!

It is very important that you 

record the system-generated 

password that you receive in an 

email from AHA. Even if you 

change this password for 

system access, it remains your 

eSignature for the W9 form that 

you upload later on. Record the 

password somewhere 

accessible and save the email.



















For Company Address 

information, we will add:

 One Physical Address

 One contact for this physical address

 One Remit Address

 One contact for this remit address

We can use the same location address for the 

physical and remit addresses.

We can also use the same contact for both 

addresses.

Let’s try it!













Checklist Reminder

Remember your registration checklist 

from earlier? We listed a good bit of 

things that you needed to successfully 

complete registration.

As we move forward, make sure you 

have the following items from that list:

 System-generated password

 Signed W-9 form if you are not 

authorized to sign











Click Here
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Registration Complete!

Congratulations! You 

successfully registered as 

a Supplier with the Atlanta 

Housing Authority.



Summary

In this lesson, you learned how to successfully register 

your company with the Atlanta Housing Authority. 

In the next lesson, you learn how to:

• Log in to SciQuest Supplier Information Management 

and Sourcing

• Update company, contact, and password information

Next, answer a few questions about what you learned. 



Check Your Knowledge

Which of the following items is not 

necessary for registering with AHA?

A. Federal Employer ID

B. NAICS codes

C. Microsoft Word

D. A Printer



Check Your Knowledge

A. Email

B. Remit

C. Current

D. Expired

You must add both a physical and a 

___________ address during 

registration.



Check Your Knowledge

A. Three

B. Six

C. Nine

D. Twelve

The NAISC codes are ___________ digit 

codes.



You just completed Lesson One: Registering in 
SciQuest Supplier Information Management and 
Sourcing.

The next eLearning lesson for this course is:

•Lesson Two: Logging In and Updating Information


