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Lesson Two: 

Logging In and Updating Information



Lesson Two Objectives

 Log into SciQuest Supplier 

Sourcing

 Update any registration, 

contact, and company 

Information in SciQuest

Supplier Sourcing

 If applicable, add and update 

banking and accounts 

payable information



What is SciQuest Sourcing 

Director?

SciQuest Sourcing Director is a web-based 

system that automates and simplifies the 

bidding process. Sourcing Director enables 

easier distribution of bidding opportunities and 

details, along with rapid follow-up 

communication when needed. 
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Update 
InformationIn Lesson 1, you registered 

and received a Login and 

Password via email from 

AHA. This lesson walks you 

through the process of 

logging into SciQuest to 

update and add 

information.



What Do I Need to Get 

Started?

When you registered, 

SciQuest sent you a Login 

and system-generated 

password via email. You 

need this information for this 

Lesson.



Type http://atlantahousing.org here.

http://atlantahousing.org/


Click here.



Click here.

















Banking Information

When AHA is ready to do business with 

you, they send you an email indicating 

that you are selected, but that you must 

complete banking information to facilitate 

payment. You will need your company’s:

 Bank name & zip code

 Routing Number

 Account Number

 Account Type and Name

 Image of voided check

 Accounts Payable Information

















Click Here



Registration Complete!

Congratulations! You 

successfully Logged into 

and updated your Supplier 

Account with the Atlanta 

Housing Authority.



Summary

You successfully logged into SciQuest 

Supplier and updated your profile.



Check Your Knowledge

Which of the following is not necessary to add 

Banking information to your AHA Supplier Profile?

A. Bank Routing Number

B. Account Number

C. Telephone Number

D. Account Type



Check Your Knowledge

A. Social Security Number

B. Letter from Bank on Bank Letterhead

C. Letter from the head of your Financial Dept.

D. Deposit Slip

You upload a voided check and a ___________ 

to confirm banking information.



Check Your Knowledge

A. Change Password

B. Modify company information

C. Update your W-9 form

D. All of the above

After you log in, you can update registration, add 

contacts, and ___________.



You have just completed Lesson Two: Logging In and Updating 
Information.


