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 Outcomes  

 

 

This e-Learning module will enable you to: 

Register for New York City Housing Authority's iSupplier Portal and use iSupplier to: 

 Manage your company’s information. 

 View your company's orders, shipments, and account status. 
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Welcome  

 

 

Welcome to iSupplier, New York City Housing Authority’s free vendor communication 
portal. The iSupplier Portal is a web-based tool that structures all communication 
between the New York City Housing Authority and suppliers through a secure internet 
portal with online purchase order collaboration and paperless fulfillment.  iSupplier 
allows contractors and consultants to view the Authority's procurement opportunities, 
submit bid responses, and keep current on invoice status. To get started doing business 
with the New York City Housing Authority using the iSupplier Portal, you must first 
register and become a user. Go to the Selling Goods and Services page on the Doing 
Business tab of our website. 
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Learn about iSupplier  

 

 

Before beginning the iSupplier registration process, learn more about iSupplier and how 
the New York City Housing Authority procures goods and services, using the helpful 
links on the Selling Goods and Services to NYCHA page on the Doing Business tab of 
our website. 
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 iSupplier Registration 

Registration Links 

 

 

Registration Links are located on the Getting Started: Register or Log-in page of the 
New York City Housing Authority website. If your company has never done business 
with the New York City Housing Authority, you must first register your company, using 
the New Registration link. If you have previously done business with the New York City 
Housing Authority but have not yet logged into iSupplier, request a log-in ID, using the 
Request Log-In ID link. 
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 For New Suppliers  

 

 

When suppliers new to the New York City Housing Authority fill out and submit the 
Supplier Registration form, and the form is approved, their company will be assigned a 
New York City Housing Authority Supplier Number and the individual applicant will 
receive their User access for the iSupplier portal.  

Once your company receives a supplier number, employees requiring iSupplier access 
for your company should request a Log-in ID and follow the procedure for current 
suppliers.  



iSupplier Registration & Administration User Guide  

 

Page 9 of 57 

 Registration Steps  

 

 

Here are the registration steps for suppliers new to the New York City Housing Authority. 

1. Complete the New Supplier Registration Form and press 'Register' to submit. 

2. Receive an online acknowledgement of request. 

3. Receive email confirmation for submitting the company registration form.  

4. Following approval, receive email with iSupplier Username and temporary password. 
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For Current Suppliers  

 

 

For Current New York City Housing Authority suppliers and vendors with a New York 
City Housing Authority Supplier Number, here are the steps to get your iSupplier Log-In 
ID: 

1. Complete and submit the ‘Request Log-In Identification’ form.  

2. Receive online acknowledgement of request. 

3. Receive email confirmation of request. Please allow 2 business days for processing. 

4. Receive email with iSupplier Username and temporary password. 
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 Registration Confirmation  

 

 

Receiving the New York City Housing Authority Registration Confirmation email confirms 
your access to the New York City Housing Authority iSupplier portal. The message 
instructs you how to log on to iSupplier, and how to best use the system.  

To make best use of the New York City Housing Authority iSupplier portal, update your 
administrative information when you first log on. Completing the Products/Services and 
Business Classification sections are especially important, since the Authority identifies 
relevant suppliers for Sourcing Events based on these specifications. 
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 Logging in to iSupplier 

Login Link  

 

 

To log on to the NYCHA iSupplier Portal, select the log on link in your Registration 
Approval e-mail. 

Or  

On the Doing Business tab of our website, go to the 'Getting Started' page and select the 
'Returning iSupplier users Log-in Here' link. 
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 Login Screen  

 

 

Use the iSupplier Login Screen to log in to the New York City Housing Authority 
iSupplier portal.  

Here are the steps for logging on to iSupplier: 

1. Enter your username. Your username is the email address that you previously 
provided. 

2. Enter your password. Use the temporary password provided in your confirmation 
email, or if you changed the temporary password, your own password that replaced the 
temporary password. 

3. Click the ‘Login’ button. 

 



iSupplier Registration & Administration User Guide  

 

Page 14 of 57 

iSupplier Home Pages 

Sourcing Supplier Home  

 

 

The Sourcing Supplier Home Page is the first screen you will see in the iSupplier portal. 

It contains Your Active and Draft Responses area, for working with your bid responses, 

and Your Company's Open Invitations area, for responding to invited bid requests. 
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 iSupplier Portal Home  

 

 

Clicking the Home link takes you to this Home page containing: Worklist and Main Menu.  

Worklist contains a summary of all the alerts you receive as a New York City Housing 
Authority vendor. Drill down into purchase orders, sourcing events or documents using 
direct links. 

The Main Menu includes links to iSupplier Portal Full Access and Sourcing Supplier. 
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 iSupplier Portal Full Access  

 

 

Use the iSupplier Portal Full Access page to update your company information and 
access purchase order, invoice or payment information.  

To update your administrative information in the iSupplier Portal, click the Admin tab. 
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 Profile Management 

 

 

The Profile Management area is the navigation panel on the left side of the screen. It 
contains links to your iSupplier information. Review and update each section by clicking 
the respective link. 

To make best use of the iSupplier portal, update your administrative information when 
you first log on.  

Completing the Products/Services and Business Classification sections are especially 
important,  since the Authority identifies relevant suppliers for Sourcing Events based on 
these specifications. 
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 Attaching Documents  

 

 

In order to do business with the New York City Housing Authority, Suppliers must attach 
form W-9 and any other documents that will help the Authority do business with your 
company.   

Use the Add Attachment button to upload your company documents to the iSupplier 
Portal. 

Following is step-by-step instructions for attaching a document. 

When viewing the eLearning module, click the 'Show Me' button to view a quick demo 
showing how to attach a document. 
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 Adding an Attachment 

 

 

Here are the steps to add an attachment in iSupplier. 
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 1. Select Add Attachment 

 

 

1. Select the Add Attachment button. 
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 2. Enter document summary information 

 

 

2.  In the Add Attachment screen under Attachment Summary Information, enter 
information about the document to be attached. 
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2. Enter document summary information, continued 
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2. Enter document summary information, continued 
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2. Enter document summary information, continued 
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2. Enter document summary information, continued 
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2. Enter document summary information, continued 

 

 

 



iSupplier Registration & Administration User Guide  

 

Page 27 of 57 

2. Enter document summary information, continued 
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2. Enter document summary information, continued 
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2. Enter document summary information, continued 
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 3. Select Browse 

 

 

3. Select the Browse button to find the file to attach. 
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 4. Select Document 

 

 

4. Select the document to attach. 
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 5. Select Open 

 

 

5. Click the Open button. 
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5. Select Open, continued 
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 6. Select Apply 

 

 

6. Select the Apply button. 
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 Attachment Confirmation 

 

 

The Confirmation message appears confirming that your document was added 
successfully. 
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 General  

 

 

The General page displays your general company information and attachments.  
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Organization 

 

 

The Organization screen displays your company’s organizational information. If you 
make any additions or modifications to this screen, click the Save button to preserve 
your changes. 
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 Address Book  

 

 

Please list the addresses that the Housing Authority should use to contact your company 
in the Address Book. 

Examples include Main Office, showroom, warehouse, store, etc.  

The default address is the address used to register with the New York City Housing 
Authority. 

To modify an address, click the Update icon. 

To remove an address, click the Remove icon. 

To create a new address listing, select the Create button. 
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 Contact Directory  

 

 

The Contact Directory lists who NYCHA should contact at your company. Company 
contacts are not necessarily NYCHA iSupplier Portal end-users.  

 If a company contact requires access to the NYCHA iSupplier Portal, they must submit 
a Request Log-in ID form online for current NYCHA suppliers in order to set up their own 
NYCHA iSupplier log-in ID and password. 
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 Business Classifications  

 

 

Check appropriate checkbox or boxes in the Applicable column for the relevant 
Classification. If no classifications apply, please check 'NA'. 

If your company is Minority Owned, Select the Minority Type. 

Please enter Certificate Number, Certifying Agency, and Expiration Date, if available. 

Always press the Save button after making your changes. You will receive a 
confirmation screen stating that the information was saved. 
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 MWSBE  

 

 

The New York City Housing Authority maintains a directory of Minority-owned, Women-
owned & Small Business Enterprises (MWSBE). Members of the NYCHA MWSBE 
directory are provided the following benefits: E-mail notifications of bid notices, 
invitations to NYCHA procurement events, and notification of other MWSBE 
procurement events 

See the Minority-owned, Women-owned and Small Business Enterprises (MWSBE) area 
of the NYCHA website:  

http://www.nyc.gov/html/nycha/html/business/mwsbe.shtml 
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 Products and Services  

 

 

When a supplier selects their products and services,  it indicates to the New York City 
Housing Authority the type of Sourcing Events a company wants to be considered for. If 
the categories are not selected, a supplier risks not receiving invitations to relevant 
Sourcing Events.  

Suppliers not invited to Sourcing Events can locate and review relevant opportunities 
themselves by using the iSupplier search function and checking for Housing Authority 
opportunities in The City Record. 
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 Banking Details 

 

 

In the Banking Details Screen, Suppliers can enter, modify or delete financial institutions 
where the Housing Authority can remit payment to your company. 

 



iSupplier Registration & Administration User Guide  

 

Page 44 of 57 

 Designating Other Users  

 

 

There are two different tools for designating other users to handle your iSupplier work. 

1. Vacation Rules and 2. Worklist Access. 

 

Vacation Rules redirects or auto-responds to notifications. 

Worklist Access specifies which users can view and act upon your notifications. 
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 Vacation Rules  

 

 

Use the Vacation Rule Response screen to redirect or auto-respond to notifications.  

 

To create a vacation rule for your iSupplier notifications: 

1. Select the Vacation Rule link under Worklist. 

2. Complete the Vacation Rule Response form. 

3. Select the Apply button. 
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 Worklist Access  

 

 

Worklist Access specifies which users can view and act upon your notifications. 

 

To grant access to other iSupplier users from your company  (for viewing and/or acting 
upon your iSupplier notifications): 

1. Select the Worklist Access link under Worklist. 

2. Complete the Grant Worklist Access form. 

3. Select the Apply button. 
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 Orders 

 

 

Reviewing Orders 

Select the iSupplier Full Access Home Page to review information related to orders, 
shipments, receipts, invoices, and payments. 

Navigation Tip: Select the top tabs, the links in the right side tree, or specific links under 
Notifications, Orders At A Glance, or Shipments At A Glance to search for relevant 
details. 
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 Invoices 

Viewing Invoices  

 

 

To view your company’s invoice information select the Finance Tab.  
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 Searching for an Invoice  

 

 

Use the View Invoices - Simple Search form to search for specific invoices: 

Enter data in the provided fields and then select the ‘Go’ button.  

 

For a general invoice search:  

Leave the fields blank and then select the ‘Go’ button. 

 

Search Tip:  

You may enter a partial name, word, or number flanked by % (wildcards).  

For example, enter %jon% for Jones, and enter %dig% for digits. 
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 Selecting an Invoice  

 

 

To drill-down into details for a specific invoice, in the ‘Invoice Number’ column, select the 
desired invoice number. 
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 Viewing a Specific Invoice  

 

 

From within an invoice record, suppliers can view a specific payment by clicking the 
underlined link. 

 

Click View Payments to search your company’s payments.  
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 Payments 

Viewing Payments  

 

 

From within an invoice record, suppliers can select ‘View Payments’ to view their 
company’s payments.  
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 Searching for a Payment  

 

 

Use the View Payments - Simple Search form to search for specific payments:  

Enter data in the provided fields and then select the ‘Go’ button.  

 

For a general payments search:  

Leave the fields blank and then select the ‘Go’ button. 

 

Search Tip:  

You may enter a partial name, word, or number flanked by % (wildcards) 

For example, enter %jon% for Jones, and enter %dig% for digits. 
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 Selecting a Payment  

 

 

Click the payment link to view payment details. 
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 Viewing a Payment  

 

 

Viewing a Payment from inside a payment record. 

 

Remember to click Logout to end your iSupplier session. 
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 Contacting NYCHA  

 

 

Contacting the New York City Housing Authority 

E-mail Us: To contact one of the buying groups, please email your inquiry to:   
Procurement @ nycha.nyc.gov . Please allow 48 hours for a response. 

Please call the appropriate buying group for assistance with your questions; or, if you 
know the name of the buyer or buying group with which you wish to speak, please call 
the Housing Authority's general phone number: 212.306.3000. 
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